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Our Centre

Gledhill Avenue Child Care Centre (GACCC) is a not-for-profit organization offering licensed
early learning and before-and-after school programs. Since the summer of 1989, we have
operated out of Gledhill Junior Public School (GJPS), providing care for children in preschool
through grade five.

GACCC works in partnership with families, our community, and other stakeholders to provide
quality early learning and before-and-after programs with the aim of making every interaction a
great experience. This handbook gives detailed descriptions of the organization’s vision,
mission, goals and approaches to ensure positive practices and relationships by outlining
policies and procedures, and is available free of charge.

Board of Directors

The Board of Directors (BOD) is the governing body of GACCC and is responsible for the
sustainability of the centre and the advancement of its mission and goals. This involves such
activities as setting long-term goals, developing policies and procedures, financial
planning/budgeting and ensuring the legal and regulatory obligations of the organization are
met.

The Board works closely with the centre’s Director, who is responsible for oversight of the
organizations day-to-day operations including staffing, programs, parent and child relations,
enrollment and assisting with developing and maintaining the budget.

Parents are ‘members’ of the organization while they have a child enrolled at GACCC. All
members are entitled to be nominated for the BOD. If elected, the time commitment is typically
1-2 hours per month for members-at-large, with some positions such as Chair and Treasurer
requiring more time.

All parents are encouraged to attend the AGM and participate in the election of the new BOD.
Each family is entitled to one vote at the AGM. Members are elected to the BOD for one-year
terms at the Annual General Meeting (AGM). The board includes a Chairperson,
Vice-chairperson, Treasurer, Secretary, and members-at-large. Additional committees are
formed as necessary.

There is also an ongoing need for volunteers with diverse skills, abilities and interests to assist
with various BOD projects and events throughout the year. If you are interested in joining the
BOD or getting more information, please send an email to: GledhillBOD@gmail.com
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Staff Roles

The Director is responsible for the oversight and management of all centre operations. The
Director is the main point of contact, and consultant to the BOD.

The Program Supervisor is responsible for overseeing the daily operations of the centre and
reports directly to the Director. The Program Supervisor is the main point of contact for parents
and families.

Registered Early Childhood Educators and Early Childhood Assistants are responsible for their
individual programs, and for planning and implementing high-quality licensed childcare to
children.

Licensed Child Care

In Ontario, the provincial government sets out rules and regulations for early childhood
education and child care, with direct oversight by the Ministry of Education, which is responsible
for licensing and ongoing monitoring of child care centres.

As a licensed child care centre, GACCC must adhere to the Child Care and Early Years Act
(CCEYA) and all regulations under the CCEYA. The Ministry of Education conducts thorough
inspections of our centre as part of the annual licensing process.

The Ministry of Education also works closely with local governments, including Toronto
Children’s Services (TCS), which play an important role in overseeing child care centres. TCS is
responsible for planning and managing child care services in Toronto, administering fee
subsidies, and allocating additional resources to families and centres providing care to children
with a disability.

TCS has its own quality criteria and curriculum expectations for child care centres, outlined in
the Assessment for Quality Improvement (AQI) guidelines. Each year, our centre is inspected for
compliance with the AQI guidelines and each program is assigned a Quality Rating.

Program Statement & Valued Goals

Note: See Appendix B for the Centre’s Program Statement.
GACCC’s Program Statement describes our approach to child care and outlines the
organization’s core values.

Program Statement

GACCC will provide a stimulating, welcoming and nurturing environment for each child,
recognizing that children are competent, capable, curious, and rich in potential. All children will
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be recognized as valuable regardless of their ethnic background, cultural or socio-economic
differences and developmental needs.

GACCC’s programs will provide developmentally-appropriate emergent curriculum to all
children, enhancing children’s developmental levels. Children will be provided with interesting,
and enriching environments, materials and experiences that will deepen their sense of wonder,
curiosity, and exploration.

Children will be taught and supported in learning the skills necessary to become critical thinkers,
problem-solvers, and keen investigators of the world around them. Children will learn necessary
self-help and independence skills; emotional regulation and positive social interaction and play,
by engaging with supportive and knowledgeable Educators that value their thoughts, ideas,
feelings, and experiences. Our goal will be to enhance each child’s development, reveal each
child’s potential and increase each child’s sense of self-worth.

Valued Goals

e Promote the health, safety and well-being of young children, families and educators.
e Support positive and responsive interactions between educators, children and families.

e Encourage and enable children to interact and communicate in a positive way and
support their ability to self-regulate.

e Provide a developmentally appropriate, emergent curriculum that is child and family
centred, and focused on the interests, skills and abilities of the children.

e Provide a wide range of activities and play experiences for children that focus on inquiry,
exploration, play, self-expression, creativity and problem-solving.

e Provide an inclusive and equitable program that respects and embraces the individual
characteristics, abilities and needs of each child and their families. Foster on-going
partnerships and communication with families about our program and about their
children.

e Actively engage with community partners and provide opportunities for the children and
families to develop close connections with a range of community resources and
supports. Provide continuous professional development and learning for all members of
our child care team.

e Continually monitor the impact our Program Statement and Valued Goals have on the
children, their families, our educators and community partners. Continually monitor the
organization’s compliance with the Ministry of Education, Toronto Children’s Services,
and Toronto Public Health.



Working in Partnership with Families

We understand that a child’'s family are the most important people in their life, and that our
centre plays a supporting role while families are at work or school. Our staff are expected to
work in partnership with and engage parents to provide the best possible care for each child.
Parents are encouraged to take an active role in our child care centre and regularly discuss
what their child(ren) are experiencing within our programs.

Diversity, Inclusion & Integration

We strive to cultivate an environment where diversity is celebrated and all families feel a sense
of belonging. We are committed to providing care that is free from discrimination, harassment
and barriers to equal opportunity by adhering to the following principles:

Every child is a unique individual who is welcome to our program

Children have the right to attend child care within the community of their choice
We must be responsive to the needs of our community

Our programming should be reflective of the varying needs of our participants
Children are best supported when parents are involved in the inclusion process
Everyone has the right to privacy and dignity

Fair does not always mean equal

For children needing additional support, an Individualized Support Plan will be developed in
consultation with parents of the child. Our centre has also been assigned an Every Child
Belongs Resource Consultant through Toronto Children’s Services. This consultant spends time
in our programs, evaluating and training our staff to support inclusive practices. They also help
to develop strategies that support individual children and families, including working with
families to develop Individualized Support Plans (ISPs) and/or making referrals for additional
services when needed.

An Individualized Anaphylaxis Plan will be created for any child with an anaphylactic or
life-threatening allergy, while for all other medical conditions an Individualized Medical Plan will
be created. Our staff will be trained on the preventative measures and emergency procedures in
each Individualized Plan and will ensure that a copy of the plan is posted in the child’s
classroom at all times.

All Individualized Plans are developed in consultation with parents and, if appropriate, the child.
An Individualized Plan is not complete until it has been reviewed and approved by the parent.

Multi-Household Families & Custody Arrangements

A child will only be released to the people indicated on a child’s registration forms. In the event
that a parent is requesting that another parent be restricted from picking up a child, a court
endorsed custody order must be presented and kept on file. Once a parent has introduced and
documented the other parent, each parent shares the same rights and obligations for the child.



Communication

Daily communications benefit the child, family, and staff, providing consistency for the child,
support staff to understand the child and therefore plan for their success, and give families the
opportunity to be part of their child’s day. We encourage parents to contact staff with any
questions.

To facilitate this, GACCC uses a digital platform, Lillio, to communicate with families. Staff use
Lillio to share their weekly activity plans, menus, announcements, videos and photos, etc. with
families. Parents and educators can also communicate directly with each other using Lillio.

At enrollment, parents will be sent an invitation to create a Lillio account, which can be
accessed using a desktop web browser or the mobile app. In addition to Lillio, parent-teacher
meetings can be scheduled on an as-needed basis.

For urgent or sensitive matters, parents should contact the centre by phone at 647-325-8340.
When leaving a voicemail, please make sure to include your child’s first and last name and the
best number to reach you at.

Centre-wide information such as newsletters, special event notices, closures, etc. will be posted
on the parent information board (at Door 7) and/or sent to parents by email.

The Program Supervisor can be reached via Lillio or via email at
supervisor@gledhillchildcare.ca

The Director can be reached via Lillio or via email at director@aledhillchildcare.ca.

Information Sharing with Gledhill Junior Public School

We are committed to maintaining the confidentiality of information about the children in our care
and their families. However, we also encourage our educators to work in collaboration with the
teachers at Gledhill Junior Public School (GJPS), which sometimes includes discussing
children’s needs and progress in order to develop consistent strategies to meet those needs.

Information about a child will not be shared between GACCC and the school without an
Information Sharing Consent Form signed by their parent. In addition, all GACCC and GJPS
staff are required to sign a confidentiality agreement.

For more information, please see the TDSB’s Child Care Information Sharing and Confidentiality
Agreement Procedure (PR692).
Parent Issues & Concerns

Note: Please see Appendix C for the centre’s Resolving Concerns and Issues Policy.

In the event that parents have issues or concerns, they can communicate knowing that
communication from all parties will be respectful and professional. Any issues or concerns will
be held in the appropriate levels of confidentiality and will comply with the centre’s Resolving
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Issues & Concerns Policy and Procedures. Issues/concerns may be brought forward verbally or
in writing. Responses and outcomes will be provided verbally, or in writing upon request. The
level of detail provided to the parent will respect and maintain the confidentiality of all parties
involved.

Parents are encouraged to observe the following steps when addressing issues or concerns:

1) Speak directly to your child’s teacher. They are your best source of information, as they
know your child. In programs with more than one regular staff member, you may want to
speak with each educator.

2) If program staff are unable to resolve the issue or concern or if you need further
clarification or assistance, parents may contact the Program Supervisor or designate.

3) For serious concerns, or for concerns regarding the Program Supervisor, parents may
contact the Director.

4) If a parent has been unable to resolve their issue/concern after following the process
described above, a formal complaint may be made to GACCC’s Board of Directors

Note: It is never acceptable for a parent to discuss any matter or conflict with another child at
GACCC. Bring your concern to a staff member; never approach a child that is not yours!

Code of Conduct

GACCC seeks to provide a learning and working environment in which all individuals are treated
with respect and dignity. Every member of our community including children, families (parents,
grandparents, family friends, siblings, caregivers), centre staff (program staff, management,
supply staff, volunteers, students), and board members, has the right to be safe and to feel safe
in our school and child care community. The following code of conduct must be adhered to by
any and all adults that will be involved in a child’s experience at Gledhill Avenue Child Care
Centre:

e All members of the organization’s community are to be treated with respect and dignity
regardless of race, creed, sexual orientation, disability or any other ground protected by
the Ontario Human Rights Code.

e All adult members have the responsibility to act as role models of good behaviour. Foul
language (swearing, name-calling, shouting) is not appropriate. Individuals engaging in
such behaviour will be asked to leave the premises immediately.

e |nappropriate behaviour or harassment of any kind towards a child, parent or educator
will result in immediate intervention up to and including the family’s withdrawal from the
centre, and/or police intervention. This type of behaviour includes, but is not limited to,
harassment or intimidation by written note, email, words, gestures and/or body language.
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e No weapons are allowed on Gledhill Junior Public School property or at any function
operated by GACCC. The consequences for failure to comply will include, but are not
limited to, the family’s withdrawal from the centre.

e The privacy and confidentiality of our children, parents, educators, volunteers and
students is important to us. All concerns and comments should be addressed using the
steps described in GACCC'’s Resolving Parent Concerns Policy and Procedures. At all
times, parents are expected to respect the privacy and confidentiality of all children.

e Any pictures taken at any of our programs or during events are for the private use of the
family only. These pictures cannot be posted in online photo albums or social media.

e We understand that issues may arise from time to time, and while we try our best to
resolve these situations, we expect that any issues are addressed in a respectful manner
that is aligned with the mission, values, and goals of GACCC, as well as all applicable
laws and legislation.

The code of conduct applies to all members of our community, whether at the centre or at
GACCC-sponsored events and activities.

Our Pedagogy

Pedagogy refers to the ways that children learn and what an educator does to support their
learning. Our centre is guided by the pedagogical principles outlined in How Does Learning
Happen? Ontario’s Pedagogy for the Early Years (HDLH) and its companion document, Early
Learning for Every Child Today: A framework for Ontario early childhood settings (ELECT),
which describe pedagogical approaches for supporting children's learning and development.

HDLH sets out broad goals for children and expectations for programs organized around the
four foundations (belonging, well-being, engagement, expression) and the view of children as
competent, capable and rich in potential.

ELECT assists educators to observe and document children's emerging skills by providing an
overview of child development. Understanding child development allows us to provide care that
is responsive to the development, needs and interests of each child.

The City of Toronto’s Assessment for Quality Improvement (AQI) guidelines are designed to
support and build on the pedagogical approaches outlined in HDLH and ELECT.

Our Curriculum

GACCC uses an emergent curriculum that reflects HDLH and ELECT. Emergent curriculum
refers to an approach to teaching and program planning that focuses on being responsive to
children's interests (‘child-initiated’) to create meaningful learning experiences. In an emergent
learning environment, educators prioritize active participation, relationship building, flexible and
adaptable methods, inquiry, and play-based learning.
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The program spaces are arranged into different ‘learning areas’ (e.g. sensory, construction, art)
that are open and accessible to the children throughout their day. Within the learning areas, we
provide a variety of play materials for the children.

Educators adapt the program and materials as needed to ensure all children are able to actively
explore and engage in play on their own and with their peers. The materials in each program will
reflect the children’s changing interests.

Program Plans

Educators develop and implement planned daily programs to provide the children with a wide
variety of challenging and stimulating activities and learning experiences based on the children’s
interests and developmental needs.

Educators follow the lead of the child, adapting the planned program to support children's
spontaneity, abilities and interests. They encourage the children to adapt the planned learning
experiences through play and exploration by adding materials, asking open-ended questions
and providing new challenges.

The weekly program plan describing the planned and spontaneous learning experiences for
each group of children is posted in a location that's accessible to parents. Families are
encouraged to discuss the planned program and provide feedback.

Observations

Observations are critical to developing child-initiated program plans. Educators learn about the
children by observing and interacting with them throughout the day. They document these
observations to better understand each child’s changing interests, skills, developmental needs,
and accomplishments. Staff use these observations to ensure that program planning is based
on the children’s interests. Observations are also used to set out goals for the children’s learning
and development, which are also incorporated into the program plans.

For children enrolled in the Preschool program, staff compile portfolios that document each
child’'s developmental progress, including observations, artwork, photographs and
developmental assessments. Portfolios are available to families for them to look through at their
leisure. Parents also receive regular updates about their child through Lillio’s daily reports.

Programs and Ages Served

GACCC operates a year-round full-day preschool program and before- and after-school
programs (BASP) for children who attend GJPS. On ‘non-instructional days’ (i.e. PA Days,
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March Break) we provide full-day care for the children enrolled in our BASP programs. During
the summer break we run a full-day kinder/school-age program with registration open to the
public.

Licensed Age Ages Served: Programs:

Group:

Preschool 30 months to 6 years = Full-day (year-round)

Kindergarten 44 months to 68 months = Before- and After-School (FDK)'
= Full-day (school breaks, PA days &
summer)’

School-age 68 months to 11 years = Before- and After-School’

= Full-day (school breaks & PA days)'
= Summer Program

' GJPS students only

Days and Hours of Operation

Note: See Appendix A.1 for this year’s Closure Dates.

GACCC follows the TDSB'’s Elementary School Year Calendar, offering before- and after-school
programs (BASP) for kinder- and school-aged children on instructional days. On
non-instructional days, including TDSB P.A. Days, and some board-designated holidays,
including March Break and the Summer Break, we offer full-day programs for Kinder and
School-age children who are registered in the centre’s before-and-after school program, in
addition to our regular preschool program.

Program: Operating Hours:

Instructional Days Non-Instructional Days
Preschool 7:00 a.m. t0 6:00 p.m.  7:00 a.m. to 6:00 p.m.
Kindergarten 7:00a.m.t0 8:40 a.m.  7:00 a.m. to 6:00 p.m.

3:20 p.m. to 6:00 p.m.

School-age 7:00 a.m. to 8:40 a.m.  7:00 a.m. to 6:00 p.m.
3:20 p.m. to 6:00 p.m.

Holidays Observed

GACCC is closed for the following public holidays: Labour Day, Thanksgiving Day, Christmas
Day, Boxing Day, New Year’s Day, Family Day, Good Friday, Victoria Day, Canada Day, and the
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Civic Holiday. If any of these holidays occur over a weekend, GACCC will close on the following
Monday, and also the following Tuesday in the case of back-to-back holidays.

Families will be charged a fee payment for these holidays. For Preschool, this is the daily fee
rate. For Kindergarten and School Age, this is the Before & After School rate.

Planned Closures

In addition to the holidays listed above, GACCC has the following planned closures:

e Last Day of Winter Break: The centre is closed on the last day of the winter/holiday
break to prepare for the start of school in January.

e Easter Monday: The centre will be closed to provide professional development and
training for staff.

e June PA Day: The centre will be closed on the last PA day of the school year (i.e. June)
to prepare for summer programming.

e Summer Closure: The centre is closed on Thursday and Friday prior to Labour Day to
prepare for the start of school in September.

Families are not charged fees for these planned closure dates.

Unscheduled Closures

While every attempt is made to maintain normal operations and services for our families, it may
occasionally be necessary to close the centre. If Gledhill Junior Public School is closed due to
inclement weather, evacuation or emergency situations, Gledhill Avenue Child Care Centre will
also be closed and regular child care fees will still apply.

Note: Our centre is independent from the school board and we are not typically given any
information regarding unscheduled closures in advance of announcements made to the public.

Inclement Weather - Classes Cancelled

GACCC adheres to the TDSB’s Severe Weather Procedure. Inclement weather refers to any
severe or harsh weather condition such as blizzards, flooding, violent storms, etc. On rare
occasions where severe weather or other potentially hazardous road conditions pose a danger,
the TDSB may deem it necessary to cancel classes in order to keep schools closed.

e |If classes are cancelled in order to keep schools closed for the day, information will be
posted on the TDSB website, TDSB social media and provided to local media by 6:00
a.m.

In the event that the TDSB orders a full-day cancellation of classes, our centre will also remain
closed. On non-instructional days, GACCC’s Director or designate may also decide to cancel
GACCC’s child care program, at their discretion.
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e |f child care services are cancelled in order to keep GACCC closed for the day, parents
will be notified by Lillio message and/or email by 6:30 a.m.

Our centre is not impacted by school bus cancellations, and will remain open in the event that
the TDSB cancels school buses due to severe weather.

Inclement Weather - Early Dismissal

If the weather is such that the centre needs to close during the day, parents will be notified and
asked to pick up their children soon as possible. Late pick-up fees are applicable even during
inclement weather. Parents are asked to ensure that they have a reliable plan in case an
emergency prevents them from picking up their children on time. Fees will be unaffected by any
closures due to extreme weather or other emergency or extenuating circumstances.

e |f the TDSB orders an early closure of schools, they will make the decision and notify all
schools by 12:00 p.m., information will be posted on the TDSB website, TDSB social
media and provided to local media.

e The TDSB will not send home any student in JK to Grade 5 until parents have been
notified and the principal is assured that suitable arrangements have been made for the
child’s supervision.

e GACCC will also notify families by Lillio message and/or email as soon as we are
notified of the early closure.

e While our centre will not open for after-school care, we will work in partnership with
GJPS to ensure that children are safely supervised until they are picked up.

Modified Hours for Field Trip Accommodations

GACCC may modify the operational hours for its Kindergarten and School Age programs during
the summer weeks on field trip days. Modified hours will be communicated to families prior to
the start of the summer programs.

Facilities

GACCC operates out of Gledhill Junior Public School (GJPS) by leasing program space from
the Toronto District School Board (TDSB). While we have the exclusive use of our preschool
classroom and the center’s kitchen/office, our before-and-after school programs operate in
classrooms designated as “shared use spaces,” which are used by the school during the day.

Parking

Please be advised that the school parking lot off of King Edward Drive is intended for TDSB staff
and should only be used by parents outside of school hours. Our lease does not include any
dedicated parking spaces for our centre. Limited short-term street parking is available on
Gledhill Avenue and King Edward Drive for pick-ups and drop-offs. There is also paid parking in
a municipal lot (‘Green P’ lot #20) located behind the school yard at 99 Cedarville Avenue.
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Fees for Child Care Services

Note: See Appendix A.1 for the Centre’s current Fee Schedule.

GACCC welcomes both ‘full-fee’ families and those whose childcare fees are subsidized
through the City of Toronto. Our monthly billing is based on a daily rate per child. An annually
revised Fee Schedule is posted on the parent information board next to our office and is
distributed to families in January of each year. Parents will be notified at least 30 days in
advance if fees are to be increased.

Regular fees are charged for days when your child is absent, for unplanned closures due to
weather conditions, and for other circumstances beyond our control.

No fees are charged for scheduled closures (see ‘Planned Closures’).

Children who are enrolled in the before- and after-school programs will be charged the full-day
rate for PA Days and school breaks, whether they attend or not. GACCC operates summer
programs for Kindergarten and School Age children. GACCC is currently reviewing changes to
the summer enrollment structure. More details regarding GACCC’s 2026 summer program will
be communicated in December 2025. The Kindergarten summer program will have mandatory
enrollment for the full summer, and the School Age summer program will have a minimum
enroliment requirement pending GACCC'’s available funding and revenue streams for the 2026
fiscal year.

Canada Wide Early Learning and Child Care Agreement (CWELCC)
Note: Please see Appendix H for the CWELCC Family FAQ

In March 2022, Ontario signed a historic deal with the federal government called the Canada
Wide Early Learning and Child Care Agreement (CWELCC) that will lower licensed childcare
fees to an average of $10 a day by September 2025. Gledhill Avenue Child Care Centre is
currently enrolled in CWELCC, and has amended its service agreement with the City of Toronto
to include this agreement in the Centre’s fee collection policy.

All full fee-paying families with children in our Preschool and Kindergarten programs will see a
mandated reduction in childcare fees for the period of January 1, 2025 to December 31, 2025.
The maximum fees charged for Preschool and Kindergarten programs is $22.00 per day.

School-age fees are not included in the CWELCC and all enrolled School Age children will have
the regular school-age rates applied to their accounts. Families receiving child care subsidy
through the City of Toronto, will receive their adjusted rates directly from Toronto Children’s
Services. A posted Fee Memo is available outside of the Centre office.
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Payment, Fees And CWELCC Participation

Gledhill Childcare Centre is enrolled in the Canada-Wide Early Learning and Child Care
(CWELCC) System. Fees are set according to the direction provided by CWELCC, on an annual
basis, and typically take effect on January 1st of each year.

Base fees are frozen in accordance with CWELCC guidelines and are outlined below.

Base Fees and CWELCC Reduced Fees

Programs Base Fee CWELCC Reduced Fee
(Effective Jan 1, 2025)

Preschool $51.23 $22.00

Kindergarten(before $37.68 $17.80

and after)

Kindergarten (Full $49.00 $22.00

Day)

School-age fees will remain the same for 2026. The reduction in fees only includes
children enrolled in CWELCC-eligible programs

School Age $30.36 $30.36
(Before/After)

School Age (Full Day) | $51.21 $51.21
School Age (Summer) | $70.00 $70.00
Important:

e CWELCC fee reductions apply only to children under the age of 6.
e School-age programs are not eligible for fee reduction and are charged the base fee.

Non-Base Fees

Non-base fees are additional fees that are not included in the daily child care rate and are not
subject to CWELCC reductions.

These may include:

e Late pick-up fees
e NSF (non-sufficient funds) fees
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e Optional program fees (e.g., field trips, special events)
e Replacement costs for lost or damaged items

All non-base fees will be communicated to families in advance where applicable.

Payment and Billing
Monthly invoices are distributed at the beginning of every month, on the Lillio app.

Fees are payable on the first business day of each month for the entire month via
pre-authorized debit (PAD).

Attendance and Fee Policy
Payment is required for each day that a child is enrolled in the program.
There are no refunds or fee reductions for days a child is not in attendance, including:

e |liness
e Vacation
e Statutory/Civic holidays

Withdrawal Policy

A one-month written notice is required when withdrawing a child from the program. For before-
and after-school programs, families must give notice by early April of each year if their child will
not attend the upcoming summer program.

Parents/guardians are responsible for payment of fees during the full notice period, regardless
of attendance.

Compliance Statement

Gledhill Childcare Centre ensures that all fee-related information provided to families is accurate
and in compliance with the Child Care and Early Years Act (CCEYA). Providing false or
misleading information in any application, statement, or report is an offence under the Act.

Fee Payments

GACCC uses Lillio’s online billing tool to invoice families and process fee payments. Families
will receive an invoice on the first of each month. If the first falls on a weekend or holiday,
invoices will be issued on the next business day when the center is open. Fees must be paid
monthly in advance and are due by the 5th of the month.
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Billed Stat Holidays

GACCC charges regular child care fees for all statutory holidays listed in the Observed Holidays
section on page 14. For Preschool, this is the daily fee rate. For Kindergarten and School Age,
this is the Before & After School rate.

Payment Setup

At enrollment, families must:

e Add their banking information to the Lillio App and select their preferred payment
method.
e Provide a copy of their banking details to GACCC management for record-keeping.

Payment Options

Families can choose between the following monthly payment options:

Auto-Payment: Payments are automatically processed each month.
Manual Payment: Families must ensure payments are submitted on or before the due
date.

e |f auto-payment is not enabled, families are responsible for manually submitting their
payment each month.

Lillio Payment Support

For assistance with Lillio payments, please refer to the following resources:

How to Update Billing Information

How to Enable Auto-Pay

How to View an Invoice

How to Pay an Invoice

Late Payments & Fees

A $5.00 per week late fee (up to a maximum of $40.00) may be applied to overdue payments.
A $40.00 service charge may be applied for returned payments.

Failure to pay fees on time may result in withdrawal from the program.
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Fee Refunds and Credits

If a family is erroneously billed for child care services, GACCC will issue either a refund or a
credit toward future child care fees. Families may choose their preferred option.

Refunds:

Refunds will be processed via Interac e-Transfer or by cheque.
Families opting for an Interac e-Transfer (when available) must confirm the email
address to which the transfer should be sent.

e Refunds will be processed within five (5) business days after an error in the family's
monthly child care billing has been identified.

Credits:

e |f a family chooses a credit, GACCC will provide written confirmation of the total credit
amount and the future fees to which the credit will be applied.

Registration Deposit

GACCC does not require a deposit to secure your child care space. Payment for your child’s
first month of child care services must be made on the due date provided on your first invoice.

Fee Assistance

Our Centre has a service agreement with Toronto Children’s Services (TCS) to provide child
care for families who receive a Child Care Fee Subsidy to help with the cost of licensed child
care.

Note: The Child Care Fee Subsidy waitlist is separate from GACCC’s child care waitlist.
Families who have applied to the City of Toronto’s subsidy waiting list must also contact
GACCC directly to register for our centre’s waitlist.

For eligible families, TCS will determine how much of the daily child care fee will be subsidized
and how much the family will have to pay. Unless TCS has made other arrangements, families
will pay the non-subsidized portion of the fees directly to GACCC using the same online billing
process as non-subsidized families.

Families who receive a fee subsidy from the City of Toronto must follow the attendance and
vacation guidelines established by the City of Toronto, Children’s Services Department. Child
Care Fee Subsidy applications can be submitted online or by calling 3-1-1. There is a waitlist, so
it is recommended to apply as soon as possible.

More information can be found on the City of Toronto’s website under Help with the Cost of
Licensed Child Care.

20


https://secure.toronto.ca/children/subsidy/
http://www.toronto.ca/community-people/employment-social-support/child-family-support/child-care-support
http://www.toronto.ca/community-people/employment-social-support/child-family-support/child-care-support

Arrival & Departure of Children

GACCC staff follow the Safe Arrival and Dismissal Policy and procedures to ensure that children
arrive safely to ur programs, and to ensure that absent children are accounted for.

Arrivals (Dropping Off)

All of our programs begin accepting children into care at 7:00 a.m. Each child must be
accompanied by a parent in order to be admitted to the centre. Parents must be sure that their
child is under the supervision of the staff before leaving the premises. Children should never be
left outside or in the hallways without supervision.

On instructional days, children in GACCC’s kindergarten and school-age program are released
from the before-school programs into the supervision of GJPS teachers at the first bell (8:40
a.m.). To ensure a safe and smooth transition process, no children are accepted into
before-school care after 8:30 a.m.

Transitions Between Child Care and School

At the start of our after-school programs, kindergarten children are transferred directly to
GACCC staff by their daytime school teachers. Children in grades one to five are instructed to
promptly make their way to their designated after-school classrooms and/or meeting location.
Attendance is taken immediately upon the children’s arrival to the program to ensure that all
children are accounted for at all times.

If a child will be absent from the after-school program, parents are asked to inform GACCC of
their child’s absence by sending a Lillio message or leaving a voicemail with the date, their
child’s name, and the reason for the absence.

Considerations for Full-Day Programs

Between 11:30 a.m. to 2:30 p.m. can be a difficult time for Preschool children to part from their
family since this time of day is when the children are toileting, getting ready for lunch and
enjoying their rest time. Where possible, we prefer to limit the arrivals and departures access to
the Centre during this time to ensure all children in the program feel safe and settled in their
quiet space and to limit disruption during a busy routine. Accommodations can be made ahead
of time if you need to occasionally drop off or pick up your child between 11:30 a.m. to 2:30 p.m.

On non-instructional days, our full-day Kinder and School-age programs follow a routine with
various parts of the curriculum addressed in different parts of the day. As with preschool, it is our
recommendation that children be dropped-off by 9:30 a.m. in order to allow children to settle into
the programs and to maintain continuity on days where they will be attending full-day programs.
Likewise, if your child will be absent or if you plan to have a later drop-off, parents are asked to
notify the staff ahead of time.
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Departures (Picking Up)

Families are asked to respect the Centre’s closing time and to remember that the staff are on
personal time after 6:00 p.m. If your family requires an extended routine to prepare for departure
from the Centre, please ensure that you arrive before 6:00 p.m. to allow time for this;
alternatively, we invite you to contact program staff to discuss possible strategies to help
facilitate the departure routine.

Many families have a support system of people who will also pick up their child at the end of the
day. Please ensure that the staff are notified in advance of any alternate arrangements. Children
will not be released to any person without authorization or confirmation from the parent. The
person will be required to provide identification. If staff are not aware of alternate arrangements,
staff are required to confirm with the parents by phone and verify identification before releasing
the child. We encourage you to provide contact information in advance for anyone who the child
may be released to other than yourself.

In the event that someone has arrived to pick up a child and the above stated criteria have not
been met staff will attempt to contact the parent. If this process results in the child remaining at
the centre beyond 6:00 pm, late charges will apply. Until a parent is reached, the child will not be
released.

After-Hours Penalty (Late Fees)

GACCC's lease allows us access to the school from 7:00 a.m. until 6:00 p.m. Families are
asked to leave the Centre promptly as staff are required to secure their classrooms and vacate
the premises at 6:00 p.m. so that the building can be properly cleaned and secured by the
school’s caretakers.

If the centre has not been contacted by the parent(s) to notify staff that they will be late to pick
up their child, staff will attempt to reach one of the child's emergency contacts that you provided.
If the parents and emergency contacts cannot be reached by 6:30 p.m., as a last resort, staff
will contact the appropriate Child Protection Agency (e.g. Children’s Aid Society).

If a child remains at any program past the closing time of 6:00 p.m. a late pick-up fee of $1 per
minute may be levied. Staff will record the pickup time in a Late Fee Log Book, and the
parent/guardian will be required to sign or initial the recorded pickup time. Management staff
will address any late pick-up fees directly with parents/guardians.

Late pick-up fees will be added to the family’s invoice for the following month and must
be paid according to the Centre’s regular billing schedule.

Families who are repeatedly late to pick up their children and/or late to exit the building
may face temporary or permanent cancelation of their child care services.
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Emergencies

GACCC has emergency management policies and procedures, as described in O. Reg. 137/15,
s.68.1. Additionallyy, GACCC works in partnership with Gledhill Junior Public School to
coordinate our emergency management planning and adheres to applicable TDSB policies and
procedures, including Caring and Safe Schools (P051) and Threats to School Safety (PR695).

Each employee, volunteer, and student will be given directions as to the location and use of
emergency equipment and emergency exits. They will also be trained on how to evacuate to our
emergency evacuation site and will participate in practice fire/emergency drills.

The children will learn about fire safety and fire drill procedures through practice drills,
discussions, stories, visits from firefighters to the programs or visits to a local fire station. This
introduction will be used and designed to make the children less apprehensive and more
prepared for how to respond in an emergency.

Evacuations

In the event of an emergency evacuation, staff will lead the children out of the building and meet
in the schoolyard at the gathering point. If the building is deemed ‘unsafe to return,” the Director
or designate will direct educators to begin walking the children to the centre’s designated
evacuation site. In the event the Director is not on location, and an emergency evacuation is
necessary, the Program Supervisor will direct educators to begin walking the children to the
centre’s designated evacuation site.

On-Site Evacuations: = GATHERING POINT:
Paved area of the playground, south of the parking lot

Off-Site Evacuations D.A. Morrison Middle School:
271 Gledhill Ave, East York, ON
North on Gledhill Avenue to Lumsden Avenue

Secord Public School:

101 Barrington Ave, East York, ON

South on Gledhill Avenue to Danforth Avenue
East on Danforth Avenue to Main Street
North on Main Street to Doncaster Avenue

As soon as it is safe to do so, GACCC will notify parents of the emergency evacuation:

e |[f the situation permits, we will post a note for parents near Door 7 with information
regarding the emergency evacuation prior to leaving GJPS.

e As soon as everyone is safely evacuated, we will send a message to parents with
‘EMERGENCY EVACUATION” in the subject line.
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e |[f possible, we will update GACCC'’s voicemail message to inform parents that the centre
has been evacuated and to provide details on the emergency shelter locations.

Staff will remain with the children until they are picked up by parents and will continue to follow
children’s individualized plans throughout an evacuation.

Any incident requiring an evacuation will be reported as a serious occurrence to the Ministry of
Education.

Supervision of Children

Behaviour Guidance

At Gledhill Avenue Child Care Centre, we use positive behaviour management practices to
guide children’s behaviour and to help children develop healthy emotion regulation and social
skills. Our Positive Behaviour Guidance Policy outlines the best practices for behaviour
management.

Parents/Guardians may be required to work with management, staff and outside community
resources to support their child with individualized needs. Children with behavioural challenges
who may need one-on-one support, will be required to have an ISP and Safety Plan in place to
ensure that the staff and children are safe. Children’s physically aggressive behaviour that leads
to the harm of staff or other children is taken seriously. Children may be sent home from child
care if their behaviours are harmful to others.

Children who receive one-on-one staffing support in the program, or whose child has a Safety
Plan, will need to be accompanied by a parent/guardian/other authorized adult in order to attend
field trips during the summer programs. In circumstances where it may not be possible for a
parent/guardian/other authorized adult to attend, the parents or guardians must make alternate
child care arrangements.

Prohibited Practices

In accordance with the Child Care and Early Years Act, 2014 (CCEYA) and Ontario Regulation
137/15, Gledhill Avenue Child Care Centre is committed to ensuring the safety, dignity,
well-being, and protection of every child. All employees, students, volunteers, and any other
individuals interacting with children are prohibited from engaging in any prohibited practice as
defined by the CCEYA.

The following practices are strictly prohibited at Gledhill Avenue Child Care Centre:

a) Corporal punishment of a child.
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b) Deliberately using harsh or degrading measures that would humiliate a child or
undermine a child's self-respect, dignity, or self-worth.

c) Depriving a child of basic needs including food, drink, shelter, sleep, toilet use, clothing,
or bedding.

d) Locking the exits of the child care centre for the purpose of confining a child or confining
a child in a locked or lockable room or area without adult supervision, unless permitted
under the CCEYA for emergency situations.

e) Physically restraining a child, except where the restraint is necessary to prevent the child
from harming themselves or another person, and only until the risk of injury has passed.

f) Inflicting bodily harm on a child, including making a child eat or drink against their will.

Additional Prohibited Practices - Effective July 1, 2026

In accordance with amendments to the Child Care and Early Years Act, 2014, effective July 1,
2026, the following additional prohibited practices apply to all licensed child care programs:

a) Sexual abuse of a child.
b) Sexual misconduct involving a child.
c) Prescribed sexual acts, as defined under the Early Childhood Educators Act, 2007.

These prohibitions apply to all employees, students, volunteers, placement students,
contractors, and any other individuals who interact with children while at the centre. Any
allegation, observation, or disclosure involving these prohibited practices will be reported
immediately and managed in accordance with GACCC's reporting obligations under the CCEYA
and applicable legislation.

Staff Responsibilities

All employees, students, and volunteers must:

a) Maintain professional boundaries with every child at all times.

b) Protect children from physical, emotional, and sexual harm.

c) Immediately report any suspected or witnessed prohibited practice to the Director or
designate.

d) Cooperate fully with any investigation conducted by the Ministry of Education, Children's
Aid Society, police, or other authorized authority.

e) Complete training on the Positive Behaviour Guidance Policy, Prohibited Practices
Policy, and all applicable CCEYA requirements upon hire, whenever policies are
updated, and at least annually thereafter.

Duty to Report

Everyone, including members of the public and professionals who work closely with children,
share a responsibility to protect children and vulnerable persons from harm, and are required by
law to report suspected cases of child abuse or neglect. Persons who become aware of such
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concerns are also responsible for reporting this information to the Children’s Aid Society (CAS)
as per the “Duty to Report” requirement under the Child and Family Services Act.

GACCC recognizes it is responsible for promoting safe environments and practices to protect
children and vulnerable persons from abuse. Our staff are:

e Legally responsible to immediately make a report to a child protection agency if they
suspect abuse.

e Responsible for making the decision to report suspected abuse without consulting their
supervisor or colleagues. No staff/student/volunteer or parent shall advise someone not
to report suspicions of abuse, nor try to stop the person from reporting or consulting with
a child protection agency.

e Accountable to ensure the report remains confidential and sealed. Details of the report
are not to be shared with anyone, this includes the supervisor, other staff, or parents
unless authorized by the child aid agency.

If a parent expresses concern that a child is being abused or neglected, the parent will be
advised to contact the local CAS directly.

Volunteers and Students

Note: See the centre’s Supervision of Students and Volunteers Policy.

GACCC adheres to the requirements described in O. Reg. 137/15 s. 11.1 regarding the
supervision of volunteers and students. The following provisions are in place to support the
safety and well-being of children attending our center:

1) Every child will be supervised by an adult at all times while receiving care at GACCC;

2) Every volunteer or student will be supervised by a GACCC employee at all times;

3) No volunteer or student will be permitted to be alone with any child who receives care at
GACCC; and

4) Volunteers and students will not be counted in the ratio of employees to children.

Medical Conditions

For any child with a medical condition (e.g. diabetes, asthma, seizures, etc.), an Individualized
Medical Plan will be developed in consultation with their parents (and the child, if applicable). All
staff, students and volunteers will be required to review the Individualized Medical Plans.

Allergy Risk Mitigation Strategies

The centre maintains a list of children with allergies and dietary restrictions. Parents should
notify the Centre of any changes to their child’s dietary requirements and/or allergies. For any
child with a life-threatening allergy (i.e. anaphylaxis), an Individualized Anaphylaxis Plan will be
developed in consultation with their parents (and the child, if applicable).
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In addition to individualized plans, the following allergy risk mitigation strategies will be
implemented across the Centre:

e Both GACCC and Gledhill Junior Public School are nut-free environments.

e Outside food is not permitted within the school or the child care centre. (An exception will
be made for children with individualized dietary needs, only when a written note is
provided by the parent detailing the the child’s dietary needs, and a Child Individualized
Dietary Needs Form has been completed)

e Only staff with a valid Food Handlers Certification are permitted to oversee food
preparations in the kitchen.

Animals are not permitted within the childcare centre.
GACCC adheres to TDSB'’s Scented Products Awareness Program, which asks for
voluntary cooperation towards a scent reduced environment.

Both GACCC and Gledhill Junior Public School are smoke-free environments. It is unacceptable
for staff, volunteers and parents to smoke and/or use vaping e-cigarettes anywhere on school
property (including in the school yard). Staff and volunteers may not smoke in the presence of
the children at any time, including during off-site excursions.

Medication Administration

Note: See the centre’s Medication Administration Policy.

Our staff can only give prescriptions and over-the-counter medications (including medicated skin
products) to a child after their parent has completed an Authorization for Medication
Administration form with written instructions about how the medication should be administered.

For over-the-counter medications, parents must also provide a doctor’s note. All drugs and
medications must be stored in their original pharmacy containers (with label) or packaging.
Medication labels must include the child’s name, medication dosage, administration instructions,
and effective dates.

Non-prescription skin products intended for longer-term daily usage (e.g., sunscreen, lotion, lip
balm, bug spray, hand sanitizer, diaper cream, etc.) can be administered without an
Authorization for Medication Administration form, as long as parents have provided permission
in the child’s enroliment package.

lliness Protocol

GACCC has infection prevention and control measures in place to reduce the risk of infections
spreading through the Centre. If your child is not able to attend due to iliness, please advise us
of the illness and expected return date. This information will help our educators identify
symptoms in other children.

As a general guideline, if a child is too ill to participate in all aspects of the daily program, they
are too ill to be in child care. Individual children may not stay indoors during outdoor time. Any
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specific instructions regarding the health care of a child must be provided in writing by a medical
doctor.

In the best interests of all children at the Centre, the following is a list of symptoms where a child
may be sent home and excluded from the child care program:

Symptom Return to Care

Fever: Temperature greater than 38°C or other Child has been fever-free for 24 hours without medication.
symptoms such as sudden paleness, flushed skin,
or listlessness.

Diarrhea: Three loose or two watery bowel Child is able to eat and retain food/fluids as usual and has

movements in a 24 hour period. had 48 hours of normal bowel movements (without
diarrhea).

Vomiting: Unusual vomiting after eating or Child is able to eat and retain food/fluids as usual and has

throughout the day. gone 48 hours without vomiting.

Conjunctivitis: Pink or red eye, white or yellow Child has been assessed by their health care provider. For

discharge, red eyelid, eye pain or discomfort bacterial conjunctivitis, must wait until 24 hours after child

has started taking appropriate antibiotics.

Rash: Unexplained rash, redness, or skin infection;  Child has been assessed by their health care provider.
severe itchiness.

Toronto Public Health also provides specific Guidelines for Common Communicable Diseases
which include directions for when to exclude children. When a child or staff member is
diagnosed by a physician with a reportable disease, GACCC is required to notify Toronto Public
Health.

Should a child develop any signs of iliness while they are at the Centre, you will be contacted
and asked to pick up your child to minimize their exposure to other children. Staff will prepare an
lliness Report for the parent with details of the child’s iliness. Each child’s file will include copies
of any illness reports and other records of illness.

Parents are expected to arrive at the program as soon as reasonably possible after having
received a phone call from staff indicating that their child is ill and is to be picked up. Parents are
asked to have reliable back up plans for authorized friends and family members (“Emergency
Contacts”) to be able to help out in the event that parents are unable to get to the program in a
timely manner. If parents cannot be contacted, emergency contacts will be phoned. If the illness
develops into that of a serious nature, 9-1-1 will be called and the centre’s Serious Occurrence
Policy and Procedures will be followed.

Incident/Injury Protocol

From time to time, incidents/injuries occur. Staff will apply first aid and comfort as needed.
Parents will be contacted at the time of the incident, if appropriate, or at pick up time.
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Appropriate documentation will be completed by the program staff and signed by parents. Two
copies will be made: one for parents and the other for the child’s file.

Spontaneous Walks, Field Trips, & Special Guests

Occasionally, staff may plan field trips to places away from the centre to offer fun and
educational experiences for children. Prior to the trip, parents will be notified of the planned
excursion, including the destination, mode of transportation, time and date, and will be asked to
sign a Field Trip Permission Form. In the event that permission is not obtained for a child to
participate in the trip, parents are asked to make alternate arrangements for their child for that
day.

Children will be supervised by staff and will be transported by walking and/or a school bus
company as outlined in the Field Trip Permission Form. All activities, special events, and field
trips are contingent on enrolment, availability and weather, and are subject to change with little
notice. Parents may volunteer to accompany their child on a field trip, without obtaining a Police
Check or Vulnerable Sector Check. Parents are not permitted to supervise other children, under
any circumstances.

GACCC encourages parents to get involved by coming in to share special interests or skills with
the children.

Off-Site Safety Measures

GACCC will ensure that enhanced safety measures are in place for any field trips or excursions
to places away from the centre. These will typically include additional staff, a communication
plan, and ensuring that children can be easily identified by staff and volunteers (e.g. wristbands,
t-shirts).

Parents will be required to provide written permission for their child to participate in any field trip.
Field trip permission forms will be provided before the date of the field trip, and will include the
field trip details such as location, time and method of transportation.

Children who receive one-on-one support, or who have a Safety Plan in place may be required
to have a parent/guardian/other authorized adult attend field trips as the child’s support.

Meals, Snacks and Other Food

Morning snack, hot lunch and afternoon snack are provided depending on the program
schedule. During the summer program, cold-packed picnic lunches may be provided. Each
program’s schedule varies and parents should speak to the staff at their child’s program for
current snack and meal times. All meals and snacks are provided by Real Food for Real Kids, a
reputable and professional children’s catering company, and arrive fresh daily.
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The menus are based on a regular rotation and contain fully nutritionally balanced diets that
comply with the Canada Food Guide and CCEYA. The menus are posted on Lillio. Children with
a food allergy/sensitivity or dietary restrictions are provided with alternatives.

Gledhill Junior Public School is a “peanut-free” building. Due to the seriousness of allergies to
peanuts and other foods, we do not provide any foods with any trace of nuts which includes
nuts, tree nuts, or any other peanut products.

To ensure the safety of children with life-threatening allergies, we do not allow any unauthorized
outside food to be brought into the Centre. Many foods that do not obviously contain nuts could
have traces which could also be life threatening to a child with an allergy. This includes recess
snacks and class treats.

Modification of Lunch Time Routine

In the event of a temporary modification to GACCC'’s service offering, GACCC may permit
Kindergarten and School Age children, attending full-day care, to bring a lunch to the child care
centre. Children’s lunches must adhere to the following:

e All food brought into the centre must be peanut and nut-free and contain no traces of
nuts.
All food should remain in the original packaging, where possible.
Any baked goods must be accompanied with a list of ingredients.
Unhealthy food/snack or :junk food” should not be included in children’s lunches.

Upon arrival, or before eating the contents of their lunch, a staff member will check all children’s
lunches for peanut/nut items.

GACCC does not permit nut butter substitutes such as “Wow Butter” as these products are very
similar to peanut products and can cause anaphylactic reactions in some children.

Children with Individual Nutritional Needs

Parents of children who require outside food will be required to complete an Individual
Nutritional Needs Form to indicate their child's need for food to be provided from outside of the
child care centre. All food provided by families for children must be peanut and nut-free. All
children with individual nutritional needs will be added to the Centre's Allergies and Food
Restrictions List which is regularly reviewed by all staff.

Kitchen staff will check all food items and ingredients before storing the food in the appropriate
location. Any outside food provided to the Centre will be stored appropriately in the kitchen
refrigerator and/or kitchen cupboards and will be maintained according to Toronto Public Health
food safety requirements. All outside food will be clearly labelled with the child's name and the
date that the food was provided and/or opened

Any unused food will be returned to the parent upon pick-up at the end of their child's day in the

container in which the food was provided. Left-over food from mealtimes will be discarded by
the centre.
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Toileting

Children begin to use the toilet at different ages and stages of their development. Language
skills are vital to this process to communicate needs to the staff and parents. The washroom
routine is a fun, non-threatening and non-stressful time with staff remembering the individuality
of each child and actively communicating observations, suggestions and questions to parents
on a daily basis. Please bring in plenty of spare clothing when your child is going through this
process and be patient.

It is important that children are given the freedom to progress at their own speed during this

process. This process takes time. It is also usual that children regress temporarily at some point.

Sleep and Rest-time

Note: See the centre’s Sleep Supervision Policy.

Children need a comfortable and relaxing environment to enable their bodies to rest. Our
Preschool schedule includes a daily rest period when the children will have an opportunity to
sleep, rest or engage in quiet activities, depending on their individual needs.

The daily rest period will be a maximum of two hours in length and will be supervised to ensure
the children are safe, healthy and secure in their environment. Children who do not sleep will be
offered alternative quiet activities during that time.

All children will be assigned their own cots labelled with their name. Bedding, including a sheet
for the cot and a blanket, will be provided for each child and will be laundered at least weekly.

Staff will complete ‘direct visual checks’ of each child resting or sleeping on a cot at least every
30 minutes. Parents will be notified of any significant changes to their child’s sleeping patterns
or sleeping behaviours (e.g., night terrors or a substantial change in amount of sleep)

Parents will be consulted about their child’s rest/sleep requirements at the time of enrollment
and before making any changes to the child’s sleep routine. Staff will accommodate parent
recommendations to the best of their abilities while adhering to the Centre’s Sleep Supervision
Policy and Procedures.

Outdoor Play

Note: See the Sunscreen, Outdoor Play, Heat, Smog, Air Quality, and Extreme Weather
Procedure

Clothing

We value exploration both indoors and outdoors and ask that your child be dressed in clothing
that is appropriate for active and messy play and the season. Children learn from and enjoy
messy activities like painting, playdough, water, sand exploration and cooking. We also take the
children outside daily, temperature permitting.
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Children should be dressed in clothing that is comfortable and lets them practice self-help skills
like dressing/toileting themselves (we encourage independence), while not worrying about
getting their outfit dirty. Clothing with lots of buttons, snaps, or zippers can be more challenging
for children to remove on their own. Hats and non-slip shoes are strongly recommended for
summer months, and warm clothing and boots for winter. Open-toed sandals are not permitted
at any time of year.

Each child’s name should be marked clearly (please use labels) on any clothing that they may
remove (i.e. coats, sweaters, hats, shoes, underwear, etc.).

For children in the preschool program: Parents are asked to pack two or more complete spare
sets of labelled clothing that can be kept at the centre. Please be sure to bring items that your
child might need during the day and store them in their cubby (e.g., diapers, extra set of clothes,
indoor shoes).

While staff will be diligent in looking after each child’s personal property, GACCC is not
responsible for the loss or damage of items left at the daycare. We also cannot be responsible
for items misplaced during the school day.

Our centre does not have on-site laundry facilities and cannot clean clothing that has been
soiled. In the event of a diaper or washroom accident, staff do their best to remove feces from
undergarments. Soiled clothing will be bagged and sent home for proper cleaning. (This is why
a spare set of clothing is important to have on hand.)

Warm Weather
e All children attending during hot, sunny weather are expected to have sunscreen and a
hat on.

e Water will be always available and children will be encouraged to drink before, during
and after activities.

e Shaded areas in the play space will be available.

e On days where the Ministry of the Environment, Conservation and Parks issues a Smog
Alert, children will be offered activities inside.

e On extremely hot days, outside activity times will be reduced or cancelled.

Cold Weather

e All children attending during cold, snowy weather should come prepared to play outside
and are expected to have an appropriate coat, insulated boots, snow pants, and
accessories (e.g. hat, mitts/gloves, neck warmer).

e |tis strongly recommended that mittens be attached to coats with clips (for all ages!).

e Health Canada strongly recommends that parents avoid dressing their children in
scarves and any clothing with drawstrings as they are a choking hazard. The staff will
not dress your child in his or her scarf if it is sent to the childcare. Please note that neck
tubes/warmers are acceptable.
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e On extremely cold days, outside activity times will be reduced or cancelled.

Waiting List

Note: See the centre’s \Waiting List Policy and Waiting List Procedure.

Since we have a limited number of spaces and our centre typically operates at capacity, we
maintain a waiting list of families seeking a child care space. Registering for the waiting list does
not guarantee the child a space at our centre, but we work diligently to offer space to as many
families as possible.

Families are advised that it is not unusual to wait for a year or more to enter our programs. Due
to the high volume of applicants and low turnover of spaces it is very difficult to estimate an
individual child’s chances of being offered a space or to predict when a space might become
available. Our centre typically has more turnover during the summer, as our oldest children
leave GJPS making room for new children to join us. However, spaces can become available at
any time of the year and at any point in a month.

Due to the large number of families on the waiting list, we ask that families requesting an update
on their waiting list position contact the Centre by emailing waitlist@aledhillchildcare.ca.

Once a waiting list application is received, the child will be added to the waiting list. If there are
any changes to the child’s contact information, families or parents should notify the centre right
away. Applications are moved to the next age group as they age out of the existing list. There is
no need to reapply.

e Parents are eligible to have a child added to the waiting list once the child is born.

e Families of kinder- and school-aged children who do not attend GJPS should ensure to
specify if they are requesting to be added to the waiting list for our full-day summer
program.

e Part-time enrolment and/or space sharing will not be accommodated as the additional
operational burden and increased risk can affect the centre’s overall viability.

e No fee is charged to be on our centre’s waiting list.

Families are added to the waitlist on the date that they first made contact with the centre to add
their children to the waitlist and child care spaces will generally be offered to families in
chronological order. Priority is given to: (1) children who are currently enrolled and will need to
move to the next age grouping, (2) siblings of children already attending any programs operated
by the centre, and (3) children of GACCC staff. Once these children have been placed, other
children on the waiting list will be prioritized based on program room availability and the
chronology in which the child was placed on the waiting list.
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For the kindergarten and school age before-and-after school programs only: Priority will be
given to children who attend Gledhill Junior Public School (GJPS). Children who do not attend
GJPS will not normally be accepted into our before- and after-school programs. This does not
apply to the preschool program or to our full-day kinder/school-age summer programs.

While families on the centre’s waiting list may contact the centre at any time to request
information regarding the position of their child on the list, offers of space will not be fast-tracked
based on repeated contact by families.

The centre cannot hold childcare spaces. If a family wishes to withdraw from care for a specific
period of time (e.g., during the summer), the family must wait until their child has been
withdrawn before adding the child’s name to the waiting list.

Note: GACCC is a not-for-profit child care centre with no direct affiliation with the Toronto District
School Board. The centre leases space within the school building, but admission to GACCC will
not guarantee a space at Gledhill Junior Public School. Parents are encouraged to contact the
school or refer to the TDSB website for more information about the kindergarten enrollment
process, attending schools outside of your jurisdiction, etc.

Admission

When spaces become available in the Centre, the Program Supervisor or designate will contact
families that are eligible to start in the age group as spaces become available. Families will be
contacted by phone and email. Once a family is contacted or a voicemail has been left, they are
given 48 hours to accept or decline the spot.

Declining an Offer

Should a family not accept the spot at the time, they may request that their child remain on the
list. In order to ensure equitable access for all families on the waiting list, if a family refuses a
second offer, they may still request that their child remain on the list, but the waiting list
application date will be reset to the refusal date of the second offer.

Every reasonable effort will be made to contact the parents to offer the spot. No response will
indicate that the spot has been declined and the next child on the list will be offered a space.

Enrollment Process

Should a family accept the offer and choose to enrol their child at GACCC, they will be required
to complete their child’s enrollment package, in order to secure their child care space.

GACCC does not accept child care deposits to hold child care spaces.

Parents will be given Registration Forms that must be filled out and returned to the Centre prior
to the child’s start date. For children entering the Preschool program, a copy of their current
immunization records must also be provided.
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For children with a need for an Child Anaphylaxis Plan or Child Individual Medical Needs Plan,
the plan must be completed and signed, and the accompanying medications must be received
by the Program Supervisor, or designate, prior to the child’s start date. Children without a
completed, signed plan, or the accompanying medication, will not be accepted until the
necessary documentation and medications have been received.

Upon enrollment, parents will be sent an invitation to create a Lillio account, which can be
accessed using a desktop web browser or the mobile app.

Discharge

Withdrawing Your Child from Care

To withdraw a child for any reason, written notice must be given to the Director or designate a
minimum of four weeks before withdrawal. In lieu of notice, four weeks’ fees will be charged
even if your child does not attend our centre during that time. For before- and after-school
programs, families must give notice by early April of each year if their child will not attend the
upcoming summer program.

Space cannot be guaranteed for families wishing to take their child out of a program for a period
of time (e.g. maternity leave, summer vacation). Parents can either continue to pay the regular
fees or be placed on the waiting list.

Termination of Services

GACCC may ask that a parent remove their child from the Centre under the following extreme
circumstances:

e The child’s behaviour is putting themselves or others at risk from physical harm.
e The child causes property damage.

e The child is causing excessive disruption to the program, thereby depriving the other
children of the care that they need.

e The child does not adapt to the child care environment within a reasonable time period.

GACCC has a mandate to integrate all children into our programs, and our staff will make every
effort to do so. There are supports available through the Centre’s Every Child Belongs Resource
Consultant, and Toronto Children’s Services also offers a subsidy to help integrate children who
need additional supports. Ultimately, all decisions relating to termination of services are made
based on the best interest of all of the children enrolled in the programs.

Other Types of Discharge

On occasion, GACCC may be unable to continue providing care for your child for one of the
following reasons:
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Continuity of Care: A space is not available in the next age group when your child is of
age to move to the next age group.

No-Notice Withdrawal: After a child has been absent for consecutive days without any
contact from their family, they will be withdrawn on the fifth absent day.

Cancelled Registration: After a family has failed to attend their first-day orientation
without any contact, their registration will be cancelled..

Outstanding Fees: In the event that there are outstanding fees owing, a family will be
given notice twice. Failure to pay fees within 30 days of the fee due date (5th of the
month) may result in withdrawal of care.

The expulsion of a child from our centre is not a decision that is taken lightly, and happens only
in exceptional circumstances. This measure would only take place after consultation with the
child’s family.
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2026 BILLING INFORMATION
(January - December)

2026 Fees

Preschool:

$22 (daily rate)

Kindergarten:
$17.80 (Before & After daily rate)
$22 (Full Day daily rate)**

**ncludes summer

School Age:
$30.36 (Before & After daily rate
$51.21 (Full Day daily rate)
$70.00 (Summer Program daily rate)

Summer Programs

Enrollment requirements for the School-Age
Summer Program will be communicated as soon
as they are available.

Enrollment in the Kindergarten program is open year-
round. Please note that participation in the
Kindergarten Summer Program is mandatory in order to
maintain your child’s Before & After School enrollment
for the 2026-2027 school year.
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New Year’s Day

January 1

Last Day of Winter
Break

January 2

Family Day February 16
Good Friday April 3

Easter Monday April 6

Victoria Day May 18

June PA Day June 26

Canada Day July1

Civic Holiday August 3

End of Summer September 3and 4
Labour Day September 7
Thanksgiving Day October 12

Winter Break

December 25, 28 and 30
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Gledhill Avenue Childcare Centre

PROGRAM STATEMENT

VISION

A thriving and high-quality childcare Centre that reflects its community needs; a Centre where
children do not want to leave, and parents feel a sense of comfort knowing their most precious people
are well cared for and highly engaged.

MISSION

Gledhill Avenue Childcare Centre provides high quality childcare and learning programs in partnership
with parents, educators, and the broader community.

PROGRAM STATEMENT

Gledhill Avenue Childcare Centre will provide a stimulating, welcoming and nurturing environment for
each child, recognizing that children are competent, capable, curious, and rich in potential. All children
will be recognized as valuable regardless of their ethnic background, cultural or socio-economic
differences and developmental needs.

The program at Gledhill Avenue Childcare Centre will provide developmentally appropriate play-based
curriculum to all children, enhancing children’s developmental levels. Children will be provided with
interesting, and enriching environments, materials and experiences that will deepen their sense of
wonder, curiosity, and exploration.

Children will be taught and supported in learning the skills necessary to become critical thinkers,
problem-solvers, and keen investigators of the world around them. Children will learn necessary
self-help and independence skills; emotional regulation and positive social interaction and play, by
engaging with supportive and knowledgeable Educators that value their thoughts, ideas, feelings, and
experiences. Our goal will be to enhance each child’s development, reveal each child’s potential and
increase each child’s sense of self-worth.
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VALUED GOALS AND IMPLEMENTATION

PROMOTING THE HEALTH, SAFETY AND WELL-BEING OF YOUNG CHILDREN, FAMILIES & EDUCATORS

0

GACCC staff, students, and volunteers wear name tags that identify themselves as childcare
employees.

Children are signed in and out of programs using dates and times to ensure safe supervision;
all educators maintain accurate numbers of children in attendance at all times.

Educators complete daily visual health checks of children to ensure children are healthy and
able to participate in programs.

Security measures, including controlled entry, are in place. All visitors are required to sign in
upon arrival to the centre.

Menus follow the Canada’s Food Guide and have been approved by a registered dietician.
Water is available to children at all times of centre operation.

All Educators adhere to all applicable health and safety guidelines, including the CCEYA and

0.Reg. 137/15, Ministry of Education documents, Toronto Public Health, and the Ministry of
Labour.

All Employees maintain valid Standard First Aid & CPR-C (infant/child) certification and a clear
criminal reference check with vulnerable sector screening (VSC).

All Employees receive regular training in infection prevention and control (IPAC), workplace
health & safety, emergency procedures, and anaphylaxis management.

The centre is regularly cleaned throughout the day, and has professional cleaning done in the
evenings.

Proper handwashing and hand-sanitizing procedures are continuously used throughout the

day, and children are taught and supported in doing proper hand-washing procedures regularly
throughout the program.

All Educators provide daily outdoor and physical play activities and experiences to promote
children’s physical well-being.

All Educators continuously monitor the childcare environment for any hazards and/or safety
concerns. Any such concerns will be addressed by GACCC immediately.

GACCC maintains confidentiality and sharing of information policies that protect important and
sensitive information.

Educators provide engaging conversations and learning during mealtimes, to promote
children’s healthy relationships with food.

All centre classrooms will maintain communication logbooks, to document important
information and observations that impact the overall program and/or children and families.
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SUPPORT POSITIVE AND RESPONSIVE INTERACTIONS BETWEEN EDUCATORS, CHILDREN & FAMILIES

Y

Employees build genuine, responsive, and supportive relationships with the children, families,
and other employees.

Employees respond appropriately to the ideas, concerns, questions, or needs of children and
families.
Educators continually engage parents in communication about their child(ren); and will provide

thoughtful responses and feedback to parent-initiated communication.

Educators ensure that children learn to:

o care about other people.

o understand the feelings of others.

o cooperate and share.

o express their opinions and emotions.
o resolve conflicts.

o develop self-confidence, self-competence, self-awareness, and self-worth.

Employees work collaboratively with colleagues and attend staff meetings, engage in weekly
Team Meetings, and participate in Team Engagement Meetings bi-monthly.

Employees are part of a team and participate collaboratively in the observation and

documentation of children, the curriculum planning process, and the implementation of
planned curriculum.

Employees respect and promote diversity, inclusion, and equity in the childcare environment.

Educators incorporate various elements of culture and community into their program planning
and implementation.

Employees create documentation and written communication that uses professional wording,
is clear and concise, and contains accurate information.

Employees communicate effectively with their colleagues, with children and with families.

ENCOURAGE AND ENABLE CHILDREN TO INTERACT AND COMMUNICATE IN A POSITIVE WAY AND
SUPPORT THEIR ABILITY TO SELF-REGULATE.

0

Educators provide daily opportunities for children to engage in small or large group activities
and experiences to foster their social development.

Educators respect children’s questions, theories, ideas, opinions, and feelings, and will

encourage the healthy expression of these questions, theories, ideas, opinions, and feelings in
a variety of ways.
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Educators use positive behavior guidance and management techniques; Educators will receive
annual training on positive behavior management-related topics and/or areas.

Positive interactions are encouraged and supported by the development and implementation
of enriched learning environments.

Children will be provided with a variety of materials, mediums and activities that encourage
their healthy self-expression, and overall communication skills.

Children are supported in communicating using a variety of methods and styles (visual,
pictorial, verbal etc.)

Educators recognize and build on the strengths and abilities of each child.

Educators model respectful and appropriate communication with others.

PROVIDE A DEVELOPMENTALLY APPROPRIATE, EMERGENT CURRICULUM THAT IS CHILD AND
FAMILY-CENTRED, AND FOCUSED ON THE INTERESTS, SKILLS AND ABILITIES OF THE CHILDREN

0

Educators participate in the planning and implementation of a weekly, emergent-based
curriculum which will be implemented with children.

All Educators will be knowledgeable on curriculum requirements and will be able to
successfully implement planned emergent-based curriculum.

Educators provide programmed activities based on the children’s current interests that support
their developing skills and abilities.

Educators are flexible and responsive to the children’s needs and will adapt activities and
materials as needed to support the inclusion of all children into the program.

Educators observe children daily, and plan curriculum based on the information gathered from
observations.

Educators create one piece of thoughtful, visual documentation for each child, every month,

and provide parents with a copy; additional photos and documentation pieces will also be
included in the classroom environment.

Educators implement the provincial early learning framework and pedagogical guidance

including Early Learning for Every Child Today: A framework for Ontario early childhood
settings (ELECT), How Does Learning Happen?: Ontario’s Pedagogy for the Early Years (HDLH),
and the City of Toronto’s Assessment for Quality Improvement (AQl) guidelines in their
program practices.

Educators use the ELECT Framework as a guide for developmentally-appropriate planning and
will refer to the Developmental Domains and Skills Indicators in their planning.

Educators follow the AQl guidelines and will ensure that their program is meeting or exceeding
the guidelines for quality childcare.
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0

Educators engage in continuous self-reflection and learning related to child development and
best Emergent Curriculum practices.

For kindergarten and school-age programs, children will be provided the opportunity to be

involved in the development and participation of Educator-guided small interest groups and
clubs.

PROVIDE A WIDE RANGE OF ACTIVITIES AND PLAY EXPERIENCES FOR CHILDREN THAT FOCUS ON
INQUIRY, EXPLORATION, PLAY, SELF-EXPRESSION, CREATIVITY, AND PROBLEM-SOLVING:

0

Educators help foster connections and encourage children to develop skills and knowledge
while learning through play.

Educators continuously document the learning environment, and the children, to gain valuable
insights into their skills, abilities, and interests so that they can plan child-centred curriculum.

Educators engage with children and provide them with opportunities for adult-supported
conversation and inquiry.

Educators support children in extending their interests, while assisting them in developing
deeper-level thinking, theorizing and problem-solving skills.

Educators provide a curriculum that has plenty of outdoor and physical play games, activities,
and experiences to encourage children’s connections to the natural environment.

Children are provided with a variety of activities outdoors which include physical play, building,
creative arts, dramatic play, social games and activities, and cognitive games and activities.

Children are provided with a wide range of materials, mediums and experiences that support
their natural curiosity, creativity, and play.

Educators incorporate a variety of opportunities for indoor and outdoor play, active play, rest
and quiet time, and meal and/snack times in the daily program.

Provide an inclusive and equitable program that respects and embraces the individual
characteristics, abilities and needs of each child and their families.

All children will be recognized as valuable regardless of their ethnic background, cultural or
socio-economic differences and developmental needs.

Parents are encouraged to share family experiences and cultures to help in the development of
the centre’s program and philosophies.

Parents know their children best, and they are encouraged to provide important information

and feedback with Educators about their children, to assist in providing each child with the
best possible care.

Educators work together with parents to implement programs that meet the needs of their
children.
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Educators work with parents to develop Individualized Support Plans for children with special
needs.

Educators ensure that children have access to a wide variety of inclusive, diverse, and genuine
reflections of their community within the classroom environment.

Educators incorporate important social and cultural events into the classroom environment to
help children make connections between themselves and others.

Educators create and adapt materials to support a wide range of abilities and skills between

children in the program, while encouraging all children to participate and feel a sense of
belonging.

FOSTER ONGOING PARTNERSHIPS AND COMMUNICATION WITH FAMILIES ABOUT OUR PROGRAM
AND ABOUT THEIR CHILDREN

¢

Educators will communicate with families daily, using a variety of communication methods to

provide them with information and/or share documentation or observations about their
child(ren).

Parents will be provided with quarterly newsletters to inform them of important updates and
provide them with valuable information and resources.

Educators will make themselves available to address parent questions, concerns, and ideas.

Educators will incorporate elements of children’s family, culture, and communities within the
classroom environment.

Management will provide professional and prompt response to family communications.

Educators will share important information with families about their children and will be active
participants in the children’s early learning and care.

Educators will encourage parent participation and feedback regarding the childcare program.

Employees will celebrate, promote, and respect diverse beliefs, values, and practices of
member families through inviting families to participate in the programs.

Educators provide parents with documentation of their child including activities, inquiries,
interactions, learning, questions, and engagement.

ACTIVELY ENGAGE WITH COMMUNITY PARTNERS AND PROVIDE OPPORTUNITIES FOR THE
CHILDREN AND FAMILIES TO DEVELOP CLOSE CONNECTIONS WITH A RANGE OF COMMUNITY
RESOURCES AND SUPPORTS:

0

Parents are provided with quarterly newsletters that include helpful and informative resources
to support their family’s needs and interests.

GACCC will commit to supporting the Toronto community through regular involvement,
outreach, donations, and awareness campaigns.
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¢ Parents will be connected to community agencies based on their family’s individual needs.

¢ Employees will participate in community workshops, events, and networking opportunities, to
continue to build strong partnerships with other childcare leaders.

¢ GACCC will continue to stay informed and knowledgeable about important updates and
changes to the childcare community and beyond that may impact families and employees.

¢ GACCC will continue to work with community leaders and utilize resources available to the
Centre that support growth and improvement to quality programming.

0 Educators will provide children with community-focused experiences monthly.

0 Employees will welcome and mentor high-school students, and college/university students to
complete placements.

PROVIDE CONTINUOUS PROFESSIONAL DEVELOPMENT AND LEARNING FOR ALL MEMBERS OF OUR
CHILD CARE TEAM:

¢ All Educators, and others who interact with children, will be supported to deepen their

learning, have discussions, foster collaboration, and engage in continuous professional learning
to provide the best possible learning environment for children.

¢ Educators are encouraged to engage in self-reflective practice, helping them to deepen their
own ability to be co-learners alongside children.

¢ All employees at GACCC will be provided with health and safety training (including WHMIS),

infection prevention and control (IPAC) training, and opportunities to participate in Standard
First Aid & CPR-C (infant/child) courses.

¢ Educators are required to participate in several professional development learning
opportunities annually and provide feedback on their learning and experiences.

¢ RECE’s are encouraged to participate in the College of Early Childhood Educators’ Continuous
Professional Learning (CPL) program.

¢ Educators have weekly Team Meetings to: collaborate with their room partners, discuss

children’s interests and abilities, discuss challenges and barriers as well as solutions and
strategies, plan implementation, and reflect on practices as a team.

0 Educators will participate in biweekly Team Engagement Meetings.

0 Educators will participate in regular staff meetings which include training, workshops, team
building and review.

¢ Educators are scheduled for formal programming time daily.

¢ All staff are required to attend two in-house professional development days, annually, to
further expand their knowledge, training, and self-reflective practice.
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CONTINUALLY MONITOR THE IMPACT OUR PROGRAM STATEMENT AND VALUED GOALS HAVE ON
THE CHILDREN, THEIR FAMILIES, OUR EDUCATORS AND COMMUNITY PARTNERS:

¢ Educators will review GACCC’s Program Statement annually and as-needed.
¢ Program Statement-related focus topics will be included in regular staff meetings.

¢ Employees and families will be encouraged and welcomed to provide feedback regarding
GACCC’s Program Statement, Valued Goals, and general operations.

¢ Management regularly seeks out formal feedback from employees, families, and community
partners.

¢ Each January, management and the Board of Directors conduct an assessment of the Program
Statement and the GACCC'’s effectiveness on achieving its goals.

CONTINUALLY MONITOR THE ORGANIZATION’S COMPLIANCE WITH ALL OVERSIGHT BODIES
INCLUDING THE MINISTRY OF EDUCATION, TORONTO CHILDREN’S SERVICES, AND TORONTO PUBLIC
HEALTH.
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GLEDHILL AVENUE CHILD CARE CENTRE
Resolving Concerns and Issues Policy

POLICY TYPE: Operational SUBSECTION: Administration
POLICY #: OP-AD-03 STATUS: Approved
AUTHORIZATION: Board of Directors EFFECTIVE DATE: 2021-02-01

POLICY STATEMENT

This policy is intended to fulfil the obligations set out under Ontario Regulation 137/15 for policies and
procedures with regards to addressing parent issues and concerns, and to ensure that GACCC has an equitable
and transparent process for parents and the child care centre to use when parents bring forward issues or
concerns.

IMPLEMENTATION AND SCOPE

This policy applies to the following:
m  GACCC employees (including supply staff)

. Students
n  Visitors/volunteers

p  Enrolled families

POLICY

Note: definitions for terms used throughout this policy are provided at the end of the document.

GENERAL

GACCC understands that a chid’s family are the most important people in ther life, and that our centre plays
a supporting role while families are at work or school. Our staff are expected to work in partnership with and
engage parents to provide the best possible care for each child. Parents/guardians are encouraged to take an
active role in our child care centre and regularly discuss what their child(ren) are experiencing within our
programs.

As supported by our program statement, we support positive and responsive inferactions among the children,
parents, child care providers and staff, and foster the engagement of and ongoing communication with parents
about the program and their children. Our staff are avaiable to engage parents in conversations and support
a positive experience during everyinteraction.

Daily communications benefit the child, family, and the staff. They help provide consistency for the child,
support staff to understand the child and therefore plan for their success, and give families the opportunity to
be part of their child's day. The centre has developed a policy and procedures to guide families, staff,
management, and the Board of Directors whenissues and concerns arise.
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RESOLVING CONCERNS AND ISSUES POLICY GLEDHILL AVENUE CHILD CARE CENTRE

In situations where issues and concems arise, program staff, the family, and GACCC management will work as
a team to reach a resolution in a timely, confidential, fair and consistent manner. We take all issues and concems
raised by parents/guardians seriously and will make every effort to address and resolve issues and concems in
arespectfulmanner to the satisfaction of all parties and as quickly as possible.

Issues/concerns may be brought forward verbally or in writing. Responses and outcomes will be provided
verbally, or in writing upon request. The level of detail provided to the parent wil respect and maintain the
confidentiality of allparties involved.

Investigations of issues and concems wil be fair, impartial and respectful to parties involved.

CIVILITY POLICY

Our centre seeks to provide a learning and working environment in which allindividuals are treated with
respect and dignity. Every member of our community, including children, families, staff, supply staff, and
placement students, have a right o access the services and programs provided by the centre, without
discrimination or harassment or incivility from any party. If at any point a parent, provider or staff feels
uncomfortable, threatened, abused or belittled, they may immediately end the conversation and report the
situation tothe Director or designate and/or Board of Directors.

Chidren have the right to be in a civilenvironment with adults modelling, guiding and teaching them how to
become civilmembers of society. Each adult member of our community is therefore expected to act and
communicate in a manner that emphasizes mutual respect, fairness and equality. Incidents of incivility,
harassment and discrimination cannot be ignored and will be addressed.

We dlso recognize that there are many factors that can make individuals less able to deal with difficult situations.
Individual needs and differences are recognized as being part of the communication process and we are
committed to providing a supportive environment in which allmembers of the community and our staff are
supported through the process for addressing concerns.

PROTECTION OF CHILDREN AND VULNERABLE PERSONS

Everyone, including members of the public and professionals who work closely with children, share a
responsibility to protect children and vulnerable persons from harm and are required by law o report
suspected cases of child abuse or neglect. Persons who become aware of such concerns are also responsible
for reporting this informationto CAS as perthe “Duty to Report” requirement under the Child and Family
Services Act.

GACCC recognizes its responsibility fo promote safe environments and practices to protect children and
vulnerable personsfromabuse. Ourstaff are:

n  Legdlly responsible to immediately make a report to a child protection agency if they suspect abuse.

1 Responsible for making the decision to report suspected abuse without consulting their supervisor or
colleagues. No staff/student/volunteer or parent shall advise someone not to report suspicions of
abuse, nor try to stop the person fromreportingor consulting with a child protection agency.

1 Accountable to ensure the report remains confidential and sealed. Details of the report are not to be
shared with anyone, this includes the supervisor, other staff, or parents unless authorized by the child
profection agency.

If a parent/guardian expresses concerns that a child is being abused or neglected, the parent will be advised
to contact thelocal Children’s Aid Society (CAS) directly.
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ESCALATION OF ISSUES OR CONCERNS

Parents are encouraged to speak directly with program staff to address issues or concerns. If the program staff
are unable toresolve theirissue or concern, parents may contact the Director with their issue or concern.
In most cases, taking with the Director will resolve all issues or concerns; however, if a parent has been
unable to resolve their issue/concem through the informal process described above, a formal complaint may
be made to GACCC'sBoard of Directors.

CONFIDENTIALITY/NO RETALIATION

Any GACCC staff that receives a complaint or concern shall maintain confidentiality by not discussing
allegations with ofher individuals, except on a ‘need-to-know’ basis. While parents will be provided with a
summary of the outcome of any investigation, disciplinary information pertaining to staff, supply staff,
placement students, and/or volunteers will not be shared. No person who in good faith and under this policy
submits a concern or complaint shall suffer retaliation.

POLICY COMMUNICATION

At the time a child is enrolled and at any other appropriate time such as during tours of the centre, transitions
between programs or upon a parent’s request, parents will be advised of GACCC's policies and procedures
regarding addressing parent issues and concerns. Parents will be required to read the Parent Issues or
Concems section of the Family Handbook and sign off indicating they are aware of the procedures that GACCC
staff will abide by.

The Director or designate will ensure that all staff, supply staff, placement students and volunteers review
and are trained on the centre’s Resolving Concerns and Issues Policy and Procedures:

m  Before commencing employment;
® At any time where a change is made o the Centre'’s pdlicies and procedures; and
. Ataminimum, onan annual basis thereafter.

Staff will complete a Policy Review Acknowledgement form to verify that they have read and understand this
policy and related procedures.

This policy will be monitored for compliance and contraventions in accordance with the Chid Care Early Years
Act (CCEYA).

RECORD KEEPING

GACCC wil ensure that all required records, reports, and documents are maintained in a secure location for af
least three (3) years from the date they are made and are made available for inspection in accordance with the
record retention requirements as described in O. Reg. 137/15, s. 82 and with the children’s record
requirements as describedin O. Reg. 137/15, 5. 72.

Anyincident affecting the health, safety, or welHbeing of any child receiving care af the centre and/or any
GACCC employee will be summarized in the Daily Written Record.
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RESOLVING CONCERNS AND ISSUES POLICY GLEDHILL AVENUE CHILD CARE CENTRE

REVIEW & AUTHORIZATION

This policy is to be reviewed and updated as required but at a minimum must be reviewed by the Board of
Directors everythree (3) years. The Directoris authorized toissue procedures toimplement this policy.

RELATED DOCUMENTS

FORMS

m  Record of Parent Concem/Issue (form)

PROCEDURES
n  StepsforResponding toall Concems orIssues
n  StepsforResponding to Specific Types of Concerns or Issues
n  Bscalation of Concems or Issues
m  Roles and Responsibilities
. Communication Procedures

m  Record Keeping Procedures

POLICIES
n  Supervision of Placement Students and Volunteers Policy

n  Compliance & Contravention Policy

APPLICABLE GUIDELINES

LEGISLATIVE ACTS AND REGULATIONS

m  O.Reg.137/15,5.45.1 - Parent Issues and Concerns Policies and Procedures
n  Child, Youth and Family Services Act, 2017 (CYFSA), s. 125- Dutyto Report

GUIDELINES
n Child Care Licensing Manual (Ministry of Education, September 2019)

.  Makea Child Care Complaint (Ministry of Education welbsite)
www.ontario.ca/page/make-chid-care-complaint

m  Reporting Child Abuse and Neglect in Ontario (Ministry of Children, Community and Social Services
website)
www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse /index.aspx
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RESOLVING CONCERNS AND ISSUES POLICY GLEDHILL AVENUE CHILD CARE CENTRE

DEFINITIONS

Note: The Centre refers to Gledhil Avenue Child Care Centre, also referred to as GACCC; the Board refers to
GACCC’sBoard of Directors, alo referred to as the BOD; and the Ministry refers to the Ontario Ministry of
Education.

CCEYA: Ontario’s Chid Care and Early Years Act, 2014.

Children’s Aid Society (CAS): A local agency with the exclusive mandate, under the Chid and Famiy
Services Act,toinvestigate allegations of chid abuse or neglect and to deliver chid protection services.

Civility: Treating others with dignity and respect and acting withregard to other's feelings. Civility
requires that even the most critical feedback be delivered respectfuly, privately and courteously.

CYFAS: Ontario’s Chid, Youth and Famiy Services Act, 2017

Discrimination. Behaviour based on prejudiced feelings and attitudes, which lead to differential and
unfavorable freatment of persons, based on factors such as race, physical differences, culture, gender,
sexual preference, religion and class.

Employees: For the purmposes of this policy, unless otherwise specified, references to “employees” or
“staff” include any persons providing services for GACCC for which they do not expect compensation,
such as placement students and volunteers.

Incivility: Deals with a broad range of behaviours including but not limited to, rudeness: shouting or
swearing: intimidation or bullying: threatening comments or behaviours/actions; unsolicited and
unwelcome conduct, comment (oral and wiitten including email communication), gesture or contact
which causes offense or humiliation or physical oremotionalhamto anyindividual.

Interact. To be orbecome involved in communication, social activity or work with somebody else or
one another (Source: Encarta Dictionary). Examples of inferactions with children include conversing,
playing, directing, infervening, supervising or assisting in fulfiling their needs (e.g., food/drink
consumption, toilet use).

Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each chid care centre it operates (i.e., the operator).

Parent. A person having lawful custody of a child or a person who has demonstrated a settled infention
to treat a child as a child of his or her family (all references to parent include legal guardians, but will
only bereferred to as “parent” in this policy).
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GLEDHILL AVENUE CHILD CARE CENTRE
Resolving Concerns and Issues Procedures

PROCEDURE TYPE: Operational SUBSECTION: Administration
PROCEDURE #: OP-AD-03.1 STATUS: Approved
AUTHORIZATION: Director EFFECTIVE DATE: 2021-02-01
PURPOSE

These procedures are infended to provide clear instructions for parents, staff, supply staff, placement students,
volunteersto follow with respect to bringing forward, receiving, andresponding fo concerns orissues.

IMPLEMENTATION AND SCOPE

These procedures apply to all GACCC employees, supply staff, placement students, visitors/volunteers,
(hereafter referred to generally as “staff” or “‘employees’), the Board of Directors, and to enrolled families.

PROCEDURES FOR RESOLVING CONCERNS OR ISSUES

Note: definitions for terms used throughout these procedures are provided at the end of the document.

GENERAL

Parents are generally encouraged to address issues and concems directly to the program staff. If program staff
are unable to resolve the issue or concem, parents can specak directly with the Director or designate. Failing
resolution with the Director, the matter maybe referred to the Board of Directors.

Issues/concerns may be brought forward verbally or in writing. Responses and outcomes will be provided
verbally, or in writing upon request. The level of detail provided to the parent wil respect and maintain the
confidentiality of allparties involved.

CIVILITY

The privacy and confidentiality of our children, parents, educators, supply staff, students, and volunteers are
important fo us. Gossip and public criticism are unacceptable and do not support an equitable resolution
process, as well as directly contravening GACCC's program statement. Issues or concerns should not be
publicly discussed with other parents, whether in the halways or playground, or via online mediunms such as
social media.

PROTECTION OF CHILDREN AND VULNERABLE PERSONS

Everyone, including members of the public and professionals who work closely with children, share a
responsibility to protect children and vulnerable persons from harm and are required by law o report
suspected cases of child abuse or neglect. Persons who become aware of such concerns are also responsible
for reporting this informationto CAS as perthe “Duty to Report” requirement underthe Child and Family
Services Act.
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RESOLVING CONCERNS AND ISSUES PROCEDURES GLEDHILL AVENUE CHILD CARE CENTRE

GACCC recognizes its responsibility to promot e safe environments and practices to protect children and
vulnerable personsfromabuse. Ourstaff are:

n  Legadlly responsible to immediately make a report to a child protection agency if they suspect abuse.

n  Responsible for making the decision to report suspected abuse without consulting their supervisor or
colleagues. No staff/student/volunteer or parent shall advise someone not to report suspicions of
abuse, nor try to stop the person from reporting or consulting with a child protection agency.

1 Accountable to ensure the report remains confidential and sealed. Details of the report are not to be
shared with anyone, this includes the supervisor, other staff, or parents unless authorized by the child
protection agency.

If a parent/guardian expresses concerns that a child is being abused or neglected, the parent will be advised
to contact thelocal Children’s Aid Society (CAS) directly.

STEPS FOR RESPONDING TO ALL CONCERNS OR ISSUES

Issues or concems will be reviewed promptly and we willmake every effort to address andresolve issues and
concernsin arespectfulmanner to the satisfaction of all parties and as quickly as possible.
n  Eachissue or concem wil be considered on its own metit.

n  Allissues or concerns will be treated confidentially and steps will be taken to help protecta
complainant’s privacy.

 Investigations into issues or concems wil be far, impartial and respectful to parties involved.
m The parent who raised the issue or concem wil be:

o Provided with confrmation that theissue or concem has been received within two (2) business
days.

o Informed about what is happening and why it is happening.

o Provided with a resolution or outcome to the issue or concern and provided with an
explanation.

o Advised of options for escalating the complaint if dissatisfied with the outcome or your
freatment.

i Complaintsinvolving staff conduct will be inv estigated and the parent willbe informed when it is
resolved, however no disciplinary information willbe shared.

1 Al wiitten complaints wil be responded to in wiiting. Responses and outcomes to a verbal complaint
canalso be providedin writing, uponrequest.

n There are certainsteps that needto be takento ensure fairness for all concerned which may cause
unavoidable delays, however we wil treat each case in a prompt and thorough manner.

n Ifanindividualhas made a verbal complaint, they may be asked to put the complaint in writing,
especiallyif it involves a serious orcomplex matter.
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STEPS FOR RESPONDING TO SPECIFIC TYPES OF CONCERNS OR ISSUES

CATEGORY 1: CONCERNS OR ISSUES RELATED TO THE DAILY PROGRAM

Examples: Schedule, indoor or o utdoor program activities; health care including medical needs, medication or
allergies, special instructions for feeding, sleeping, or activities, toileting/diapering, child’s adjustment to the
program, other children including bullying, etc.

STEPS FOR PARENTS TO BRING FORWARD ISSUES AND CONCERNS

Parents are encouraged to speak directly with their child’s educator about any questions, issues or concerns
eitherin person, by phone or by email.

STEPS FOR STAFF RECEIVING THE COMPLAINT

Program staff will listen and seek to understand the parent’s issue or concern, and may attempt to resolve it
immediately at the time it is raised.

Ifit cannot be resolved immediately (e.qg., staffis involved in supervising children), the staff willrecord the
parent’s contact information and informthe parent of the best time for a follow-up discussion (e.g., set up a
phone callor meeting), to be held within three (3) business days.

If the staff receiving the issue or concern thinks they are not the appropriate person to address the issue or
concern they will refer the parent to the comrect person, typically the Director or designate, and provide
contactinformation.

Staff will record all issues or concerns and the resolution in the Daily Written Log, including the following
information:

m  Date and time the issue or concemn was received;

. Name of employee who received the issue or concem;
. Name of the person reporting the issue or concem;

n  Detais of the issue or concem; and

n  Any stepstakentoresolve the issue or concem and/or information given to the parent regarding next
steps orreferral.

CATEGORY 2: CENTRE-WIDE CONCERNS OR ISSUES

Examples: Cleanliness, hours of operation, fees or payment, menu variety, other parents, staff, waiting lists, etc.

STEPS FOR PARENTS TO BRING FORWARD ISSUES AND CONCERNS

Parents are encouraged to speak directly with the Director or designate about any questions, issues or
concerns either in by phone or by email. If requested, an inperson meeting can also be aranged to discuss
the issue or concern within three (3) business days.
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STEPS FOR STAFF RECEIVING THE COMPLAINT

The Director or designate wil listen and seek to understand the parent’s issue or concern, and may attempt
toresolve it immediately af the time it is raised. Ifthe issue or concern is submitted in writing, the Director
or designate wil provide confirmation that it has been received within two (2) business days.

If follow-up is required or if it cannot be resolved immediately, the Director or designate will record the
parent’s contact information and inform the parent of the best time for a follow-up discussion (e.g., set up a
phone callor meeting), to be held within three (3) business days.

If the Director or designate thinks they are not the appropriate person to address the issue or concem they will
refer the parent to the correct person, typically either program staff (for daily program issues) or the Board
of Directors, and provide contact information.

The Director or designate will record all issues or concerns and the resolution in the Daily Written Log,
including the following information:

m  Date and time the issue or concemn was received;

. Name of employee who received the issue or concem;
Name of the personreporting the issue or concem;

n  Detais of the issue or concem; and

n  Any stepstakentoresolve the issue or concem and/or information given to the parent regarding next
steps orreferral.

CATEGORY 3A: CONCERNS OR ISSUES RELATED TO THE CONDUCT OF STAFF

Note: Any issue or concern about the conduct of staff that potentially compromises a child’s health, safety and
well-being should be reported directly to the Director or Designate as soon as the parent becomes aware of
the situation.

STEPS FOR PARENTS TO BRING FORWARD ISSUES AND CONCERNS

Generally, parents are encouraged to raise issues or concerns directly with the individual staff (see steps for
Category1).

If program staff are not available or if the parent does not feel comfortable raising their concerns directly with
the individual staff, they should contact the Director or designate (see Steps for Category 2).

STEPS FOR STAFF RECEIVING THE COMPLAINT

The Director or designate wil listen and seek to understand the parent’s issue or concern, and may attempt
toresolve it immediately af the time it is raised. If the issue or concern is submitted in writing, the Director
or designate will provide confimation that it has been received within two (2) business days.

If follow-up is required or if it cannot be resolved immediately, the Director or designate will record the
parent’s contact information and inform the parent of the best time for a folow-up discussion (e.g., set up a
phone callor meeting).
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If the Director or designate thinks they are not the appropriate person to address the issue or concem they will
refer the parent to the correct person, typically either program staff (for daily program issues) or the Board
of Directors, and provide contact information.

In order to maintain confidentiality, the Director or designate will record all issues or concems related to the
conduct of staff on a Record of Parent Concern/Issue form and ensure the completed form is maintained in a
manner that protects the privacy and confidentiality of the employee and parent. The completed form
should include the following information:

n  Date and time the issue or concemn was received;

. Name of employee who received the issue or concem;

»  Name and agency of supply staff about whose conduct there is an issue or concem;
. Name of the person reporting the issue or concem;

n  Detais of the issue or concem; and

m  Anysteps takento resolve the issue or concern (including if similar conduct has been previously
addressed with this individual) and/or information given to the parent regarding next steps or referral.

Program staff wil be asked to note that a parent issue or concem has been received by the Director in the
program’s Daily Written Log, including the following:

Program staff who have received a complaint will record limited non-identifying information only about any
issues or concerns related tothe conduct of other staffin the Daily Written Log, including the following:

n  Date and time the issue or concemn was received;

. Name of person who received the issue or concem;

n Note that the issue or concem was documented by the Director or Designate on a Record of Parent
Concern/lIssue form.

At al times, the Director or designate will maintain the confidentiality of all parties involved including protecting
the identity of the parent who has made the complaint, and ensuring that no disciplinary information related to
the staffis shared with parents.

CATEGORY 3B: CONCERNS OR ISSUES RELATED TO THE CONDUCT OF SUPPLY STAFF

Note: Any issue or concern about the conduct of supply staff that potentially compromises a child’s health, safety
and well-being should be reported directly to the Director or Designate as soon as the parent becomes
aware of the situation.

STEPS FOR PARENTS TO BRING FORWARD ISSUES AND CONCERNS

Parents are asked not to raise issues or concerns directly with temporary supply staff. Instead, they should raise
the issue or concern with the program staff who is directly supervising the supply staff so that it can be
addressed (see stepsfor Category 1).

If program staff are not avaiable, the parent should contact the Director or designate (see Steps for
Category?2).
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STEPS FOR STAFF RECEIVING THE COMPLAINT

Program staff will listen and seek to understand the parent’s issue or concern, and may attempt to address the
issue or concern directlywith the supply staffimmediately afterit is raised.

In order to maintain confidentiality, staff will record all issues or concems related to the conduct of supply staff
on a Record of Parent Concern/Issue form and ensure the completed form is maintained in a manner that
protects the privacy and confidentiality of the supply staff and parent. The completed form should include the
following information:

n  Date and time the issue or concemn was received;

Name of employee who received the issue or concem;

»  Name and agency of supply staff about whose conduct there is an issue or concem;
. Name of the person reporting the issue or concem;

n  Detais of the issue or concem; and

B Anysteps taken to resolve the issue or concern (including if similar conduct has been previously
addressed with this individual) and/or information given to the parent regarding next steps or referal.

Program staff willrecord limited non-identifying information only about any issues or concems related to the
conduct of supplystaffin the Daily Written Log, including the following:

m  Date and time the issue or concemn was received;
. Name of employee who received the issue or concem;

m  Note that the issue or concern was documented on a Record of Parent Concern/lIssue form and
submitted to the Director or designatein order to maintain confidentiality;

m  Record the date and time that the parent was notified that their issue or concern was escalated, if
applicable.

If the program staff receiving the issue or concern thinks they are not the appropriate person to address the
issue or concern (e.g., if the issue represents a more serious concern about the conduct of a supply staff, or if
it has been addressed with this individual before and there continue to be complaints) the program staff will
notify the Director or designate and provide a copy of their notesrelated to theissue or concern.

Program staff are responsible for notifying the parent who made the complaint that it has been escalated.

At alltimes, staff must maintain the confidentiality of all parties involved including protecting the identity of the
parent who has made the complaint, and ensuring that no disciplinary information related to the supply staff is
shared with parents.

CATEGORY 3C: CONCERNS OR ISSUES RELATED TO THE CONDUCT OF STUDENTS

Note: Any issue or concern about the conduct of students that potentially compromises a child’s health, safety
and well-being should be reported directly to the Director or Designate as soon as the parent becomes
aware of the situation.
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STEPS FOR PARENTS TO BRING FORWARD ISSUES AND CONCERNS

Parents are asked not to raise issues or concems directly with students. Instead, they should raise the issue or
concern with the program staff who is directly supervising the student so that it can be addressed (see steps
for Category1).

If program staff are not avaiable, the parent should contact the Director or designate (see Steps for
Category2).

STEPS FOR STAFF RECEIVING THE COMPLAINT

Program staff will listen and seek to understand the parent’s issue or concern, and may attempt to address the
issue or concern directly with the studentimmediately afterit is raised.

In order to maintain confidentiality, staff will record all issues or concerns related to the conduct of a student
on a Record of Parent Concern/Issue form and ensure the completed form is maintained in a manner that
protectsthe privacy and confidentiality of the student and parent. The completed form should include the
following information:

n  Date and fime the issue or concem was received;

. Name of employee who received the issue or concem;

. Name of student about whose conduct there is an issue or concem;
. Name of the person reporting the issue or concem;

n  Detais of the issue or concem; and

B Anysteps takento resolve the issue or concern (including if similar conduct has been previously
addressed with this individual) and/or information given to the parent regarding next steps or referal.

Program staff willrecord limited non-identifying information only about any issues or concems related to the
conduct of sfudents in the Daily Written Log, including the following:

n  Date and fime the issue or concem was received;
. Name of employee who received the issue or concem;

m  Note that the issue or concern was documented on a Record of Parent Concern/lIssue form and
submitted to the Director or designatein order to maintain confidentiality;

m  Record the date and time that the parent was notified that their issue or concern was escalated, if
applicable.

If the program staff receiving the issue or concern thinks they are not the appropriate person to address the
issue or concern (e.g., if the issue represents a more serious concern about the conduct of a student, or if it has
been addressed with this individual before and there continue to be complaints) the program staff will notify
the Director or designate and provide a copy of their notesrelated to the issue or concern.

Program staff are responsible for notifying the parent who made the complaint that it has been escalated.

At allfimes, staff must maintain the confidentiality of all parties involved including protecting the identity of the
parent who has made the complaint, and ensuring that no disciplinary information related to the student is
shared with parents.
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CATEGORY 3D: CONCERNS OR ISSUES RELATED TO THE CONDUCT OF VOLUNTEERS

Note: Any issues or concerns about the conduct of volunteers that potentially compromises a child’s health,
safety and well-being sho uld be reported directly to the Director or Designate as soon as the parent becomes
aware of the situation.

STEPS FOR PARENTS TO BRING FORWARD ISSUES AND CONCERNS

Parents are asked not to raise issues or concerns directly with volunteers, including parent volunteers. Instead,
they should raise the issue or concern with the program staff who is directly supervising the volunteer so that it
canbe addressed (see steps for Category 1).

If program staff are not avaiable, the parent should contact the Director or designate (see Steps for
Category?2).

STEPS FOR STAFF RECEIVING THE COMPLAINT

Program staff will listen and seek to understand the parent’s issue or concern, and may attempt to address the
issue or concern directly with the volunteerimmediately afterit is raised.

In order to maintain confidentiality, program staff will record all issues or concerns related to the conduct of
volunteers on a Record of Parent Concern/lIssue form and ensure the completed form is maintained in a manner
that protects the privacy and confidentidlity of the student and parent. The completed form should include the
following information:

n  Date and fime the issue or concem was received;

. Name of employee who received the issue or concem;

»  Name of volunteer about whose conduct there is anissue or concem;
1 Name of the personreporting the issue or concem;

n  Detais of the issue or concem; and

B Anysteps taken to resolve the issue or concern (including if similar conduct has been previously
addressed with this individual) and/or information given to the parent regarding next steps or referal.

Program staff will record only limited information about any issues or concerns related to the conduct of
volunteersinthe Daily Written Log, including the following:

n  Date and fime the issue or concem was received;
. Name of employee who received the issue or concem;

m  Note that the issue or concern was documented on a Record of Parent Concern/lIssue form and
submitted to the Director or designatein order to maintain confidentiality;

m  Record the date and time that the parent was notified that their issue or concern was escalated, if
applicable.

If the program staff receiving the issue or concern thinks they are not the appropriate person to address the
issue orconcern (e.g., if the issue represents a more serious concern about the conduct of a volunteer, or if it
has been addressed with this individual before and there continue to be complaints) the program staff will
notify the Director or designate and provide a copy of their notesrelated to theissue or concern.
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Program staff are responsible for notifying the parent who made the complaint that it has been escalated.

At all times, staff must maintain the confidentiality of all parties involved including protecting the identity of the
parent who has made the complaint, and ensuring that the volunteer's privacy is maintained.

PROCEDURE FOR ESCALATION OF CONCERNS OR ISSUES

Parents are encouraged to speak directly with the Director if the program staff are unable to resolve their
issue or concern.

In most cases, taking with the Director will resolve all issues or concerns; however, if a parent has been
unable to resolve their issue/concern through the process described above, a witten complaint may be
submittedto GACCC'’sBoard of Directors by email.

n Al witten complaints must include the complainant’s contact information, as the BOD cannot respond
tfo anonymous complaints.

n If you are unable to submit a complaint by email, you may contact one of the members of the BOD
Executive to request an alternative. Contact information for the members of the BOD Executive are
posted onthe parentinformation board.

Where parents/guardians are not satisfied with the response or outcome of an issue or concem after contacting
the Board of Directors, they may escalate the issue or concem verbally or in writing to our child care service
systemmanager (i.e., Toronto Children’s Services).

Issues/concems related to licensing (i.e., compliance with the Child Care and Early Years Act., 2014 and O. Reg.
137/15) may be reported to the Ministry of Education’s Child Care Quality Assurance and Licensing Branch.

Issues/concerns may also be reported to other relevant regulatory bodies where appropriate (i.e., Toronto
Public Health, College of Early Childhood Educators, Ontario College of Teachers, Toronto District School
Board, Ministry of Labour, police department, fire department, efc.).

Note: Appendix A includes contact information for applicable individuals/organizations.

ROLES AND RESPONSIBILITIES

CENTRE MANAGEMENT
The Director, with support from designate(s) and staffin managerial/leadership roles wil:

r  Sign off that they have read and understood the centre’s Resolving Concems and Issues Policy and
Procedures andreviewthem at least annually.

n  Ensure that all staff, supply staff, students, and volunteers are frained on the centre’s Resolving
Concerns andlssues Policy and Procedures and maintain records of staff fraining.

1 Adhere to the centre’s Confidentiality and Non-Disclosure Policy, including ensuringto maintain the
priv acy and confidentiality of the children, parents, staff, students, and volunteers at all fimes.

n  Adheretothecentre’s Protection of Children and Vulnerable Persons Policyregarding the duty to
report any concems of suspected abuse or negect of a child.
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Provide mentorship, role modelling, and assistance to staff, supply staff, and students in how to have
positive, professional, andresponsive interactions with children and parents.

Listen to and seek to understand parents when issues or concems are brought forward.

If possible, attempt to resolve any issues or concerns immediately at the fime they are raised. If the
issue or concern cannot be resolved immediately, the Director or designate wil arrange for follow-up
discussionwithinthree (3) business days.

The Director or designate wil respond to complaints relating to:
o Centre-wide concerns or issues;
o Conduct of GACCC staff;
o Escalated complaints related to the programs;
o Escalated complaints related to the conduct of supply staff, students, and volunteers.

The Director or designate will at all times adhere to the centre’s Protection of Children and
Vulnerable Persons Policy and Section 72 of the Ontario’s Child and Family Services Act (CFSA)
regarding the duty to report any concems of suspected albuse or neglect of a child.

Record allrequired information on either a Record of Parent Concern/Issue form orin the appropriate
Daily Written Log, in accordance with this policy and related procedures.

GACCC EMPLOYEES

Allstaff, including RECEs and ECAs, wil;

Sign off that they have read and understood the centre’s Resolving Concerns and Issues Policy and
Procedures andreview them at least annually.

Staff must at all times adhere to the centre’s Confidentiality and Non-Disclosure Policy, including

ensuring to maintain the privacy and confidentiality of the children, parents, staff, students, and
volunteers at alltimes.

Program staff must notify the Director or designate before requesting a meeting with parents for any
discussions beyond casual conversation about the children (e.g., if they have concemns about a child’s
behaviour). If the concern warrants a discussion then a meeting should be arranged as such
conv ersations are not appropriate for arival or departure time.

Program staff will provide an orientation to any supply staff, students, and/or volunteers that are new
totheroom, including the expectations outlinedin this policy and related procedures.

Provide mentorship, role modelling, and assistance to supply staff and placement students in how to
hav e positive, professional, andresponsive interactions with children and parents.

Program staff will listen to and seek to understand parents when issues or concerns are brought
forward.

Program staff will, if possible, attempt to resolve any issues or concems immediately at the time they
are raised. If the issue or concern cannot be resolved immediately, the staff will arrange for follow-up
discussion within three (3) business days.

Program staff wil respond to complaints relating to:
o Their program;

o Their own conduct (where a parent has directly addressed the staff member);
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o Conduct of supply staff, students, or volunteers whom they have been supervising.

Staff willat allfimes adhere to the centre’s Protection of Children and Vulnerable Persons Policy and
Section 72 of the Ontario’s Child and Family Services Act (CFSA) regarding the duty to report any
concerns of suspected abuse or neglect of a child.

Program staff willrecord all required information on either a Record of Parent Concern/Issue form or
in the Daily Written Log, in accordance with this policy and related procedures.

SUPPLY STAFF

Allsupply staff will:

Sign off that they have read and understood the centre’s Resolving Concerns and Issues Policy and
Procedures andreviewthem at least annually.

Supply staff may participate in positive and responsive interactions among the children, parents, and
staff, and are encouraged toengage parentsin conversations that support a positive experience.

Supply staff must consult with an RECE in the program or with the Director or designate before
meeting with parents for any discussions beyond casual conversation about the chidren (e.g., if they
have concerns about a child’s behaviour). If the concern warrants a discussion then a meeting should
be amanged between the program'’s regular staff and the parent as such conversations are not
appropriate for arrival or departure time.

Supply staff must at all times adhere to the centre’s Confidentiality and Non-Disclosure Paolicy, including
ensuring to maintain the privacy and confidentiality of the children, parents, staff, students, and
volunteers at alltimes.

Supply staff are not responsible for resolving concerns or issues.

o Ifaparent approaches a supply staff with a concem or issue, the supply staff is responsible for
respectfully referring the parent to the appropriate person (i.e., the regular program staff or
the Director).

o If asupply staff has issues or concerns about a child, they should address those concems with
the program staff or, if necessary, the Director or designate. At no time should a supply
staff approach parents withissues or concerns about a child.

Supply staff must at all fimes adhere to the centre’s Protection of Children and Vulnerable Persons
Policy and Section 72 of the Ontario’s Child and Family Services Act (CFSA) regarding the duty to report
any concerns of suspected abuse or neglect of a child.

STUDENTS

All students will:

Sign off that they have read and understood the centre’s Resolving Concerns and Issues Policy and
Procedures andreviewthemat least annually.

Students may participate in positive and responsive interactions among the children, parents, and staff
of the centre and are encouraged to engage parents in conversations that support a positive
experience.
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n  Students must consult with the RECE supervising their placement before meeting with parents for any
discussions beyond casual conversation about the children (e.g., requesting parent permissionto
observe their child for a placement assignment).

n  Students must at alltimes adhere to the centre’s Confidentiality and Non-Disclosure Policy, including
ensuring to maintain the privacy and confidentiality of the children, parents, staff, students, and
volunteers at all fimes.

m Students are not responsible for resolving concerns or issues.

o |If a parent approaches a student with a concern or issue, the student is responsible for
respectfully referring the parent to the appropriate person (i.e., the RECE supervising the
student’s placement or the Director).

o Ifastudent has issues or concems about a child, they should address those concerns with the
program staff or, if necessary, the Director or designate. At no time should a student
approach parents with issues or concems about a child.

n  Students must at all times adhere to the centre’s Protection of Children and Vulnerable Persons Policy
and Section 72 of the Ontario’s Child and Family Services Act (CFSA) regarding the d uty to report any
concerns of suspected abuse or neglect of a child.

COMMUNICATION PROCEDURES

At the time a child is enrolled and at any other appropriate time such as during tours of the centre, transitions
between programs or upon a parent’s request, parents will be advised of GACCC's policies and procedures
regarding resolving concerns and issues. Parents will be required to read the Resolving Concerns and Issues
section of the Family Handbook and sign off indicating they are aware of the procedures that GACCC staff will
abide by.

TRAINING AND EDUCATION

The Director or designate will ensure that all staff, supply staff, students and volunteers review and are
frained onthe centre’s Sleep Supervision Policy and Procedures:

n  Before commencing employment;
m At any time where a change is made fo the Centre’s padlicies and procedures; and
B Afaminimum, onan annual basis thereafter.

Staff, supply staff, students, and volunteers will complete a Policy Review Acknowledgement Form to verify
that they have read and understand the policy and related procedures.

The Director willimplement the centre’s Resolving Concerns and Issues Policy and Procedures. The Director
or designate wil ensure implementation of the policy and procedures by staff, supply staff, placement
students, and volunteers, and wil monitor for compliance and confraventions in accordance with the
centre’'s Compliance and Contraventions Monitoring Policy and Proceduresand O.Reg. 137/15,5.6.1.

PRIVACY AND CONFIDENTIALITY

The privacy and confidentiality of our children, parents, staff, supply staff, students, and volunteers are
important fo us. Gossip and public criticism are unacceptable and do not support an equitable resolution
process, as well as directly contravening GACCC's program statement. Issues or concerns should not be
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publicly discussed with other parents, whether in the hallways or playground, or via online mediums such as
social media.

RECORD KEEPING PROCEDURES

While any incident affecting the health, safety, or well-being of any child receiving care at the centre and/or any
GACCC employee will be summarized in the Daily Written Record, only limited non-identifying information will
be recorded in the Daily Written Record for all complaints related to the conduct of staff, supply staff, students,
and volunteersin order o maintain confidentiality.

Detailed information wil instead be recorded on a Record of Parent Concern/Issue form and submitted directly
to the Director or designate. All recorded information will be maintained in a manner that protects the
privacy and confidentiality of children, parents, staff, supply staff, students, and volunteers.

Every issue and concern will be treated confidentially and every effort will be made to protect the privacy of
parents, children, staff, placement students and volunteers, except when information must be disclosed for
legalreasons (e.g., to the Ministry of Education, College of Early Childhood Educators, law enforcement
authorities ora Children’s Aid Society).

APPENDICES

»  Appendix A: Important Phone Numbers and Contact Information

RELATED DOCUMENTS

FORMS

m  Record of Parent Concem/Issue (form)

POLICIES
m  Resolving Concerns and Issues Policy
n  Supervision of Placement Students and Volunteers Policy

n  Compliance & Confravention Pdlicy

DEFINITIONS

Note: The Centre refers to Gledhill Avenue Child Care Centre, also referred to as GACCC; the Board refers to
GACCC'sBoard of Directors, alo referred to as the BOD; and the Ministry refers to the Ontario Ministry of
Education.

. CCEYA: Ontario’s Chid Care and Early Years Act, 2014.

n  Children’s Aid Society (CAS): A local agency with the exclusive mandate, under the Chid and Family
Services Act,toinvestigate allegations of chid abuse or neglect and to deliver chid protection services.

s Civility: Treating others with dignity and respect and acting withregard to other's feelings. Civility
requires that even the most critical feedback be delivered respectfuly, privately and courteously.
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. CYFAS. Ontario's Chid, Youth and Famiy Services Act, 2017

n  Discrimination. Behaviour based on prejudiced feelings and attitudes, which lead to differential and
unfavorable freatment of persons, based on factors such as race, physical differences, culture, gender,
sexual preference, religion and class.

n  Employees: Forthe purposes of this policy, unless otherwise specified, references to *employees” or
“staff” include any persons providing services for GACCC for which they do not expect compensation,
such as placement studentsand volunteers.

n Incivility. Deals with a broad range of behaviours including but not limited to, rudeness: shouting or
swearing: intimidation or bullying: threatening comments or behaviours/actions; unsolicited and
unwelcome conduct, comment (oral and written including email communication), gesture or contact
which causes offense or humiliation or physical oremotionalhamto anyindividual.

m  Interact. To be orbecome involved in communication, social activity or work with somebody else or
one another (Source: Encarta Dictionary). Examples of interactions with children include conversing,
playing, directing, infervening, supervising or assisting in fulfiling their needs (e.g., food/drink
consumption, toilet use).

n Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each chid care centre it operates (i.e., the operator).

mn  Parent. A person having lawful custody of a child or a person who has demonstrated a settled intention
to treat a child as a child of his or her family (all references to parent include legal guardians, but wil
only bereferred to as “parent” in this policy).
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Appendix A:

Important Phone Numbers
and Contact Information

Operational Procedure # OP-AD-03.1a Procedure Date: 2021-02-01 (SM)




RESOLVING CONCERNS AND ISSUES PROCEDURES - Appendix A

GLEDHILL AVENUE CHILD CARE CENTRE

IMPORTANT PHONE NUMBERS AND CONTACT INFORMATION

Gledhill Avenue Child Care Centre

Ministry of Education - Child Care Quality Assurance &
Licensing Branch

Issues or concerns related to compliance with requirements set
out in the Child Care and Early Years Act, 2014.

City of Toronto Children’s Services
Issues or concerns related to compliance with requirements set
out in Assessment for Quality Improvement.

City of Toronto Fee Subsidy Office
Concerns or complaints related to child care subsidy.

College of Early Childhood Educators
Issues orconcerns related profes sional misconduct,
incompetence and/or incapacity of members of the College.

Local Children’s Aid Societies

Issues or concerns related suspected abuse or reglect of a child.
Anyone who has reasonable grounds to suspect that a child is in
need of help should report the suspicionto Children’s Aid.

Toronto District School Board
For information on the steps to address questions or concerns
related to the TDSB, see their website:

Operational Procedure # OP-AD-03.1a

n FELICIA NASSER (RECE), DIRECTOR
Issues or concerns related to fees, centre-wide operations, or stdff.
cell: 647-325-8417
email: directar@gledhillchidcare.ca

BOARD OF DIRECTORS
Issues or concerns related to the Director.

LICENSED CHILD CARE HELPDESK:
phone: 1-877-510-5333
email: information.met@ontario.ca

CHILDREN'S SERVICES DIVISION — COMPLAINTS & COMPLIMENTS

phone: 416-397-1262
email: childcare@toronto.ca

CHILDREN'S SERVICES CLIENT LIAISON CONSULTANT
web: https://finyul.com/yb7/maqs20

phone: 416-397-1262

email: childcare@toronto.ca

PROFESSIONAL REGULATION DEPARTMENT
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phone: 416-924-4646

CATHOLIC CHILDREN'S AID SOCIETY OF TORONTO

phone: 416-395-1500
JEWISH FAMILY AND CHILD SERVICE

phone: 416-638-7800
NATIVE CHILD AND FAMILY SERVICES OF TORONTO

phone: 416-969-8510

CATHY MCALEESE, PRINCIPLE
Issues or concerns related to school admission or the physical building.

phone: 416-393-1745
email: Gledhill@idsh.on.ca

NADIRA PERSAUD, SCHOOL SUPERINTENDENT FOR LN24
Issues or concerns that have not been addressed at the school-level.

phone: 416-396-9124
email: Nadira.Persaud@tdsb.on.ca

MICHELLE AARTS, ELECTED SCHOOL TRUSTEE
Issues or concerns about your community, TDSB policies, budget, etc.

phone: 416-395-8787
email: Michelle.Aarts@tdsh.on.ca
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GLEDHILL AVENUE CHILD CARE CENTRE
Medication Administration Policy

POLICY TYPE: Operational SUBSECTION: Programs
POLICY #: OP-PG-04 STATUS: Approved
AUTHORIZATION: Board of Directors EFFECTIVE DATE: 2021-02-01

POLICY STATEMENT

This policy is intended to fulfil the obligations set out under Ontario Regulation 137/15 for policies and
procedures with respect to the administration of drugs and medications in licensed child care centres, and to
ensure that GACCC has a plan for administering drugs or medication to children at the centre, and for
appropriate record-keeping regarding medication administration.

The policy and procedures support chidren’s health, safety, and wel-oeing by setting out measures to:

m  ensure chidren receive only those drugs or medications deemed necessary and appropriate by their
parents;

m reduce the potential for erors;

m  ensure medications do not spoi due to improper storage;

m  prevent accidental ingestion;

m  administer emergency dllergy and asthma drugs or medications quickly when needed; and

n  safely administer drugs and medications according to established routines.

IMPLEMENTATION AND SCOPE

This policy applies to the following:

n  GACCC employees (including supply staff)
n  Students
n  Visitors/volunteers

p  Enrolled families

POLICY

Note: definitions for terms used throughout this policy are provided at the end of the document.

Where the term drugs and/or medications is used in this policy, the termrefers to any product with a drug
identification number (DIN), except for sunscreen, lotion, lip balm, bug spray, hand sanitizer and diaper cream
that is not used for acute, symptomatic treatment. In this policy, drugs and medications fall info the following
two categories, unless otherwise specified:

m  Prescription - intended for acute, symptomatic treatment; and
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n  Over-the-counter - intended for acute, symptomatic treatment.

Wheneverpossible, parents willbe encouraged to administer drugs or medications to their children at home
if this can be done without affecting the child’s treatment schedule

PARENTAL AUTHORIZATION TO ADMINISTER MEDICATION

Prescription and over-the-counter medications for acute, symptomatic freatment will only be administered to
a child where a parent of the child has given written authorization to do so by completing an Authorization for
Medication Administration form and must include written instructions to ensure that drugs and medication are
administered at the comecttime(s) and in the comrect dosage.

The Authorization for Medication Administration form must be accompanied by a doctor’s note for overthe-
counter medications.

The authorization must include a schedule that sets out the times the drug or medication is to be given and the
amounts to be administered. Where a drug or medication is to be administered to a child on an "as needed”
basis (i.e., there is no specific schedule or time of the day for administration), the drug or medication must be
accompanied with a doctor's note describing specific signs and symptoms to observe to define the need to
administer the drug or medication.

Prescription/over-the-counter skin products (with a DIN) that need to be administered for acute or symptomatic
treatment will only be administered to a chid where a parent of the child has given wiitten authorization to do
so by completing the childcare centre’s Authorization for Medication Administration form.

All Authorization for Medication Administration forms for non-emergency drugs/medications will be reviewed
with parents on a monthly basis, af minimum, to ensure the dosage continues to be accurate (e.g., based on
the child’s age orweight).

EXCEPTIONS TO THE REQUIREMENT FOR A PARENTAL AUTHORIZATION FORM

Non-prescription skin products infended for longer-term daily usage (e.g., sunscreen, lotion, lip balm, bug
spray, hand sanitizer, diaper cream, etc.) can be administered without an Authorization for Medication
Administration form and do not require record-keeping, provided:

m They are non-prescription and/or are not for acute (symptomatic) freatment; and

n  There is a signed permission form authorizing the centre to apply the skin product in the child’s
registration package.

Additionally, where a child’s Individualized Medical Plan includes written authorization from a parent of a child
to administer an emergency medication and sets out all the required information described above, a separate
Authorization for Medication Administration form is not required.

DRUG AND MEDICATION REQUIREMENTS
All drugs and medications to be administered to chidren must meet the folowing requirements:

m  Ensure that the child has written authorization to take the drug or medication, signed by a doctor or
other authorized medical practitioner. Written authorization may be a doctor’s note, a copy of a
prescription, and/or a phamaceutical label that lists the prescribing doctor.
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n  Alldrugs and medications must be stored in their original containers as supplied by a pharmacist, or
their original packages. Medications that have been removed from their original package or transfered
intfo a different containerwillnot be accepted or administered to children.

o Where a medication is fo be administered at home and at the childcare centre, parents may
request to have the medication dispensed into two separate containers with the prescription
label on both containers.

n Al drug or medication containers, including for over-the-counter medications, must be cleary labeled
with the following information:

o Thechild'sname;

o The name of the drug or medication;

o The dosage of the drug or medication;

o The date of purchase and expiration, if applicable; and
o Instructions for storage and administration.

1 Where information is missing on a drug or medication label and/or the written parental authorization
does not match the label on the labelled container, the centre will not accept or administer the
medication until the label and/or written parental authorization accurately contains all the required
information.

. Overthe-counter epinephrine purchased for a specific child can lbe administered to a child with an
individualized plan and emergency procedures for an anaphylactic allergy if it is accompanied by a
doctor's note and is clearly labeled with the child’s name, the name of the drug or medication, the
dosage, the date of expiration and the instructions for storage and administration.

HANDLING AND STORING DRUGS AND MEDICATIONS

All drugs and medications for children will be stored in accordance with the instructions for storage onthe
label (e.g., medication requiring refrigeration will be stored in the refrigerator in a locked container). Drugs
and medications will be administered in accordance with the instructions on the label and the written
authorization received from a child's parent. Drugs and medications will be stored in a locked container or area
and always keptinaccessible to children.

Drugs and medications must be handled and stored according to the folowing requirements:

. Drugs and medications wil be stored in accordance with the instructions for storage on the label.

. Drugs and medications wil be administered in accordance with the instructions on the label and the
written authorizationreceived from a child’s parent or guardian.

. Drugs and medications wil be always inaccessible to chidren.

. Drugs and medications wil be stored in a locked container or area.

EXCEPTIONS FOR EMERGENCY MEDICATIONS

As certain medications, ke puffers and epinephrine, must be administered quickly in an emergency to be fully
effective, GACCC will permit children age six (6) years of age or dlder to cany their own emergency medication
and for staff fo always keep emergency medication for children under six (6) years of age in an accessible
location. Allowing children and/or program staff to camy the emergency dllergy and asthma medications allows
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these medications to be administered quickly when needed. No other medications may be canied by a chid
orkeptinanaccessible location.

The folowing conditions must be adhered to for the storage and handing of emergency medications:

n  Emergency medications will never be locked up and willbe made easily accessible to all staff while
being kept out of the reach of children, including during outdoor play periods and off-premises
activities.

. Where a child has written permission to carry their emergency allergy or asthma medication,
precautions will be taken to ensure that these medications are not accessible to other children (e.g., in
cubbies or backpacks that are unattended).

n  Incase of an emergency, all staff, students, and volunteers will be aways made aware of the location
of children’s emergency medications.

n  Emergency medications wil be brought on all field trips, evacuations, and off-site activities.

EXPIRED OR SURPLUS MEDICATIONS

Expired, leftover, or surplus medication should be retumedin the original containerto the parent orsafely
discarded.

ADMINISTERING DRUGS AND MEDICATIONS

The designated person(s) in charge of medications refers to staff who have beenspecially trained inthe
administration of medication to children. The Director is the primary ‘person in charge' and wil also designate
other specific individuals in the centre to participate in additional training to be added to the list of individuals
who have been designated as a person who oversees all drugs and medications (‘'person in charge’).

The designated individuals are responsible for receiving drugs/medication from parents and for administering
medication to children, whether on or off the premises. Having a designated to deal with all drugs and
medications willreduce the potential for errors.

m  Ensure that the child has written authorization to take the drug or medication, signed by a doctor or
other authorized medical practitioner. Written authorization may be a doctor’s note, a copy of a
prescription, and/or a phamaceutical label thatlists the prescribing doctor.

n A drug or medication will only be administered to a child whose parents have provided written
authorization for the administration of the drug and medication.

m A drug or medication will only be administered from its criginal container as supplied by a pharmacist
or its original package, and where the container is clearly labelled as outlined under the Drug and
Medication Requirements section of this policy.

A drug or medication will only be administered using the appropriate dispenser (e.qg., syringe,
measuring spoon/cup, etc.).

n  Tosupport the prompt administration of emergency medication:

o Emergency medications may be administered toa chid by any person trained on the chid’s
Individualized Medical Plan; and

o Chidren wil be allowed to camy therr own asthma or emergency medication in accordance
with this policy, the drug and medication administration procedures, and the child’s
individualized plan, where applicable.
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n  Drugs or medications that are expired (including epinephrine) wil not be administered at any time.

POLICY COMMUNICATION

At the time a child is enrolled, and at any other appropriate time such as during tours of the centre, transitions
between programs or upon a parent’s request, parents will be advised of GACCC's policies and procedures
regarding the administration of drugs and medications. Parents will be required to read the Medication
Administration Policy section of the Family Handbook and sign off indicating they are aware of the procedures
that GACCC staff willabide by.

Any accidental administration of medication (e.g., medication administered fo the wrong child, error in dosage
given, dose missed, etc.) must be recorded, reported to the Director or designate and the parent(s) of the
chidren affected contacted and informed of the eror.

The Director or designate will ensure that all staff, supply staff, students and volunteers review and are
frained on the centre’'s Medication Administration Policy and Procedures:

m  Before commencing employment;
m At any time where a change is made fo the Centre's palicies and procedures; and
. Ataminimum, onan annual basis thereafter.

Staff will complete a Policy Review Acknowledgement form to verify that they have read and understand this
policy and related procedures.

This policy will be monitored for compliance and contraventions in accordance with the Chid Care Early Years
Act (CCEYA).

RECORD KEEPING

GACCC wiill ensure that all records, reports, Authorization to Administer Medication forms, Medication
Administration Records, and any related documents are maintained in a secure location for at least three (3)
years fromthe date they are made and are made available for inspection in accordance with the record
retentionrequirements as described in O. Reg. 137/15, s. 82, with the requirements for the keeping of records
with respect to the administration of drugs and medications as described in O. Reg. 137/15, ss. 40(1)(a), and
with the children’s record requirements as describedin O.Reg. 137/15,5. 72.

Any incident affecting the health, safety, orwelkbeing of any child receiving care at the centre and/or any
GACCC employee will be summarized in the Daily Written Record.

Information about a child’s medical needs will be freated confidentially and every effort will be made to protect
the privacy of the child, except when information must be disclosed for the purpose of implementing the
procedures in this policy and for legal reasons (e.g., to the Ministry of Education, College of Early Childhood
Educators, law enforcement authorities or a Children’s Aid Society).

REVIEW & AUTHORIZATION

This policy is to be reviewed and updated as required but at a minimum must be reviewed by the Board of
Directors everythree (3) years. The Directoris authorized toissue procedurestoimplement this policy.
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RELATED DOCUMENTS

FORMS
. Administration of Medication Authorization (form)

»  Medication Administration Record (form)

PROCEDURES
m  Receiving Medications
»  Handling and Storing Drugs and Medications
.  Medication Administration Procedures
B Roles and Responsibilities
. Communication Procedures

m  Record Keeping Procedures

POLICIES
n  Anaphylaxis Policy
n  Serious Occurence Policy

n  Compliance & Contravention Policy

APPLICABLE GUIDELINES

LEGISLATIVE ACTS AND REGULATIONS
i O.Reg. 137/15,s. 40 - Administration of Drugs and Medication

GUIDELINES

n  Child Care Licensing Manual (Ministry of Education, September 2019)

DEFINITIONS

Note: The Centre refers to Gledhill Avenue Childcare Centre, also referred to as GACCC,; the Board refers to
GACCC's Board of Directors, also referred to as the BOD; and the Ministry refers to the Ontario Ministry of
Education.

»  Anaphylaxis. A severe systemic allergic reaction which can be fatal, resulting in circulatory collapse or
shock.

n  Epinephrine (Epi-Pen”). A drug form of a hommone (adrenaline) that the body produces naturaly and
is the treatment or drug of choice to freat anaphylaxis. This freatment is lifesaving.

8 CCEYA: Ontario's Childcare and Early Years Act, 2014.
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Drugs, Medications: For the punposes of this policy, these terms refer to any product with a drug
identification number (DIN), except for sunscreen, lotion, lip balm, bug spray, hand sanitizer and diaper
cream that is not used for acute, symptomatic tfreatment. Regarding this policy, drugs and medications
fall info the following two categories, unless otherwise specified: prescription (i.e., infended for acute,
symptomatic treatment) and over the counter (i.e., infended for acute, symptomatic freatment).

Drug ldentification Number (DIN): An eight-digit number assigned by Headlth Canada to a drug product
prior to being marketed in Canada. It uniquely identifies all drug products sold in a dosage formin
Canada and is located on the label of prescription and over-the-counter drug products that have been
evaluated and authorized for sale in Canada.

Emergency: An urgent or pressing situation in which immediate action is required to ensure the safety
of children and adultsin the childcare cenire.

Emergency Medication: Prescription drugs or medications that are used in case of an urgent medicall
reaction that requires immediate tfreatment. Emergency medications include medications used to treat
asthma (e.g., puffers) and anaphylactic alergies (e.g., epinephrine, “EpHpens”).

Employees: Forthe purmposes of this policy, unless otherwise specified, references to “employees” or
“staff” include any persons providing services for GACCC for which they do not expect compensation,
such as placement students and volunteers.

Interact. To be or become involved in communication, social activity, or work with somebody else or
one another (Source: Encarta Dictionary). Examples of interactions with children include conversing,
playing, directing, intervening, supervising, or assisting in fulfiling their needs (e.g., food/drink
consumption, toilet use).

Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each chidcare centre it operates (i.e., the operator).

Parent. A person having lawful custody of a child or a person who has demonstrated a settled intention
to treat a child as a child of his or her family (all references to parent include legal guardians but will
only bereferred to as “parent” in this policy).

Serious Occurrence: Anincident that must be reported tothe ministry of education within 24 hours.
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GLEDHILL AVENUE CHILD CARE CENTRE
Supervision of Students and Volunteers Policy

POLICY TYPE: Operational SUBSECTION: Administration
POLICY #: OP-AD-06 STATUS: Approved
AUTHORIZATION: Board of Directors EFFECTIVE DATE: 2021-02-01

POLICY STATEMENT

This policy is infended to fulfill the obligations set out under Ontario Regulation 137/15 for policies and
procedures with regards to volunteers and students at child care centres, and to provide supervising staff,
students, and volunteers with a clear understanding of theirroles andresponsibilities.

IMPLEMENTATION AND SCOPE

This policy applies to the following:
m  GACCC employees (including supply staff)

. Students

n  Visitors/volunteers

POLICY

Note: definitions for terms used throughout this policy are provided at the end of the document.

GENERAL

GACCC believes that placement practicunms play a vital role in the development of future early childhood
educators by alowing them to gain practical experience in a child care environment. Our centre welcomes
bothstudents and volunteersinto the various programs offered at our centre.

The Director or designate will provide all students and volunteers with an orientation prior to the start of
theireducational placement or v olunteering.

As part of the orientation process, the Director or designate will assign a qualified employee of GACCC
to be thestudent/volunteer’s supervisory staff.

The supervisory staff is responsible for direct supervision of the student/volunteer. If the assigned supervisory
staff is not able to perform their duties with regards to supervising a student/volunteer (e.g., they are absent
due to ilness), the Director or designate will temporarily assign the responsibility to another qualified
employee of GACCC.

Students and volunteers may only be supervised by qualified GACCC employees. Students/volunteers shall
not be supervised bysupply staff.
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SUPERVISION OF CHILDREN
Withregards to the supervision of children, the following willapply at all times:

n  No chid wil be supervised by any person under 18 years of age.
n Students and volunteers shall not be pemitted to supervise chidren receiving chid care at our centre.

. Only GACCC employees and/or approved supply staff contracted through a staff agency will be
permitted direct unsupervised access fo children.

Note: Supply staff should only be allowed direct unsupervised access as a last resort.

SUPERVISION OF STUDENTS AND VOLUNTEERS

Where students and/or volunteers are interacting with children as part of their educational placement or
volunteering experience, the following will apply:

n  Students and volunteers wil always be supervised by a qualified employee of GACCC;

n  Students and volunteers wil never be alone with any chid or group of chidren; and

n  Students and volunteers wil not be counted in a program’s staffing ratios.

HIGHER-RISK ACTIVITY POLICY

Certain activities have a higher potential to expose caregivers and/or children to risk. Before any student and/or
volunteer will be permitted to partake directly any of the higher-risk activities above, the supervising staff will:

m  Provide specific training on the higher-risk activity;
n  Veify the individual's understanding and compliance; and
n  Sign off that the individual may partake directly in that activity.

Students and/or volunteers are stil required to be directly supervised by a qualified employee of GACCC at all
times when partaking directlyin a higher-risk acftivity.

At no time wil a student and/or volunteer be pemitted to partake in a higher-risk activity without being directly
supervised by a qualified employee of GACCC.

VULNERABLE SECTOR SCREENING FOR STUDENTS AND VOLUNTEERS

In accordance with the centre’s Criminal Reference Check Policy and Procedures and Ontario Regulation
137/15, all students and volunteers who will hav e direct contact with children in the licensed child care
programs must provide a valid vulnerable sector check prior to commencing their educational placement or
volunteering experience and will be required to complete an offence declaration annually. This includes parent
volunteers assisting with child care programming such as excursions or field trips on an occasional or recurring
basis. Note: Astandard Criminal Reference Check willnot beacceptedin place of Vulnerable Sector Screening.

Parents who attend an event hosted by GACCC or who engage with their child and other children at amival or
departure time in the program (e.g., reading a book, having a conversation with them) are not considered
volunteers and are not required to provide a vulnerable sector check.
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POLICY COMMUNICATION

At the time a child is enrolled and at any other appropriate time such as during tours of the centre, transitions
between programs or upon a parent’s request, parents will be advised of GACCC's policies and procedures
regarding the supervision of students and volunteers. Parents will be required to read the Supervision of
Students and Volunteers section of the Family Handbook and sign off indicating they are aware of the
procedures that GACCC staff willabide by.

The Director or designate will ensure that all staff, supply staff, placement students and volunteers review
and are trained on the centre’s Supervision of Students and Volunteers Policy and Procedures:

m  Before commencing employment;
m At any time where a change is made fo the Centre's palicies and procedures; and
. Ataminimum, onan annual basis thereafter.

Staff will complete a Policy Review Acknowledgement form to verify that they have read and understand this
policy and related procedures.

This policy will be monitored for compliance and contraventions in accordance with the Chid Care Early Years
Act (CCEYA).

RECORD KEEPING

GACCC wil ensure that all required records, reports, and documents are maintained in a secure location for af
least three (3) years from the date they are made and are made available for inspection in accordance with the
record retentionrequirements as describedin O.Reg. 137/15, 5. 82.

In addition to a summary of any incident affecting the health, safety, or well-being of any child receiving care at
the centre and/or any GACCC employee, the presence of students and/or volunteers willbe documented in
the program’s Daily Written Record.

GACCC employees are responsible for completing and maintaining all centre records required for licensing
and quality assurance purposes. This responsibility may not be delegated to students and/or volunteers at any
time. Students and volunteers may participate in the record-keeping process so far as to assist in their
professional leaming; however, they must always be directly supervised by a qualified employee when doing
so. Students and volunteers are not pemitted to sign off on any centrerecords.

Students and volunteers wil not be pemitted access to employee personnel fles and/or chidren’s files.

POLICY REVIEW & AUTHORIZATION

This policy is to be reviewed and updated as required but at a minimum must be reviewed by the Board of
Directors everythree (3) years. The Directoris authorized toissue procedures to implement this policy.
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RELATED DOCUMENTS

FORMS

Training Log for Students and V olunteers (form)

PROCEDURES

Procedures for Supervising Students and Volunteers
Student and Volunteer Orientation

Vulnerable Sector Screening of Students and Volunteers
Roles and Responsibilities

Communication Procedures

Record Keeping Procedures

POLICIES

Criminal Reference Check Policy
Anaphylaxis Policy
Medication Administration Policy

Compliance & Confravention Palicy

APPLICABLE GUIDELINES

LEGISLATIVE ACTS AND REGULATIONS

O.Reg. 137/15,s5. 11.1 - Supervision of Volunteers and Students

GUIDELINES

Child Care Licensing Manual (Ministry of Education, September 2019)

Practice Note: Professional Supervision of Supervisees (College of Early Childhood Educators, April
2020)

www.college-ece.ca/en/Documents/PN_Professional Supervision Supervisees.pdf

DEFINITIONS

Note: The Centre refers to Gledhil Avenue Child Care Centre, also referred to as GACCC; the Board refers to
GACCC'sBoard of Directors, alo referred to as the BOD; and the Ministry refers to the Ontario Ministry of
Education.

CCEYA: Ontario’s Chid Care and Early Years Act, 2014.
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Children’s Aid Society (CAS): A local agency with the exclusive mandate, under the Child and Family
Services Act, toinvestigate allegations of chid abuse or neglect and to deliver chid protection services.

CYFAS:. Ontario’s Chid, Youth and Famiy Services Act, 2017

Community Presenters. For the purposes of this policy, refers to individuals from the community who
are engaged by GACCC for a specific event where they are not left alone with the childrenin care (e.g.,
presentations by a community organization or recreational programs; local librarian, fire fighter,
veterinarian, etc.).

Criminal Record Check (CRC): A basic type of police record check that is not intended for people who
are seeking positions working with vulnerable persons.

Direct Unsupervised Access. When an adult is alone with a chid.

Employees. For the purposes of this policy, employees refer to any individual who is paid by GACCC
to provide a service for the children and assists with the supervision of children in the child care
program, including: cook/housekeeper, parents faking the place of staff (e.g., on a field trip), supply
staff, and staff who do not participate in the licensed chid care program (e.g. administrative staff).

Interact. To be orbecome involved in communication, social activity or work with somebody else or
one another (Source: Encarta Dictionary). Examples of interactions with children include conversing,
playing, directing, infervening, supervising or assisting in fulfiling their needs (e.g., food/drink
consumption, tfoilet use).

Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each chid care centre it operates (i.e., the operator).

Offence Declaration (OD): A written declaration signed by an individual that lists all of their convictions
for offences under the Criminal Code (Canada), if any, during the period statedin the declaration.

Other person providing child care or other services to children at the child care centre (‘other person’).
Any person who provides child care or other services to a child who receives child care atf the child care
centre, other than an employee, student or volunteer (e.g., resource teachers, nurses, occupational
therapists, speech pathologists, entertainers, sport /activity instructors, etc.). This does not include
Ministry of Education program advisors, fire/health inspectors, CAS investigators, quality assurance
analysts or otherinspectors.

Parent. A person having lawful custody of a child or a person who has demonstrated a settled infention
to treat a child as a child of his or her family (all references to parent include legal guardians, but wil
only bereferred to as “parent” in this policy).

Parent Volunteer. A parent whose child receives child care at the centre who assists with child care
programming (e.g., excursions, field trips, efc.) on an occasional or recurring basis. An approved parent
volunteer is a parent who has provided a clear vulnerable sector check that is less than five (5) years
old and has subsequently signed an offence declaration annually.

Police Record Check:. A document conceming an individual that was prepared by a police service or
service from national data on the Canadian Palice Information Centre system and contains information
concerning the individual's personal criminal history.

Qualified Employee: Under the CCEYA, this refers to (1) any employee who is a Registered Early
Chidhood Educator or has otherwise received Director Approval from the Ministry of Education, or (2)
an employee supervising a junior school age group (i.e., children 9 years of age or older) who is an
Ontario Certified Teacher and/or has a diploma/degree in child and youth care or recreation and
leisure studies.
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n  Student or Placement Student. An individual who is on an educational placement with the child care
centre andinteracts with childrenin care.

n  Volunteer. Any individual who is engaged in the chid care program and interacts with chidren in care,
but is not paid bythelicensee, is considered a volunteer.

n  Vulnerable Sector Check (VSC): An enhanced type of criminal record check for persons who may hold
positions of trust or authority over vulnerable persons, that is performed at the request of an
organization responsible for the well-being of a child or vulnerable person to protect children and
vulnerable persons, as govemed by section 6.3(3) of the Criminal Records Act (Canada). A VSC verifies
whether an individual has a criminal record and any record suspensions for sexual offences and local
police records forinformationrelevant to the VSC.
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SLEEP SUPERVISION POLICY GLEDHILL AVENUE CHILD CARE CENTRE

Sleep Supervision Policy

POLICY TYPE: Operational SUBSECTION: Programs
POLICY #: OP-PG-05 STATUS: Approved
AUTHORIZATION: Director EFFECTIVE DATE: 2021-02-01

POLICY STATEMENT

Chidren’s sleep and rest play an integral part in a child’s welkbeing and development. This policy is infended
to fulfill the obligations set out under Ontario Regulation 137/15 for policies and procedures with respect to
the supervision of sleep for child care centres, and to ensure that GACCC provides staff, students and
volunteers with rules and procedures to folow to safeguard chidren from ham, injury or death whie sleeping.

Procedures for monitoring sleeping children reduce the risk of harm or injury as caregivers can look for and
identify signs of distress and implement immediate responses to protect the health and safety of children.

IMPLEMENTATION AND SCOPE
This procedure applies to the following:

m  GACCC employees (including supply staff)
. Students
n  Visitors/volunteers

n  Enrolled families

POLICY
Note: definitions for terms used throughout this policy are provided at the end of the document.

GACCC recognizes that effective sleep and rest routines are essential in ensuring the development, growth,
social and emotional welkbeing of each child in our care, and wil ensure that each child who receives care in
the preschool program will have a daily rest period not exceeding two (2) hours in length, during which they
willhav e an opportunity tosleep, rest or engage in quiet activitiesin accordance with theirindividual needs.

Parents will be advised of GACCC's policies and procedures regarding children’s sleep, and wil be consulted
about their child’s sleeping arrangements at the time a child is enrdlled, and at any other appropriate time such
as during tours of the centre, transitions between programs, or upon a parent’s request. The program’s sleep
routines wil meet the needs of the children, with staff accommodating individual children’s needs and parent
recommendations to the best of their abilities in conjunction with the established Sleep Supervision Policies
and Procedures:

n  The program plan must include quiet activities for children who donot nap orwho need only limited
sleep.
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n  Chidren who do not fall asleep within 60 minutes are permitted to get off of their bed and engage in
quiet activities. Staff will monitor the child for signs of tiredness and if applicable will encourage the
child to lie down againin an attempt tosleep.

n  Chidren who wake up are pemrmitted to get off of their beds and engage in quiet activities.

Children need a comfortable and relaxing environment to enable their bodies to rest. This environment must
be safe andwell supervised to ensure the children are safe, healthy and secure in their environment:

n  All children will be assigned to individual cribs/cots which are identified with their name located directly
on the crib/cot itself.

n  The children’s cots willbe set-up strategically around the room to allow for optimal supervision while
ensuring that the area around the cotsis hazard-free

. Astaff person willbe physically present beside the child conducting direct physical checks every 30
minutes to visually monitor sleeping children and conduct direct physical checks regularly to monitor
breathing, body temperature andsleep environment.

1 Lightinginthe sleep room will allow for easy visual monitoring. Lights will be dimmed, but staff must
be able to see sleeping children clearly.

Direct Visual Checks must be completed every 30 minutes, at a minimum, for each sleeping child (i.e., every
child placed forsleep on a coft):

1 Should a child have symptoms of iliness (e.g., a cold) or if there are other issues or concerns related to
the child’s health, safety and well-being during sleep, the frequency of direct visual checks will be
increased. This change should be documentedin the Daily Written Log.

1 The individual needs of each chid during sleep as identified by the parent and/or the child’s physician
should be followed at all times, including more frequent direct visual checks, if required.

m  Direct visual checks are not required for children engaging in quiet activities during nap, but these
childrenwill be supervised at all fimes. It should be noted on the Sleep Monitoring Chart that the child
did not sleep.

Any adjustments to the manner in which a child is supervised during sleep time will be in consultation with the
parents. Staff will also ensure to communicate any significant changes to a child’s sleeping pattems or sleeping
behaviours (e.g., night temors or a substantial change in amount of sleep) to parents. Staff willaccommodate
parent recommendations to the best of their abilities in conjunction with the established Sleep Supervision
policies and procedures.

POLICY COMMUNICATION

At the time a child is enrolled and at any other appropriate fime such as during tours of the centre, fransitions
between programs or upon a parent’s request, parents will be advised of GACCC's policies and procedures
regarding children’s sleep. Parents will be required to read the Sleep Supervision Policy section of the Family
Handbook and sign off indicating they are aware of the procedures that GACCC staff wil abide by.

The Director or designate will ensure that all staff, supply staff, placement students and volunteers review
and are trained on the centre’s Sleep Supervision Policy and Procedures:

m  Before commencing employment;

m At any time where a change is made fo the Centre'’s palicies and procedures; and
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At amnimum, onan annual basis thereafter.

Staff willcomplete a Policy Review Acknowledgement formto v erify that they have read and understand this
policy andrelated procedures.

RECORD RETENTION

GACCC will ensure that allrecords, reports, Sleep Monitoring Charts and any documents are maintained in a
secure location for at least three (3) years rom the date they are made and are made available for inspection
in accordance with the record retention requirements as described in O. Reg. 137/15, s. 82 and withthe
children’s record requirements as describedin O. Reg. 137/15,s. 72.

Anyincident affecting the health, safety, or welHbeing of any child receiving care af the centre and/or any
GACCC employee will be summarized in the Daily Written Record.

REVIEW & AUTHORIZATION

This policy is to be reviewed and updated as required but at a minimum must be reviewed by the Board of
Directors everythree (3) years. The Directoris authorized toissue procedures to implement this policy.

RELATED DOCUMENTS

FORMS
n  Seep Monitoring Chart (form)

n  Cof Location Diagram (template)

PROCEDURES
m  Procedures for Preparing the Resting Environment
n  Supervision of Sleeping Children
. Accommodating Individual Children’s Needs
m  Procedures for Completing Direct Visual Checks (DVCs)
. Communication Procedures

B Roles and Responsibilities

POLICIES
n  Sanitary Practices Pdlicy

n  Compliance & Contravention Policy

Operational Policy# OP-PG-05 Page 3 of 4 PolicyDate: 2021-02-01 (SM)



SLEEP SUPERVISION POLICY GLEDHILL AVENUE CHILD CARE CENTRE

APPLICABLE GUIDELINES

LEGISLATIVE ACTS AND REGULATIONS

O.Reg. 137/15,55.33(1) - Sleep Policies and Supervision

GUIDELINES

Child Care Licensing Manual (Ministry of Education, September 2019)

DEFINITIONS

Note: The Centre refers to Gledhill Avenue Child Care Centre, also referred to as GACCC; the Board refers to
GACCC'sBoard of Directors, also referred to as the BOD; and the Ministry refers to the Ontario Ministry of
Education.

CCEYA: Ontario’s Chid Care and Early Years Act, 2014.

Direct Visual Check (DVC): A mechanism for monitoring sleeping children whereby anindividual is
physically present beside a child to look forsigns of distress, discomfort or unusual behaviours (e.g.,
change in skin colour, change in breathing, signs of overheating) and react asrequired.

Emergency: An urgent or pressing situation in whichimmediate actionis required to ensure the safety
of children and adultsin the child care centre.

Employees: For the purmposes of this policy, unless otherwise specified, references to “employees” or
“staff” include any persons providing services for GACCC for which they do not expect compensation,
such as placement studentsand volunteers.

Interact. To be orbecome involved in communication, social activity or work with somebody else or
one another (Source: Encarta Dictionary). Examples of inferactions with children include conversing,
playing, directing, infervening, supervising or assisting in fulfiling their needs (e.g., food/drink
consumption, toilet use).

Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each chid care centre it operates (i.e., the operator).

Parent. A person having lawful custody of a child or a person who has demonstrated a settled infention
to treat a child as a child of his or her family (all references to parent include legal guardians, but will
only bereferred to as “parent” in this policy).

Serious Occurrence. Anincident that must be reported to the ministry of education within 24 hours.

Sleeping Child(ren): For the purposes of this policy and procedure, any child placed for sleep on a cof,
whether they are asleep or awake, is considered a sleeping child and requires direct visual checks.
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GLEDHILL AVENUE CHILD CARE CENTRE
Waiting List Policy

POLICY TYPE: Operational SUBSECTION: Administration
POLICY #: OP-AD-07 STATUS: Approved
AUTHORIZATION: Board of Directors EFFECTIVE DATE: 2021-02-01

POLICY STATEMENT

This policy is intended to fulfil the obligations set out under Ontario Regulation 137/15 for policies and
procedures with regards to the waiting list, and to ensure that GACCC has an equitable and transparent
process for detemining the orderin which children on the waiting list are offered admission to the centre.

This policy supports the availability of information about the waiting list for prospective parents ina way that
maintains the privacy and confidentiality of the childrenlisted onit.

IMPLEMENTATION AND SCOPE
This policy applies to the following:

n  GACCC employees
n  Enrolled families

n  Prospective clients

POLICY

Note: definitions for terms used throughout this policy are provided at the end of the document.

WAITING LIST POLICY

GACCC's waiting list for child care spaces will be managed in a manner that is equitable and transparent for all
families interested in obtaining a child care space in any of our centre’s programns. There is no monetary fee to
place a child on the waiting list nor fo be informed a space is available for your child. Fees are charged only
when the family is confirming theiracceptance of an offered space. Parents can have a child added tothe
waiting list once the child is born.

Our centre generally operates at capacity all year round and we keep an extensive waiting list. Licensing
requirements and supervision ratios limit the age and number of children we can have in any classroom.
GACCC operates a ful-day preschool program and before- and after-school programs for kindergarten and
school age children up to grade 5. The centre does noft service children under 30 months of age or overnine
(?) years of age so they wil not normally be accommodated.

GACCC is a subsidized programwith the City of Toronto and families who qualify through the city's Child Care
Fee Subsidy programmay receive assistance with the childcare fees. More information can be found on the City
of Toronto's website. Families who have applied on the City of Toronto’s subsidy waiting list must also register
for GACCC’s waiting list by contacting our centredirectly.
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The waiting list will be made available in a manner that maintains the privacy and confidentiality of the children
listed onit, and allows the position of a child on the list fo be ascertained by the affected persons or families
when they call and inquire.

ADMISSION POLICY

Children are admitted to all programs operated by GACCC on a first-come, first-served basis. Families are
added to the waitlist on the date that they first made contact with the centre to add their children to the waitlist.
Priority is given to (1) children who are curently enrolled and will need to move to the next age grouping, (2)
siblings of children already attending any programs operated by the centre, and (3) children of GACCC staff.
Once these children have been placed, other children on the waiting list wil be prioritized based on program
roomav ailability and the chronology in which the child was placed on the waiting list.

For the kindergarten and school age before-and-after school programs only: Priority will be givento children
who attend Gledhill Junior Public School (GJPS). Children who do not attend GJPS will not normally be
accommodated in our centre’s before- and aftfer-school programs. This does not apply to the preschool
programor to our full-daykinder or school-age summer programs.

Families of kinder- and school-aged children who do not aftend GJPS should ensure to specify if they are
requesting tobe addedtothe waiting list for our full-day summer program.

Part-time enrollment and /or space sharing will not normally be accommodated as the additional operational
burden andincreasedrisk canaffect the centre’s overall viability.

The centre cannot hold childcare spaces. If a family wishes to withdraw from care for a specific period of time
(e.g.. during the summer), the family must wait until their child has been withdrawn before adding the child’s
name to the waiting list.

GACCC s a non-profit child care centre with no direct affiliation with the Toronto District School Board. The
centre leases space within the school building, but admission o GACCC will not guarantee a family space at
Gledhill Junior Public School. Parents are encouraged to contact the school orreferto the TDSB website for
more information about the kindergarten enrollment process, attending schools outside of your jurisdiction,
etc.

POLICY COMMUNICATION

At the time a family confacts the centre to place their child on the waiting list, and at any other appropriate time
such as during tours of the centre, or upon a parent’s request, parents wil be advised of GACCC's policies and
procedures regarding the waiting list.

The Director or designate will ensure that all staff, supply staff, students and volunteers review and are
frained on the centre’s Waiting List Policy and Procedures:

m  Before commencing employment;
m At any time where a change is made to the centre’s policies and procedures; and
. Ataminimum, onan annual basis thereafter.

Staff will complete a Policy Review Acknowledgement form to verify that they have read and understand this
policy and related procedures.
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This policy wil be monitored for compliance and contraventions in accordance with the Child Care Early Years
Act (CCEYA).

RECORD KEEPING

The waiting list will be maintained in a manner that protects the privacy and confidentiality of the children and
famiies on the list and therefore only the child’s position on the waiting list will be provided to parents. Names
of other children or families and/or their placement on the waiting list will not be shared with other individuals.
Access to the waiting list wil be restricted to the Director and designated members of the
management team.

POLICY REVIEW & AUTHORIZATION

This policy is to be reviewed and updated as required but at a minimum must be reviewed by the Board of
Directors everythree (3) years. The Directoris authorized toissue procedures to implement this policy.

RELATED DOCUMENTS

FORMS

. GACCC Waitlst Application Form (onine)
. GACCC Waitlist Spreadsheet  (tracking sheet)

PROCEDURES
»  Adding a Chid to the Waiting List
n  Responding to Inquiies About a Chid's Placement on the Waiting List
n  Offering an Available Space
B Roles and Responsibilities
»  Communication Procedures

m  Record Keeping Procedures

POLICIES
1 Resolving Concems and Issues Policy

s Compliance and Confravention Pdlicy

APPLICABLE GUIDELINES

LEGISLATIVE ACTS AND REGULATIONS
m  O.Reg.137/15, s5.75.1 - Waiting Lists

Operational Policy# OP-AD-07 Page 3 of 4 PolicyDate: 2021-02-01 (SM)



WAITING LIST POLICY GLEDHILL AVENUE CHILD CARE CENTRE

GUIDELINES
n Child Care Licensing Manual (Ministry of Education, September 2019)

n Early Learning and Care (TDSB Policy, February 2018)
www.tdsb.on.ca/About-Us/Detail/docld/187

n  Optional Attendance (TDSB Policy, December 2004)
www.tdsb.on.ca/About-Us/Detail/docld/1723

DEFINITIONS

Note: The Centre refers to Gledhil Avenue Child Care Centre, also referred to as GACCC; the Board refers to
GACCC’sBoard of Directors, alko referred to as the BOD; and the Ministry refers to the Ontario Ministry of

Education.

. CCEYA: Ontario’s Chid Care and Eary Years Act, 2014.

n  Employees: Forthe purposes of this policy, unless otherwise specified, references to “employees” or
“staff” include any persons providing services for GACCC for which they do not expect compensation,
such as placement studentsand volunteers.

n Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each chid care centre it operates (i.e., the operator).

mn  Parent. A person having lawful custody of a child or a person who has demonstrated a settled intention
to treat a child as a child of his or her family (all references to parent include legal guardians, but wil
only bereferred to as “parent” in this policy).
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GLEDHILL AVENUE CHILD CARE CENTRE
Waiting List Procedures

PROCEDURE TYPE: Operational SUBSECTION: Administration
PROCEDURE #: OP-AD-07.1 STATUS: Approved
AUTHORIZATION: Director EFFECTIVE DATE: 2021-02-01
PURPOSE

These procedures are infended to provide clear instructions for staff and prospective parents to follow with
respect to adding a child to the waiting list, managing the waiting list, responding to inquiries, and offering
chid care spaces when they become avaiable.

IMPLEMENTATION AND SCOPE
These procedures apply to the folowing:

n  GACCC employees
n  Enrolled families

m  Prospective clients

WAITING LIST PROCEDURES

Note: definitions for terms used throughout these procedures are provided at the end of the document.

ADDING A CHILD TO THE WAITING LIST

When a program is filed to capacity, families may register their children on the waiting list. Families may
register for the waiting list in either of the following ways:

o Child's name and date of birth;

o Parent’s name and prefered contact information;
o Requested start date or ‘ASAP’; and

o Prefemed program at time of start date.

Once an application is received, the chid wil be added to the waiting list in chronological order according to
the date the application was received. If there are any changes to the child’s contact information, families or
parents should notify the centre right away. Applications are moved to the next age group as they age out of
the existing list. There is no need toreapply.

Parents wil be eligble to have their chid added tothe waiting list once the child is bom.
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The application form does not guarantee the child a space in the program, but we work diligently to offer space
to as many families as possible.

No fee is charged tobe on our centre’s waiting list.

RESPONDING TO INQUIRIES ABOUT A CHILD’S PLACEMENT ON THE WAITING LIST

The waiting list will be made available in a manner that maintains the privacy and confidentiality of the children
listed onit, and allows the position of a child on the list to be ascertained by the affected persons or families
when they call and inquire. Atthough we can provide a chid’s numerical position on the waiting list, estimating
iffwhen a child’'s may be admitted to a program is subject to a number of considerations including, but not
limited to:

n  when the chidren curently enroled move to the next age group
n  the ages of the chidren on the waiting list

n fhelength of time each child is anticipated to be in a given age group before having to fransition to the
next age group

n  the number of families who will choose to accept or decline a space

Families are advised that it is not unusual to wait for more than a year to enter our programs. The kindergarten
before- and after-school program tends to have the longest waiting list. Our centre typically has more tumover
during the summer, as our oldest children leave GJPS making room for new chidren to join us. However, there
is no specific fime; spaces can be avaiable at any time of the year and at any poinf in a month.

Children will be admitted to all programs operated by GACCC on a first-come, first-served basis. Priority is
givento (1) children who are currently enrolled and will need to move to the next age grouping, (2) siblings of
children already attending any programs operated by the centre, and (3) children of GACCC staff. Once these
children have been placed, other children on the waiting list will be prioritized based on program room
av ailability and the chronology in which the child was placed on the waiting list.

While families on the centre’s waiting list may contact the centre at any fime to request information regarding
the position of their child on the list, offers of space will not be fast-tracked based on repeated contact by
families.

OFFERING AN AVAILABLE SPACE

With all spaces that become avaiable in the centre, the Director or designate will contact families that are
eligible to start in the age group as spaces become available. Families will be contacted by phone and emaiil.
Once a family is contacted, they are given a specified period of time to accept or decline the spot
(typically 48 hours).

Should they not accept the spot af the time, they may request that their child remain on the list. In order to
ensure equitable access for all families on the waiting list, if a family refuses a second offer, they mayy stil request
that their child remain on the list, but the waiting list application date willbe reset to the refusal date of the
second offer.

Every reasonable effort wil be made to contact the parents to offer the spot. No response wil indicate that the
spot hasbeen declined and the next child on the list will be offered a space.
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All forms in the admission package must be fully completed prior to enrollment and willbe maintained inthe

office. Parents will also need to review the centre’s policies and the Family Handbook. These policies are very
important to the programs and must be followed.

ROLES AND RESPONSIBILITIES

The Director, with support from designate(s) and staff in managerial/leadership roles is responsible for
managing the waiting list and contacting families to offer spaces as they become avaiable.

All staff are responsible for ensuring to represent GACCC in a professional manner at all times, including
responding to inquiries from potential clients. Staff should be familiar with the waiting list application
proceduresso thatthey can provide thisinformation to prospective families.

When taking phone messages, staff must ensure to document the caller's information in detai, including:
n  Caler's fist and last name (verify the speling);
n  Cadller's phone number;
»  Date and time of the call;
m  Reason for the cal (e.g., waiting list inquiry); and
1 Any information/instructions staff have provided the caler, for example:

o “Toldcallerlwould pass theirinformation on and the Directorwill get back tothem by the of
the week”

o ‘“Instructed caller to send email to waiting list account and explained what info they need to
include”

o “Caler requested their waiting list position. | took their information and said we will be in touch
within 48 hours™

COMMUNICATION PROCEDURES

At the time a family contacts the centre to place their child on the waiting list, and at any other appropriate time

such as during tours of the centre, or upon a parent’s request, parents wil be advised of GACCC's policies and
procedures regarding the waiting list.

OBTAINING INFORMATION FROM PROSPECTIVE FAMILIES

At the time a family contacts the centre to place their child on the waiting list, staff will request that the
prospective family submit all applicable information via email or using the online registration form. If a family
subsequently contacts the centre to provide new information, staff will update the waiting list spreadsheet to
reflect the change and wil make a note of the communication.

TRAINING AND EDUCATION

The Director or designate wil ensure that all staffreview and are trained on the centre's Waiting List Policy and
Procedures:

m  Before commencing employment;
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m At any time where a change is made to the centre’s policies and procedures; and
. Ataminimum, on anannual basis thereafter.

Staff will complete a Policy Review Acknowledgement Form to verify that they have read and understand the
policy and related procedures. Before supervising children during rest-time, they will be given an orientation
that includes set-up, where to find information on the children’s sleep preferences, how to complete and
document Direct Visual Checks, take-down and cleaning and disinfection of cots (if applicable).

The Director will implement the centre’s Waiting List Policy and Procedures. The Director or designate will
ensure implementation of the policy and procedures by staff, supply staff, students, and volunteers, and
will monitor for compliance and confraventions in accordance with the centre’s Compliance and
Contraventions Monitoring Policy and Procedures and O. Reg. 137/15, 5. 6.1.

RECORD KEEPING PROCEDURES

The waiting list will be recorded in a spreadsheet that willbe maintained at all fimes in a manner that protects
the privacy and confidentiality of the children and families on the list. Names of other children or families and/or
their placement on the waiting list will not be shared with other individuals. Access to the waiting list will be
restricted to the Director and designated members of the management team.

Information on the waiting list will be treated confidentially and every effort will be made to protect the privacy
of children and families, except when information must be disclosed for the purpose of implementing the
procedures in this policy and for legal reasons (e.g., fo the Ministry of Education, College of Early Childhood
Educators, law enforcement authorities or a Children’s Aid Society).

RELATED DOCUMENTS

FORMS
. GACCC Waitlst Application Form (onine)
. GACCC Waitlist Spreadsheet (fracking sheet)

POLICIES
n  Waiting List Policy
1 Resolving Concems and Issues Policy

m  Compliance and Contravention Policy

DEFINITIONS

Note: The Centre refers to Gledhill Avenue Child Care Centre, also referred to as GACCC; the Board refers to
GACCC'sBoard of Directors, alo referred to as the BOD; and the Ministry refers to the Ontario Ministry of
Education.

n  CCEYA: Ontario’s Child Care. and_Early. Years. Act. 2014.
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n  Employees: Forthe purposes of this policy, unless otherwise specified, references to *employees” or
“staff” include any persons providing services for GACCC for which they do not expect compensation,
such as placement students and volunteers.

n Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each chid care centre it operates (i.e., the operator).

m  Parent. A person having lawful custody of a child or a person who has demonstrated a settled intention
to treat a child as a child of his or her family (all references to parent include legal guardians, but wil
only bereferred to as “parent” in this policy).

Operational Procedure # OP-AD-07.1 Page 5 of 5 Procedure Date: 2021-02-01 (SM)




APPENDIX H



Gledhill Avenue Childcare Centre

Canada-Wide Early Learning and Child
Care (CWELCC) Family FAQ

(Updated for 2025 — Toronto Licensed Child Care)

What is CWELCC?

The Canada-Wide Early Learning and Child Care (CWELCC) system is a partnership between
the Government of Canada, the Province of Ontario, and the City of Toronto. Its goal is to make
licensed child care more affordable for families, while keeping programs stable and high-quality.

As of January 1, 2025, the maximum daily fee for eligible age groups in Toronto (infant, toddler,
preschool, kindergarten) is $22/day or less. This fee cap applies to all CWELCC-participating
programs.

Who is eligible?
Children are eligible for CWELCC reduced fees until the end of the month they turn six.

e If your child turns six between January 1 and June 30, reduced fees continue until
June 30 of that year.

e If your child turns six between July 1 and December 31, reduced fees continue until
the end of their birth month
TCS CWELCC Funding Requirements
Example:

e A child turns six on October 12, 2025 — reduced fees apply until October 31, 2025.

e A child turns six on March 5, 2025 — reduced fees apply until June 30, 2025.

**This rule applies even if your child is enrolled in a school-age program but has not yet turned six.

Which programs are included?

CWELCC only applies to licensed child care programs (centre-based or home child care) that
have opted in and been approved by the City of Toronto. It does not apply to unlicensed care
or most recreation-only programs



How are fees set?

Your family’s fee is based on:

e Provincial rules: Ontario uses a cost-based funding model. The Province funds
operators to cover the actual costs of running high-quality child care (staff, supervision,
facilities, operations)

e Municipal oversight: The City of Toronto (Toronto Children’s Services) administers this
funding, approves fees, and ensures the $22/day cap is followed

This means that while families pay reduced fees, centres are fully funded to stay sustainable.

What is included in the $22/day fee?

The capped fee includes:
e The daily program fee (care, learning, snacks/meals if provided)

e Any mandatory charges (such as registration)

Programs cannot add hidden or mandatory fees above this cap. Optional extras (like field trips)
may still be charged, but families choose whether to participate

What about families receiving a City fee subsidy?

If your family receives a Toronto child care fee subsidy, you still benefit. Your parent contribution
is calculated by the City, and CWELCC reduces that amount further so you will not pay more
than the $22/day cap for eligible children.

Does CWELCC apply to part-time care, before/after
school, or PA-day programs?

Yes, if your child is under six and the program is licensed and participating. Reduced fees apply
to full-time, part-time, before/after school care, PA days, and summer programs



How does CWELCC support program quality and staff?
CWELCC funding also ensures educators are supported:

e Wage Enhancement Grants (WEG): up to $2/hour for eligible staff

e Workforce compensation: annual increases and wage “floors” for Registered Early
Childhood Educators (RECESs)

e Minimum wage offsets: for non-RECE staff in some roles

This helps retain qualified educators and maintain quality programs.

What if my child has special needs?

Families of children with additional needs still benefit from CWELCC reduced fees. Programs
also receive Special Needs Resourcing (SNR) funding from the City to provide inclusive care

What about French-language or culturally specific
programs?
CWELCC funding applies to licensed French-language, Indigenous-led, and culturally specific

programs that participate. The Province requires municipalities to support access to these
services wherever possible

Where can | learn more?

e Ontario Ministry of Education — CWELCC Guidelines (2025)

e City of Toronto Children’s Services— CWELCC Information for Families
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