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A Word About This Document

The Child Care Resource Manual (2015 Edition) is intended to serve as a repository of relevant
information related to child care in TDSB schools. To keep the hard copy of this resource
current, principals are asked to ensure that the policies, procedures and practices contained
in this document are updated as required. The purpose of the Child Care Resource Manual is to
gather all information relevant to policies, procedures and practices, and to strengthen the
links between child care programs and school programs in order to provide a seamless
experience for children and families.
However, we strongly recommend that child care and TDSB staff check the Board's child
care website on a regular basis for the most current version of this manual, and
maintain awareness of the most current versions of TDSB policies, procedures and
practices.
In order to make this a user-friendly document, the on line version contains a feature that
allows you to quickly jump to the specific section that you would like to access from the table
of contents. Simply hover your mouse over the desired section, hold down the Control
button, and click. You will automatically jump to the selected section.

All Toronto District School Board policies and procedures are available at www.tdsb.on.ca >
About Us> Policies, Procedures & Forms
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The Duty to Report
One of the primary objectives of the TDSB procedure PR560 Dealing with Neglect and Abuse
of Students is to train employees in the legal duty to report child abuse or neglect, and the
special reporting obligations of teachers and all professionals who work with children.
The law in Ontario requires that all individuals report abuse or neglect that is witnessed,
disclosed or suspected. This duty arises from Section 72 of the Child and Family Services Act
(CFSA).
Your responsibilities under the Child and Family Services Act

The CFSA recognizes that everyone in Ontario who works with children has a responsibility
for the welfare of children.
We all share a responsibility to protect children from harm, including situations where
children are abused or neglected in their own homes. Ontario's CFSA provides protection for
these children.
Section 72 of the CFSA states that the public, including professionals who work with children,
must promptly report any suspicions that a child is or may be in need of protection to a
Children's Aid Society (CAS). The CFSA defines the phrase "child in need of protection" and
explains what must be reported to a CAS. It includes physical, sexual and emotional abuse,
neglect and risk of harm.
Learn more about reporting procedures and responsibilities:
http://www.children.gov.on.ca/htdocs/English/topics/childrensaid/reportingabuse/abuseand
neglect/abuseandneglect.aspx
http://www.e-laws.gov.on.ca/html/statutes/english/elaws statutes 90c11 e.htm

Child care supervisors are reminded to ensure that they and all members of the child care
centre's staff receive the appropriate training regarding the duty to report, as required.
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Introduction
Research has shown that the early years-from conception to age six-are the most
significant and influential in terms of brain development, learning, behaviour and health. It
has also been shown that high-quality, licensed child care that supports the development of
cognitive and social skills can enhance school-readiness and help children achieve later
school success (Early Years Study, McCain & Mustard, 1999).
The TDSB supports child care centres in schools as an integral component of the education
system, and this belief is reflected in our Child Care in Schools Policy (Policy P.022). This policy,
adopted in October 1998, illustrates the Board's commitment to building strong partnerships
with child care centres in order to support schools, students, families and communities.
As part of Full-Day Kindergarten (FOK), school boards are required to provide before- and
after-school programs for FOK students at schools where there is sufficient interest. The
integrated FOK Before- and After-School Program offers children continued opportunities to
learn and grow, and provides a seamless day with fewer transitions for children and families.
In TDSB schools, licensed FOK Before- and After-School Programs are generally provided by
the on-site operator that provides the child care program for preschool and school-age
children. A local community agency provides the service at schools where no on-site operator
exists.
Child care and FOK Before- and After-School Programs provide a continuity of care, early
learning and family support while also building on school-community partnerships.
Information and procedures contained in the Child Care Resource Manual also applies to FOK
Before- and After-School Programs, unless otherwise indicated.
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OurMis.ston
is to enable al l studen t s to reach h igh
levels of ach ievement and to acquire the
know ledge, ski lls, and va lues they need
to become responsib le members of a
democratic soc iety.

We Value
•

Each and every student

•

A strong pub lic education system

•

A partnersh ip of students, schools, family and community

•

Tile un iq ueness and diversity of ou students and om community

•

Tile commitment and ski lls of our staff

•

Equity, innovation, arnountability and accessibi lity

•

Leaming envfronments that are safe, nurturiing, positive and respectful

Strategic Directions
•

Make every schoolan effect•ve school

•

Build leadership witlhin a culture of adaptabil1ity, openness and resili ence

•

Form strong and effective rellationships and partne1rships

e

Bu1ild environ mentally sustain able sd'10 ols th at inspire tea cll1ing and leaming

•

ldentffy disadvantage and intervene effectivel'y

1

1

1

tdsb.on.ca
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Child Care Programs: Overview
The TDSB has long recognized the importance of child care support for families of preschool
and school-age children. Viewed by the community as secure and trusted centres for children,
schools often become neighbourhood hubs and are therefore natural sites for child care
centres. Many children are introduced to the school environment through the child care
centre, and the transition from child care to school can be facilitated by fostering strong
connections between programs, thus providing a continuum of learning and care.
As of September 2014, there are over 300 child care centres located in TDSB schools. These
programs provide care for infants, toddlers, preschoolers and school-age children. At many
schools the FOK Before- and After-School Program is offered for Kindergarten students. All
programs are licensed and operated by regulated legal entities operating under the
provincial Day Nurseries Act (DNA) and the Ministry of Education, in addition to further
regulation by Children's Services, Toronto Public Health and other departments of the City of
Toronto (City). Many child care centres, and all FOK Before- and After-School Programs, have a
service contract with the City of Toronto to provide subsidized spaces. The Glossary of Child
Care Terms (pp. 105-108) and the Government Jurisdiction and Responsibilities for Child Care
chart (pp. 109-11 O) provide explanations of funding arrangements and child care terms.
While the majority of child care centres within the TDSB are operated by non-profit, parent
based boards of directors, other types of operators-such as non-profit agencies, publicly
funded operators and commercial businesses-also function within schools. As tenants, all
child care centres and FOK Before- and After-School Programs must have a lease with the
TDSB. The lease outlines the legal terms and conditions between the tenant (the child care
centre) and the landlord (the TDSB). (See Lease Agreements - Appendix C for more
information.) The Board's responsibilities and liabilities are only as set forth in the Child
Care Lease Agreement and this document does not amend the same.
A child care finder (which includes FOK Before- and After-School Programs) and an
alphabetical listing of child care centres located at TDSB sites is available on the Board's
website (http://www.tdsb.on.ca).
In addition to licensed child care centres and FOK Before- and After-School Programs, other
programs for parents/guardians and children may be operating within some schools. (See
TDSB Early Years Programs for a comprehensive overview of all early years programs
operating in TDSB schools.)
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For general and program-related information regarding child care services, contact:
Manager, Child Care Services
416-394-7369

For lease information, contact:
Administrative Assistant, Major Capital Projects and Building Partnerships
416-395-2247

See also:
Children's Services, City of Toronto: www.toronto.ca/children
Province of Ontario Day Nurseries Act: www.e-laws.gov.on.ca
Ministry of Education: http://www.edu.gov.on.ca/eng/
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1.1

Child Care in Schools Policy (P.022)

Toir onto D'istrict Scbool Boai·d
ChiJ<l Care in Schools

P'oliry P .022 SCS:

To:rorrrto District School Board supports ch ild ,care en schools as an integra I ,compo111ent of the
1educatio:rn system, and believes that

1.

High quality ohild care supports the inteD,ectual, physical, emotioool and social w ell-be"ng of
ch ildr1en.

2. Early learning opporru111 ities in child care make a positive oont1nbution to school readiness
and long-ter m educational sucoess for many 1childre n.
3.

Child care in the school seitling provides a supportive and seoure environment and pro
motes a oont inuum of care and learn ing between child care and sohool programs.

4. Families, oommunities, agencies and all l1evels of government ar1e important partners with
school boards in the pr<ovision of child care in schooJs.

.5.

Child car1e services in schools provides an essentia l support for parents/guardians and
caregf'ilers.

6.

Acoess to regulated ch ild care programs is necessary for g,tudent parients to ach·eve their
educational goals.

Tllerefore,, the l iaronto District School Board is committed to:

1.

Building a strong partnership between ch ild care and school board programs in 1orcler to
support curriculum and program oo-ordination that will benefit students, families and 1com
munilies;

2.

SIJ(pporting schools, families and communibes in the establishment and operation of sch.ool
based 'child 'care;

3.

W orking in partnership with oth:er evels of 'government and die oommun ity to acliliev1e eq
uitab e access to chi Id care services across th1e city;

4.

Utilizing school boa ird facilities to accommodate child care pr09,rams and proiiding e:xdu
sive and shared-use spaoe that meets the standards required for licensing , where it is
availabl,e, on a roost-recov1ery basis;

.5.

Recognizing 1child care rentries' need for seourity in fle ir ocolJ(panrcy arrangements,, and
establishing terms and conditions flat are fair and reaso11<1ble fo:r the use of soh.ool board
Policy IP.022 SCS
Page 11of 2

Adoption Date·: Ootober 28 , rn9B
Revi:ew Dale:
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Toronto Dist!lid ScihooJ Boa.n:l
P0Jiry P. .022 SCS: Chilcl Cain• iill Schools
facilities. These arrangements will also preserve the Board's ability to aocommodate and
provide appropriate instru:ctional p rograms for its students;

6. Providilllg pr1ediotability and 1continuity for chi dren , fa milies and school commun ities, and
providing a priority in school admissions policies for chi dren who attend school-based ~hild
~re; and en couragi 11:9 consistency between school board and child care admissions poli

aes.;
7. Establishing structu res and pmoesses that will give parents,. community members and child
care providers opportunities to provide advice afild respond to the Board's initiatives related
to chlld care;

8.

Providing appropriate resources to ensure the implementarlion of the Child Care in Schools
Policy.

IP<Olicy IP.022 SCS

Adopitio:n Dale : Ootober 28. 1998.
Revi:ew Date:

Page 2of2
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1.2

Early Years Programs in TDSB Schools

Program
Kindergarten

FDK Before- and
After-School
Programs

Child Care Centres

Program Focus

•

•

•

•
•
•

•
•

Full-day programs for children
4 and 5 years of age.
The Full-Day Early Learning
0
Kindergarten Program
outlines learning
expectations in the areas
of personal and social
development, language,
mathematics, science and
technology, health and
physical activity and the
arts.
Attendance is non0
compulsory.
Programs providing early
experiences and care for
children attending Full-Day
Kindergarten, guided by the
Extended-Day Program.
Licensed under the Day
0
Nurseries Act.
Programs operate as a user
0
fee service.
Programs have a service
0
contract with the City for
fee subsidy.
Programs operate before
0
and after school.
Programs have a service
0
and lease agreement with
the TDSB.
Programs providing early
learning experiences and care
for children (from birth to 12
years of age).
These programs are licensed
under the Day Nurseries Act.
They operate as a user fee
service.
Most centres have a service
contract with the City for fee
subsidy.
Programs generally operate
from 7:30 a.m. to 6:00 p.m.
Centres have a lease
agreement with the TDSB.

Operator

•

Source of Funding

•

TDSB

•

•
•

•

•
•
•
•

Ministry of
Education
No cost to
parents/
guardians

Third-party
licensed
providers
TDSB

•
•

Parent fees
Fee subsidy
through the City
of Toronto

Communitybased non-profit
Agency non
profit
Private non
profit
Commercial
Publicly
operated

•
•

Parent fees
Fee subsidy
through the City
of Toronto
Occupancy costs
are paid primarily
by the City of
Toronto

•
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1.2 Early Years Programs in TDSB Schools (continued)
Program

Program Focus

Parenting and
Family Literacy
Centres

•

Ontario Early Years
Centres and
Associated/
Satellite Programs

•

After-School
Programs

•

Programs where parents/
•
guardians/caregivers
participate in active learning
through play with their
children (0 to 6 years of age).
Programs are designed to
0
introduce parents/
guardians to the school
environment and support
the positive transition to
school.
Programs for children (Oto 6
•
years of age) and their
parents/guardians/caregivers.
These programs provide
0
early learning
opportunities, including
literacy, pre- and post
natal parenting resources,
information and links with
other community services.
A range of programs providing •
recreation and care for
•
children 6 to 12 years of age
(e.g. After School Recreation
and Care Program [ARC], local
school extracurricular
activities).

Operator

Source of Funding

•

TDSB

•

Ministry of
Education
No cost to
parents/
guardians

Lead agencies in
22 Toronto
ridings
(provincial)

•

Ministry of
Education

Various
City of Toronto
(ARC)

•

Various

See also: www.tdsb.on.ca
Click on:
~ Early Years
~ Parenting & Family Literacy
~ Kindergarten
Children's Services, City of Toronto: www.toronto.ca/children
Ontario Early Years Centres: www.ontarioearlyyears.ca
ARC Program: www.toronto.ca/parks/after-school-recreation.htm
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1.3

Provincial Early Years Program Documents

Early Learning for Every Child Today (ELECT) is an early learning framework designed to guide
and support curriculum and pedagogy in Ontario's early childhood settings, including child
care centres, Kindergarten classrooms, home child care, nursery schools, Ontario Early Years
Centres and other family support programs. It is a living document that will continue to
evolve.
The Full-Day Early Learning-Kindergarten Program (draft version) is the complete draft
version of the program document and includes the introduction and learning expectations.
The introductory portion provides a broad context for the document, including descriptions
of play-based learning and the roles of the teacher and early childhood educator team. The
Extended-Day Program is the companion document for the FOK Before- and After-School
Program.
Early Learning for Every Child Today, The Full-Day Early Learning-Kindergarten Program and
the Extended-Day Program are based on six overarching principles that reflect beliefs, values,
experiences and current research findings.
The six principles are:
1. Early child development sets the foundation for lifelong learning, behaviour and
health.
2. Partnerships with families and communities strengthen the ability of early childhood
settings to meet the needs of young children.
3. Respect for diversity, equity and inclusion are prerequisites for honouring children's
rights, optimal development and learning.
4. A planned curriculum supports early learning.
5. Play is a means to early learning that capitalizes on children's natural curiosity and
exuberance.
6. Knowledgeable, responsive educators are essential.
How Does Learning Happen?
How Does Learning Happen? Ontario's Pedagogy for the Early Years is a professional learning
resource for those working in child care as well as child and family programs. While
supporting pedagogy and program development in early years settings, it builds on
foundational knowledge about children and is grounded in new research and leading-edge
practice from around the world.

How Does Learning Happen? includes goals for children, expectations for programs and
questions for reflection. It promises to strengthen the quality of early years programs and
services across Ontario.
Educators: http://www.edu.gov.on.ca/childcare/EducatorsEn.pdf
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Ontario Early Years Policy Framework
The Ontario Early Years Policy Framework identifies priority areas for action and, most
importantly, seeks to stabilize and transform the child care sector.
This framework builds on our collective progress over the last 10 years and provides a vision
for the early years to ensure children from 0-6 years of age have the best possible start in life.
The framework is supported by a set of principles and is meant to provide strategic direction
to our early years partners both within and outside of government.
Early Childhood Educators (ECEs) and Kindergarten teachers are encouraged to become
familiar with ELECT, The Full-Day Early Learning-Kindergarten Program, the Extended-Day
Program, How Does Learning Happen? and the Ontario Early Years Policy Framework, and to
use appropriate elements of each as they work together to plan programs for young children.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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1.4

Governance and Child Care Centre Management

High-quality child care programs have effective governance structures, comprehensive and
well-functioning policies and procedures and competent leadership.
Child care licenses are generally issued to corporations that are responsible for the ongoing
operations of the child care centre under the Day Nurseries Act (Ministry of Education).
Most corporations providing child care within TDSB schools are not-for-profit. Child care
programs may be part of a multi-service agency or a community-based, parent-led child care
organization. Other agencies, such as the City of Toronto or community colleges, may also
operate licensed child care programs. Toronto Children's Services has developed a set of
standards that non-profit child care corporations must meet in order to receive municipal
funding. (There are a small number of privately owned licensed child care centres operating
within TDSB facilities.)
A non-profit organization may also have charitable status that allows the organization to
issue tax receipts.
Child care centres are encouraged to work collaboratively with principals in addition to
Kindergarten and Parent and Family Literacy Centre staff in order to support the school
community. All new programs in TDSB schools must be operated by approved non-profit or
publicly funded organizations. (Procedure 691 )
Responsibilities of the Board of Directors
This section refers to the board of directors of a non-profit corporation. Information may also
be relevant to other child care organizations.
The Corporations Act requires non-profit organizations to have a board of directors. The board
of directors of a child care corporation is legally responsible for the management,
accountability and operation of the child care centre.

Members of the board of directors are obligated to ensure that the operation of the program
is in compliance with all legislation and regulations including, but not limited to, those
governing incorporation, child care operations, child protection, employment practices and
human rights. Board members should be knowledgeable about all such requirements and
may be held responsible if they knowingly contravene legislation or regulations, or if the
corporation is unable to meet its financial obligations due to the mishandling of its finances.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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All child care centres are subject to the following legislation: www.e-laws.gov.on.ca

The Child and Family Services Act
The Day Nurseries Act
The Early Childhood Educators Act
The Education Act
The Employer Health Tax Act
The Employment Standards Act
The Fire Marshals Act
The Health Protection and Promotion Act
The Income Tax Act
The Labour Relations Act
The Occupational Health and Safety Act
The Ontario Human Rights Code
The Pay Equity Act
The Workplace Safety and Insurance Act
The Safe Drinking Water Act

See also:
Parent Co-operative Preschool Corporation provides support and expertise for boards of
directors through board training, workshops, manuals, regular e-bulletins and additional
resources:
416-410-2667, www.pcpctoronto.org
Ontario Coalition for Better Child Care: Child Care Management Guide Ill
416-538-0628, www.childcareontario.org
Toronto Children's Services Administration Criteria www.toronto.ca/children
• Financial Criteria
• Governance Criteria
Child Care Resource Manual Section 2.1, Role of the Principal
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Child Care Governance
Organizational Chart

Board of Directors
Operator
I
I
I
I
I

The operator is
responsible for the
operation and
management of the
day nursery, including
program, financial and
personnel
administration. The
operator may appoint a
person to be
responsible to the
operator for the day
nursery's day-to-day
operation and
management.

Supervisor
I
I
I
I
I
I
I

Program Staff

Lines of Accountability
Lines of Communication
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Working Together: A Strong History of Collaboration
For more than 25 years, the TDSB has welcomed child care centres into its schools, thus
establishing a long history of leadership in collaborative practice with early years service
providers.
In 2004, the Board adopted the Early Years Policy (P.059) to recognize the importance of The
Early Years Study (McCain & Mustard, 1999), which demonstrates that a child's experiences in
the early years are of critical importance in providing a foundation for attaining success in
school and beyond. The local public school, as the hub of family life in the community,
provides the ideal location for programs and services that support young children and their
families.
The Early Years Policy acts as a framework to support early years activities and initiatives
within the Board. Promoting outreach and strengthened partnerships among early years
programs, the policy is supported by research emerging from the Toronto First Duty Project,
which demonstrated that collaborative programs result in better outcomes for children,
improved program quality and more effective responses to the needs of families (Toronto First
Duty Study, Atkinson Centre for Society and Child Development, 2012).
The Early Years Advisory Committee
The Early Years Advisory Committee advises the TDSB and staff on matters concerning the
implementation of the Early Years Policy and identifies issues of broad community interest
concerning early years programs and services. Members include representatives from Ontario
Early Years Centres, child care centres, Toronto Public Health and Children's Services, as well
as staff and parents/guardians. The committee is co-chaired by a trustee and a community
representative.
The TDSB is also a member of the Toronto Child and Family Advisory Network, a partnership
of agencies and organizations serving families and children. The role of the network is to
enhance community engagement at the local and system level, organize and integrate
services with the goal of improved outcomes for children and align provincial, municipal and
community planning, policies, processes and programs.
Communication with Child Care Operators
To assist the Board in maintaining a current database of information, child care operators are
asked to submit pertinent information on a biannual basis, such as: name of on-site
supervisor, email address, emergency contact and evacuation site.

See also:
TDSB Early Years Advisory Committee
Toronto Child and Family Advisory Network
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Child Care/School Coordination: Overview
Child care centres and FDK Before- and After-School Programs located in school settings
provide a supportive and secure environment for children and families and promote a
continuum of care and learning. Strong partnerships among school, child care and other
community programs encourage consistency and continuity for children as they enter school.
This section offers examples of the many ways in which schools and child care centres can
communicate, collaborate and coordinate activities to provide a cohesive program for
children. The Information Sharing Consent form and the Confidentiality Agreement are
mechanisms that are necessary to enable ongoing communication between the child care
centre and the school in order to best meet children's needs. The procedure for dealing with
students attending child care who have been suspended, expelled or excluded outlines a
collaborative process for schools, child care centres and families. It addresses both the
school's need to ensure a safe environment and the parent/guardian/caregiver and child's
need for outside supports and secure care arrangements.
This section also offers numerous ways in which child care centres and schools can work
together to help children make a positive transition to school and provide a welcoming
experience for parents/guardians/caregivers and children. The TDSB Early and Ongoing
Identification Procedure (EOID) is explained, and specific consideration is given to how child
care centres and schools can support children with special needs.
Finally, guidelines are provided to assist with challenges that may arise with respect to the
joint use of space.
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2.1

The Role of the Principal: Building and Investing in Relationships

According to the guiding principles of the Ontario Early Years Policy Framework, all early
years services and supports must be of high quality and must place the child and the family at
the centre. The school principal plays an integral leadership role in establishing and
maintaining strong partnerships among school staff, child care centre personnel and family
members. It is essential that the principal invests in relationships with the child care program.
When the principal models open and ongoing communication, this strongly encourages the
school staff and child care staff to also build and sustain meaningful relationships, and this
will ensure seamless care for young children and supports for their families.
The following are some examples of the many ways in which principals can foster
communication, collaboration and mutual understanding among all partners and
stakeholders.
Build understanding of the overall functioning of the child care centre
• Become acquainted with staff employed by the child care centre.
• Meet with the child care director/supervisor on a regular and ongoing basis to discuss
matters of mutual interest or concern.
• Although principals cannot be members of the Child Care Board, they can attend child
care board of directors meetings whenever possible to act as a liaison between the
school and the child care centre. (Child care operators are encouraged to make
available agendas of all meetings and to permit the principal to address any meeting
of the child care centre's board of directors, as required.)
Build and sustain relationships
• Arrange an initial meeting with all members of the early years team (child care and
school staff including the administration, teachers, ECEs, lunchroom supervisors) to
establish a common vision and expected practices.
• Get to know the child care director/supervisor.
• Since the principal determines the space to be shared (e.g. storage, wall space,
washrooms), discuss ways of sharing with both school and child care staff that will
meet the needs of both programs. (See Section 2.3 Guidelines for Shared Space
Arrangements.)
• Implement a system for continuous communication for all parties.
• Promote a shared understanding of the different roles and responsibilities between
the child care staff and the school staff, as well as the strengths that each member
brings.
• Invite child care staff to professional development sessions, as appropriate.
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Share information
• Confirm that Information Sharing and Confidentiality Agreement forms have been
signed. (See TDSB Information Sharing Consent Form PR692A.) Obtain copies to keep
on file in the school.
• Share data from sources such as the Early Development Instrument, to review student
needs and individual progress, as well as community needs.
• Invite the child care supervisor to attend the Caring and Safe Schools Team, the Eco
Team (where appropriate) and share the school's Code of Conduct.
• Facilitate the involvement of child care staff in the Kindergarten placement process.
• Communicate and discuss any concerns about the centre's operation, insofar as it may
affect the school community. (It is essential that the child care centre keep the
principal informed of any developments or events that may affect the school
community and the principal do the same for the child care centre.)
Ensure a seamless experience for students and families
• Invite a child care representative to school staff meetings and School Advisory Council
(SAC) meetings.
• Invite a child care representative to be part of parent/guardian conferences.
• Discuss ways of sharing documentation.
• Actively seek out and support opportunities for staff collaboration.
• Send home joint newsletters (school and child care centre).
• Invite ECEs from child care to be part of professional development and professional
learning communities.
Administration
• Become familiar with all TDSB policies and procedures relating to the operation of
child care centres in schools.
• Review the lease agreements to ensure that the child care centre is occupying only the
space designated in "Schedule A" of the agreement, and that the designated space is
being used either as shared or exclusive, as noted in "Schedule A". (This section
describes the "demised premises," which is the space that the child care centre is
authorized to occupy and for which the TDSB receives occupancy costs.)
• Provide adequate notice to child care operators when changes to shared space are
necessary.
• To keep this resource current, principals are asked to ensure that the policies,
procedures and practices contained in this document are updated as required. It is
also suggested that child care supervisors check with the principal and the
Board's website on a regular basis to keep up to date with current policies,
procedures and practices.
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2.2

The Full-Day Kindergarten (FOK) Before- and After-School Program

Ministry Legislation
As part of Full-Day Kindergarten (FDK), school boards are required to offer a before- and after
school program at schools where there is sufficient interest. Operated by licensed third-party
child care providers, the FDK Before- and After-School Program offers children continued
opportunities to learn and grow, providing a seamless day with fewer transitions for children
and families. While the core day is fully funded, the FDK Before- and After-School Program is
cost-recovery from parent fees or municipal fee subsidies for eligible families. For more
information about fee subsidies, visit www.toronto.ca/children/.
The program is offered before and/or after school on school days, professional development
(PD) days and non-school days-such as breaks and during the summer-if there is sufficient
interest.
Determining a Need for the Program: Survey Results and Program Confirmation
Each year during Kindergarten registration month, parents are surveyed to determine
whether there is sufficient interest for an FDK Before- and After-School Program at the local
school. Initial interest is determined based on the parent survey. Where there is enough
interest, schools proceed to the next steps in establishing a program.
In the fall, on-site child care operators are invited to provide the FDK Before- and After-School
Program, should there be sufficient interest. Where there is no on-site operator, a local
community agency will be approached.
If there is sufficient interest according to the survey, the third-party child care provider then
takes the necessary steps to confirm viability through a registration process (e.g. a registration
event or a distribution of a flyer with key program information and collection of a fee deposit).
Parents will receive confirmation of a program by the local school. At schools where there is
insufficient interest, parents who expressed initial interest will be informed that other
arrangements will need to be made for their child's care.
Once established, the FDK Before- and After-School Program is expected to continue in
subsequent years, although parents must be surveyed annually to determine sufficient
interest.
Program Eligibility
Parents who wish to register children in an FDK Before- and After-School Program must reside
within the school's attendance district or be registered at the school.
Children who are enrolled in on-site child care on a full-time basis may register during the
Kindergarten registration period. Parents of children currently attending on-site child care
who wish to continue to receive care for before and/or after school should complete the
survey form indicating a positive response.
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Room Selection and Sharing Space
The Ministry of Education promotes before- and after-school programs that are
complementary to, and aligned with, the core program in order to provide a seamless and
consistent experience for children . The environment should be age-appropriate and support
the interests and needs of Kindergarten-age children. It is expected that schools share space,
equipment and resources with the program (Ministry of Education, Extended-Day Program).
The FOK Before- and After-School Program is therefore best suited to operate within a
Kindergarten classroom.

Principals determine which Kindergarten rooms are most appropriate to accommodate the
program, taking into account a number of considerations-such as licensing requirements,
parent access and security issues. Additional alternate space is also designated to provide
flexibility as required.
Sharing arrangements are facilitated where child care and Kindergarten staff work together to
organize room set up and plan jointly for the use of equipment and materials. (For further
information, see Section 2.3 Guidelines for Shared Space Arrangements.)
Program
Offered by teams of Registered Early Childhood Educators (RECEs), the FOK Before- and After
School Program is guided by the Extended-Day Program, which aligns with The Full-Day Early
Learning-Kindergarten Program (draft version). The program includes a mix of exploration,
guided and independent activities, quiet time and outdoor play.
Ministry Licensing and City Approvals
The program is licensed under the Day Nurseries Act. Licensing regulations include room size
and set up, availability of washrooms and sinks (hand washing and food preparation),
maintenance and lighting for exits and fire code compliance. Inspectors from the Ministry of
Education, Toronto Public Health and Toronto Fire and Buildings Departments visit and
approve the space for the program. The maximum group size per room is 20 students with a
staff ratio of one (1) to 10 students. However, there are some programs licensed for 24
students with a staff ratio of one (1) to 12 students for one or all rooms, depending on the
number of Senior Kindergarten students in the program.

The third-party provider is responsible for preparing the site for licensing approval. The City,
in partnership with licensing and boards of education, has developed a Municipal Approval
Procedure to assist with the licensing process. The Third Party Extended Day Room Checklist
(in Forms section) is aligned with the City Operating Criteria.
The licensing process is facilitated where child care and Kindergarten staff work together to
organize room set up and plan jointly for the use of equipment and materials. (For further
information, see Section 2.3 Guidelines for Shared Space Arrangements.)
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Start Date for Children Attending the FOK Before- and After-School Program
There is no staggered entry for Kindergarten children attending the FOK Before- and After
School Program. They must all be able to start full-day school on the first day.
Space Survey Process, Lease Agreements, Occupancy Cost, Permit Fees
Once the program is confirmed, the space survey form is completed by the operator and
signed by the principal. It is used as third-party confirmation for the licensing application and
also generates the FOK Before- and After-School Program lease agreement.

Occupancy costs are applied for the use of program space during July and August. The
occupancy cost is revised yearly.
Permit fees are applied for use of program space on Easter Monday and the TDSB lieu day for
Remembrance Day (usually during the Winter Break). (See Permit Arrangements - Appendix
D.)
Third Party Service Agreement
The Third Party Service Agreement is a confidential legal agreement whereby the third-party
provider commits to offer the FOK Before- and After-School Program on behalf of the Board.
This agreement outlines service requirements and parties' responsibilities and is coordinated
directly between the child care operator and TDSB Business Services.

See also:
Ministry of Education, Full-Day Kindergarten, Before- and After-School Programs
http://www.edu.gov.on.ca/Kindergarten/whathappensbeforeandafterschool.html
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2.3

Guidelines for Shared Space Arrangements

School-age child care programs for children 6 to 12 years of age usually operate in shared
school space. Where shared space is assigned to the child care centre, the space is used for
school programs during school hours, as indicated in the Lease Agreement.
As part of the Full-Day Kindergarten program, schools are mandated to offer a Before- and
After-School Program for four- and five-year-olds where there is sufficient interest. The
Ministry of Education promotes programs that are complementary to, and aligned with, the
core program in order to provide a seamless and consistent experience for children. The
environment should be age-appropriate and support the interests and needs of
Kindergarten-age children. The FDK Before- and After-School Program is therefore best suited
to operate within the Kindergarten classroom(s).
Child care and FDK Before- and After-School Programs have access to shared space before
and after school on full days and, in most cases, on school holidays and PD days. Because such
space is normally funded through the pupil grant formula, occupancy costs (i.e. rent) are not
applied during the school term. Occupancy costs are charged for the summer months only.
The school staff room is to be made available to meet Day Nurseries Act regulations for a child
care staff rest area during all 12 months of the year, if required. However, the staff room
availability is conditional on the needs of the school, within reason. The staff room is for the
use of child care staff during lunch and breaks only, and it should not be used for any other
purpose unless otherwise approved by the principal or through the permit process. Child care
operators should ensure that all staff sign the Confidentiality Agreement (Forms section)
before using the staff room. A permit or lease is not required for use of the staff room by child
care staff during lunch and breaks only.
Honest and respectful communication is the key to making the core instructional day and
extended day work effectively for children, families and the members of the Early Learning
Kindergarten team. Sharing classroom space requires communication, cooperation and "give
and take" among all members of the team. (See: Full-Day Early Learning-Kindergarten
Program and the Extended-Day Program.)
To assist in your planning, the "Planning for the Use of Shared Space" chart below includes
suggested areas to focus on during your planning process.
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Planning for the Use of Shared Space

•

Review the daily schedule and access to the shared room keeping in mind how a child will
experience the flow of the day.

•

Consider strategies to provide flexibility of access to shared room (i.e. scheduling of outdoor
time, use of an alternate room such as the gym several days per week or combining groups in
the morning, if permitted by licensing).

•

Consider how equipment, furniture and materials will be shared and how others will be stored .

•

Create opportunities for ongoing communication among all staff who are sharing the space
(e.g. communication book, scheduled meetings).

•

Share information about specific needs of each program (Licensing and City Operating Criteria
for Third Party Program, prep time and parent interviews for teachers). See Third Party
Extended Day Room Checklist (Forms section).

•

Coordinate when teachers will be doing their set-up for September so child care can relocate
into alternate space, if required. This could be communicated in a quick email or phone call to
child care staff, or facilitated through the principal later in the summer.

•

Coordinate the use of space for after-school use (e.g. parent-teacher Interviews, school
concerts, open houses, etc.)

•
•

Coordinate the daily transition from child care to school, and from school to child care .
Discuss guidelines for communication with parents/guardians (See TDSB Information Sharing
Consent Form).

•

Consider security and how students will enter and exit the room .

•

Consider how parents and children will address the team.

•

Share and review transition routines.

•

Identify or create space for displaying children's work and parent/guardian information.

•
•

Discuss cleanup expectations and routines for staff and students.
Share and review behavioural expectations for students.

•

Plan for food service in the room (e.g. Where will food be prepared or stored?) .

•

Coordinate the purchase of new equipment and furniture.

•

Discuss a process for the replacement of lost or broken items.

•

Remember that we are there to provide the best experience for the children .

I

See also:

Child Care Lease Agreement
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Province of Ontario Day Nurseries Act: Building and Accommodation, Equipment and
Furnishings Program: www.e-laws.gov.on.ca
Children's Services, City of Toronto: www.toronto.ca/children
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2.4

The Transition to Kindergarten

The Kindergarten classroom is often the child and family's first connection to elementary
school. It is therefore crucial that this connection be positive and welcoming for all involved.
The transition to Kindergarten can be a stressful period for some children and
parents/guardians. Children frequently experience stress in an unknown environment,
especially when separated from parents/guardians or familiar caregivers. Families may be
unsure of how their children will adjust and how the school will nurture their children's
growth and development. Parents/guardians want to have their children welcomed and
respected, and to ensure their children's needs are being met, that their concerns are heard
and that they receive information they have requested or feel they need.
Principals can begin by considering how they, as liaisons, and their staff members can reach
out to and welcome each institution and organization that influences the lives of
preschoolers and their families. To do this, they should first determine:
•
•
•

which organizations are involved
what information these organizations need
how this information is best communicated

A pamphlet or a PowerPoint presentation showing "A Day in the Life of the Kindergarten
Child" could help to illustrate events that often occur in the transition to school. Transition
meetings could also be held with the child care centre or support agency to explain
Kindergarten routines, curriculum expectations and forms of assessment.
Principals might also consider arranging for Kindergarten teachers to visit child care programs
that serve the school, allowing the Kindergarten teachers to better understand how the child
care program is organized and what its expectations are. Visits could also be arranged for
child care staff to visit Kindergarten classrooms, which can help fuel positive communication
between school and child care staff.
The Developmental History Form and the Information Sharing Conference establish a starting
point for learning about each child and family. The Information Sharing Conference is an
opportunity for those who know the child best (usually the parent or guardian) to share
pertinent information. It also gives families an opportunity to ask questions. The information
gathered from these sources provides a benchmark from which planning can begin.
The checklist that follows includes a variety of practices that have been effective in
supporting the successful transition to Kindergarten.
See also www.tdsb.on.ca.
Click on: Early Years, Kindergarten
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Ways to Facilitate the Transition to Kindergarten
The following strategies may assist school staff with preparations that support the transition
from child care to Kindergarten.
Strategies for Preparing Children and Families for the Transition to Kindergarten

•

Include various staff members in planning the transition to Kindergarten (e.g. administrators,
Kindergarten teacher, child care staff and Parenting Centre staff).

•

Communicate information about dates for registration and required information and
documentation through a variety of channels (e.g. letters home, banners in front of the school and
posters in places such as Early Years Centres, health centres and libraries).

•

Where appropriate, include child care staff, health care professionals, agencies or ethno-cultural
community program workers to participate in, or assist with, registration.

•

Families, including children, are welcomed to the school by the principal and staff. There is a
comfortable, aesthetically pleasing area in which to wait. Where possible, there are activities
available for children that are similar to those in the Kindergarten program.

•

Have Kindergarten classes prepare a "Welcome to Our Class" booklet or classroom blog with
photos showing what happens in the Kindergarten classroom.

•

Parents/guardians receive the Developmental History Form, which they complete at the time of
registration, at home or with the teacher. Teachers meet with parents/guardians about the
Developmental History Form before the next reporting period.

•

Provide parents/guardians with a welcome package. This might include a welcome message from
the children currently enrolled in Kindergarten, a children's book, materials for drawing and
modeling and/or information about school routines.

•

In the spring, a meeting for parents/guardians is held to discuss expectations for Kindergarten and
how parents/guardians can support their children at home. Develop a plan for those children who
have expressed fears about coming to Kindergarten.

•
•

Invite child care staff to participate in "Welcome to Kindergarten" evening.
Encourage staff to ensure each child receives a personal letter or a phone call before starting
school. The teacher might highlight activities that will be happening in the Kindergarten.

•

Teachers meet to plan student placement and may ask child care staff about parental preferences
or about group or individual needs. Literacy workers may also be included in the conversation.
Note: Parents/guardians need to sign the TDSB Information Sharing Consent form (see Forms
section).

•

Information about registration is sent to agencies assisting children with special needs .

•

Host transition-planning conferences for children with special needs. Parents/guardians of children
with special needs are invited to share important information, such as how to operate assistive
devices.

•

Provide parents/guardians information about local TDSB Parenting and Family Literacy Centres,
Ontario Early Years Centre and summer programs.
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The following strategies may assist child care staff with preparations that support the
transition to Kindergarten.
Strategies for Child Care Staff (On and Off School Sites):
Supporting the Transition to Kindergarten

•
•
•
•
•
•
•
•

Share information with the school about the child care programs .
Work with the school to plan for effective transitions .
Visit and observe Kindergarten programs, and invite school staff to observe the child care program .
Plan joint activities (e.g. registration, trips, special events, etc.) .
Assist with Kindergarten registration, where appropriate .
Share information about children, provided that the TDSB Information Sharing Consent form has
been signed (e.g. suitability of a.m. or p.m. placement, separation of children, need for naps).
Address transportation needs for children attending regional programs .
Provide formal and informal times to talk to children about Kindergarten (e.g. during group time,
while taking a walk around the school, when children seem apprehensive).

•

Become acquainted with the Full-Day Early Learning Kindergarten Program draft and provide a range
of developmentally appropriate activities for children in support of it.

•

Provide activities that support the development of the whole child-physically, socially, emotionally and
cognitively. Provide a range of activities that will help children develop oral language skills (i.e. those
that model and scaffold language, teach rhymes and chants, provide concrete experiences). Allow
children to choose from a particular range of activities.

•

Provide a learning environment that provides for hands-on exploration of learning materials and for
interaction with adults and others.

•
•
•
•
•
•

Discuss routines, rules and the daily schedule so children feel comfortable and confident.
Engage children in learning strategies for problem solving and in the inquiry process .
Read to children each day from a wide variety of books .
Make the connection between spoken and written language .
Encourage children to do self-help tasks independently (e.g. dressing, washing their hands, tidying up) .
Discuss feelings, allow children to name their feelings and provide opportunities for children to express
their feelings through dramatic play or problem-solving situations.

•

Provide opportunities for children to learn about mathematics through the hands-on exploration of
materials.

•

Provide opportunities for children to play games related to mathematics and to hear stories involving
mathematics and mathematical concepts.
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Strategies for Involving Parents/Guardians in the Transition Process

•
•
•
•
•

•
•
•

Provide information about the school that the child will be attending .
Provide information about the school's registration process .
Invite Kindergarten staff to come to a parent meeting (in the child care setting) to talk about
Kindergarten.
Discuss the Optional Attendance Policy with parents/guardians .
Discuss the changes that may take place for children (e.g. the ratio of adults to children in the school
setting, the availability of services).
Discuss the transfer of records and obtain consent to share information, where appropriate .
Encourage parents/guardians to attend orientation events at the school.
Support parents/guardians of children with special needs by offering to accompany them to case
conferences and by addressing their transportation needs and issues.
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Appendix A
A. 1

Supporting Children with Special Education Needs

Purposeful planning for the transition from child care to Kindergarten is essential for ensuring
a smooth and successful school entry for children with special needs. At this significant time
in a child's life, it is important that the child care centre, support agency, school and parents/
guardians communicate openly and coordinate their efforts to provide support and make
appropriate placement decisions.
In planning school entry for children with special education needs, child care centre staff
members are encouraged to:
• discuss the transition to school with parents/guardians prior to school entry
• provide support to parents/guardians, encouraging them to begin the registration
process at the home school as soon as possible in the year prior to Kindergarten
registration
• ensure that the signed TDSB Information Sharing Consent form PR692A (Forms
section) is in place
• invite, with parental/guardian consent, the TDSB Family of Schools Special Education
consultant to observe the child in the child care setting, as required
• encourage parents/guardians to request a meeting with the school principal
• offer to attend this meeting and suggest that the school's Methods and Resource
Teacher (MART), the Children's Services resource educator and, where appropriate, the
Special Education consultant be invited to this discussion
• bring all relevant reports and information to the meeting to assist in identifying the
strengths and needs of the child
• address transportation needs and issues, if appropriate (see Transportation of
Children Attending Regional Programs)
• discuss any difficulties that occur during this process with the supervising principal of
Special Education for the region
The City of Toronto Children's Services Division strives to ensure that children with special
needs have access to child care services in their own neighbourhoods. To support the
inclusion of children with special needs, the City funds a variety of agencies that deliver
consultation and support services to licensed child care centres. Toronto Children's Services
and the TDSB have jointly developed a set of principles and an implementation strategy
regarding the transition of children with special needs from child care to school. (See
Principles and Implementation Strategy: Transition from Child Care to Elementary School for
Children With Special Needs, page 48.)
•

A range of services is available to meet the individual needs of children with special
needs and to support the child care staff. Services may include intensive support,
consultative services and/or in-service training and workshops.
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•

•

Services are also available to families. These services may include assisting with
accessing a child care program, assisting the child with the development of specific
skills or connecting with community supports and services.
Services are provided within a geographic area and may be accessed through the child
care centre, directly through a special needs resource agency or by contacting the
Children's Services resource supervisor for the area. CITYKIDS provides a single point
of access and coordination to specialized services and is designed to meet the needs
of children with multiple special needs. Referrals to CITYKIDS can be made by calling
416-920-0KID (6543).

It is essential that children with special needs who attend both school and child care
programs be provided with consistent strategies and common messages. Ongoing
coordination and communication between child care staff and school staff is vital to
achieving this end. Consistency between all settings begins with the Expert Panel Members'
Shared Beliefs as described in the Ontario Ministry of Education Document Learning for All: A
Guide to Effective Assessment and Instruction for All Students, Kindergarten-12 (2013).
Our Shared Beliefs
• All students can succeed .
• Each student has his or her own unique patterns of learning.
• Successful instructional practices are founded on evidence-based research tempered by
experience.
• Universal design and differentiated instruction are effective and interconnected means of
meeting the learning or productivity needs of any group of students.
• Classroom teachers are the key educators for a student's literacy and numeracy development.
• Classroom teachers need the support ofthe larger community to create a learning
environment that supports all students.
• Fairness is not sameness.

Adapted from Education for All, K-6, pp. 4-5.

Additionally, all children experience the greatest level of success when instruction responds
to the characteristics of a diverse group of students and is precisely tailored to the unique
strengths and needs of each student. This success can best be achieved using the principles
and guidelines associated with three instructional approaches:
•
•
•

Universal Design for Learning (UDL)
differentiated instruction
tiered approach to prevention and intervention

Used in combination, UDL and differentiated instruction enable teachers "to respond
effectively to the strengths and needs of all students." (Ontario Ministry of Education (MOE),
2013, p. 12).
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Learning for All (2013) also states:

The tiered approach to ongoing prevention and intervention embodies principles of UDL
and differentiated instruction, offers a systematic method for the early identification of
students who are experiencing particular difficulties and, through ongoing monitoring
of their progress, provides the precise level of support those students need. All these
approaches help improve student achievement because they rely on greater
personalization and precision in instruction. Their success depends on educators' clear
understanding of their students' strengths and needs, the types of learners they are,
their readiness to learn in a given subject at a given time, and the kinds of activities
that are likely to engage their interest and stimulate their thinking. (Ontario Ministry of
Education (MOE), 2013, p. 12)
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Early and Ongoing Identification Procedure (EOID)
Early and Ongoing Identification and Intervention
Early and Ongoing Identification and Intervention are recognized as contributing to the well
being of all children. A continuous assessment and program planning process should be
initiated when a student is first enrolled in a TDSB school, and should be ongoing throughout
a student's school life. Procedures to identify each student's level of development, learning
abilities and needs should be in place, and educational programs should be designed to
support these needs and to facilitate each student's growth and development.
It is critical that early and ongoing identification and intervention strategies for students at
risk be a priority in a// grades, not just the primary grades. This is especially important as
students make the transition to secondary school. Students who have difficulty achieving
curriculum expectations are at risk of not completing their diploma requirements and
dropping out of school.
Boards are therefore expected to provide a range of programs to assist students in meeting
the curriculum expectations. These programs should include early identification of learning
needs, appropriate teaching strategies, ongoing assessment and communication with
parents/guardians and students.
Procedures and communication should be sensitive to each student's family background.
Implementation
The current procedure for Early and Ongoing Identification began in the 2003-2004 school
year to:
• Provide compliance with Ministry of Education standards and the requirements of the
TDSB Special Education Plan
• Ensure that schools are able to identify each student's level of development, learning
abilities and needs upon entering the TDSB
• Support successful transitions to school
• Enable teachers to use the information to plan appropriate programs for all students
• Provide the starting point for ongoing identification and tracking of students at risk
• Provide relevant data related to student development and needs, which can be used
to track students over time
• Provide schools with information to identify trends and patterns in the school
community
Process and Procedures
The revised Kindergarten to Grade 2 - New Student Registration: Developmental History
Form (PR.512 SCH) procedure provides a process for gathering important information about
students' pre-school development, family background and health history for purposes of
supporting ongoing program planning when students first enter school, up to and including
Grade 2.
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The principal shall provide assistance to parents/guardians, as needed, with the completion
of the Developmental History Form. The school principal ensures there is a scheduled time for
parents to meet with the child's teacher to discuss the information in this form. The
Developmental History Form is filed in the child's Ontario Student Record (OSR) and the
principal/vice-principal and child's teacher(s) have access to the information in the form. The
principal is expected to ensure that school staff review the information and use it to support
the learning needs of students.
As part of ongoing assessment, teachers observe the student in a variety of learning
situations to gain understanding of the student's development (physically, socially,
emotionally, linguistically and intellectually), and record significant details of the student's
growth and learning. Where program modifications and accommodations are necessary, the
teacher can consult with the In-School Support Team (IST) to recommend strategies, results
and next steps. When further planning or consultation is needed, a referral is made to the
School Support Team (SST). The School Support Team has access to TDSB Professional
Support Services staff to assist the teacher in successfully programming for a student with
special education needs and for determining appropriate next steps.
Entry Planning for Students with Special Needs
Some students with special education needs who are newly registered but not yet attending
a TDSB school may require an intensive support special education program upon enrolment.

When approaching a TDSB school for registration, parents/guardians are encouraged to share
all pertinent information with the school principal about the special educational needs of
their child. After principal consultation with members of the School Support Team (SST), it
may be determined that referral to a Special Education Program Recommendation
Committee (SEPRC) is appropriate to facilitate more immediate placement in an intensive
support program. (For more information, please see the section on Special Education
Program Recommendation Committee.)

The following chart ("Early and Ongoing Identification Flow Chart") outlines entry planning
for students with special education needs.
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Early and Ongoing Identification Flow Chart
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Early and Ongoing Identification Process

MOST CHILDREN
REGISTRATION

REGULAR CLASS PROGRAM

• The parent/guardian registers
the child at the home school
by address.
• The TDSB registration form is
completed by school
personnel or by the parent or
guardian.
• At registration,
parents/guardians may
indicate that their child has
special education needs.
• Parents/guardians are
encouraged to share any
pertinent documents/
assessments from doctors
and other professionals after
signing a Release of
Information form.
• The TDSB Developmental
History Form (for all new JKGrade 2 students) is completed
by school personnel or by the
parent/guardian. If not
completed at the time of
registration, a return date is
requested.

• Following registration, most
children will be placed in a
regular classroom.
• Some children may require a
Transition Planning Conference
or may be referred to the local
School Support Team.
• An Information-Sharing
Conference between the
parent/guardian and teacher is
held before the next reporting
period.
• The TDSB Developmental
History Form, completed as
part of the registration process,
forms the basis for this
conference.

ONGOING CLASSROOM
ASSESSMENT AND
MONITORING

• Ongoing assessment and
monitoring is a continuous
process and is part of the
regular classroom program.
• Through this process, some
cases may be referred to the
local School Support Team for
additional discussion and
decision making.
• Parents or guardians are
informed of any referrals to the
School Support Team.
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A FEW CHILDREN
TRANSITION PLANNING
CONFERENCE

SCHOOL SUPPORT TEAM

• Identified through the
registration process, a
Transition Planning Conference
shall occur for a child:
- receiving service through
Preschool Initiative
programs
- receiving specialized support
in a preschool child care,
nursery school, hospital
program, at home or
through private consultants
- returning from a specialized
placement, such as a
diagnostic setting
- who is exiting an Intensive
Behaviour Intervention
Program (IBI) to enter full
time school (Connections
Initiative)
• The conference will include the
principal or a designate, the
teacher, special education staff
and the parent or guardian. It
may include other TDSB
professional staff and agency
personnel, if appropriate.
• Wherever possible, the
conference should take place
prior to school entry in order to
arrange for the provision of
appropriate supports and
equipment. A referral will be
made to the local School
Support Team following
registration.
• A Transition Planning
Conference may:

• A child for whom there has
been a Transition Planning
Conference will be referred to
the local School Support Team
for follow-up.
• From information provided on
the Developmental History
Form, a child may be referred
to the local School Support
Team.
• Parents/guardians are
informed of any referrals to the
local School Support Team.
• The School Support Team may:
- recommend strategies for inclass and/or home support
- develop a plan for in-school
support
- request additional
information (e.g.
assessments) from the TDSB,
hospital or agency
professional support services
to clarify the child's strengths
and needs
- initiate the process for
proceeding to an
Identification, Placement,
and Review Committee
Process (IPRC)

ONGOING CLASSROOM
ASSESSMENT AND
MONITORING

•
•

Ongoing assessment and
monitoring is a continuous
process in every classroom
Students are discussed at the
School Support Team, as
required.
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A FEW CHILDREN
TRANSITION PLANNING
CONFERENCE

SCHOOL SUPPORT TEAM

ONGOING CLASSROOM
ASSESSMENT AND
MONITORING

-

recommend a referral to
the local School Support
Team
- recommend an Individual
Education Plan (IEP)
- request a Special
Education Program
Recommendation
Committee (SEPRC) where
prior contact has occurred
and assessment
information has been
provided
• More than one transition
planning meeting may be
required.
• Students in the Connections
Initiative are involved in
transition planning for 6
months prior to entry and 6
months after.
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The Tiered Approach Model
(From Learning for All, p. 22)
The tiered approach to prevention and intervention is a systematic approach to providing
high-quality, evidence-based assessment and instruction and appropriate interventions that
respond to students' individual needs. It is based on frequent monitoring of student progress
and the use of assessment data, focusing on learning rate and level, to identify students who
are facing challenges in learning and to plan specific assessment and instructional
interventions of increasing intensity to address their needs effectively. The tiered approach
can be used to address both academic and behavioural needs. The nature, intensity and
duration of interventions may be decided by teachers individually or in collaboration with a
school team, always on the basis of evidence derived from monitoring student achievement.
The tiered approach can:
• facilitate early identification of both students who may be at risk and students who
may be in need of greater challenges
• ensure appropriate and timely intervention to address these students' needs and
significantly reduce the likelihood that they will develop more intractable problems in
the future
(Vaughn, Linan-Thompson, & Hickman, 2003)

Figure 5. The Tiered Approach
For
students who
require Intense
support to achieve
learning goals, even more
precise andpersonalized
assessment and Instruction
are planned, often wilh the he~
of tl1e in-school team and/or other
available resources. Monitoring of
progress continues.

On the basis of assessment resul ts,
ddferenliated instruction and interventions are
planned for students who are facing learning
challenges in aparticular area, or in general.
Student progress in re sponse to these
interventions Is closely monitored,
and instruction is adjusted as needed.

Assessment and instruction are planned in relation to the
curriculum for all students, applying principles of UDL and DI.
The teacher observes, monitors student progress,
and notes which students may be experiencing difficulty.
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THE TIERED APPROACH AT THE TDSB
The tiered approach ensures that each student receives the required assessment and
instructional strategies to maximize success. Some strategies are used with all students, such
as differentiated instruction. Other strategies are used for some students who require an
increased level of personalized support. A few students will require more intensive
interventions.
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Tiered Model of Support for the Early Years

Involvement of
outside agencies and
supports,
lmmediale Response
from Central
Supports.

TIER3:
Fora FEW

Crisis Management
Safety Plan
Comp lex Case Management
Management of Emergency
Medical concerns
Begin discussion al School
Support Team meeting,
{SST) consideration of
additional assessments,
accessing supports
through PSS, review of
stralegies in existing
reports, Access Form to
other Central resources,
targeted Professional
Learning sessions

Targeted, individualized,
personalized strategies
Intentional teaching ________ Modeling

TIER2:
For SOME

Priming_ ___________ Prompting ________ Reinforcement
Reduction in complex ity & number of tasks and instructions
Change in frequency , duration of expectations
Modified Curriculum ___________________________ Data Collection
Intentional partnering for peer interactions
Specialized communication system
Attention to sensory concerns and personal space

School based supporl
Discussion al IST
Implementation of
straJegies
recommended at IST

Differentiation in academics, assessment, routines, learning centres,
behaviour expectations; developmentally appropriate
Learning Environment - use of space including outdoors, organization of colour, sensory
considerations, materials

TIER 1:

Structure of the day; clear, consistent routines, especially for transitions
Use of visual schedules, hierarchy ofvisuals

Multisensoty approach

Relationships - adult to adult, child to adult, child to child - clear feedback and rapport
Positive Reinforcement
Pro-social skills and self-regu lation - intentional instruction
Ongoing Ob setvation and data collection
Building of Independence

Access to print resources

Fine and Gross Motor Development

Speech and Language Development

See also www.tdsb.on.ca .
Click on:
~
Elementary School
~
Special Education
Special Needs, Children's Services: www.toronto.ca/children or KIDS line: Tel: 416-392-0KID (6543)
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Entry Plan for Students with Special Needs
Some students with special needs, who are newly registered but not yet attending a TDSB school,
may require an intensive support special education program upon enrolment. After principal
consultation with members of the School Support Team (SST), it is determined whether or not a
referral to a Special Education Program Recommendation Committee (SEPRC) is appropriate.
Entry Plan for Students with Special
Needs

Person Responsible

Timeline

Child is pre-registered (paper pre-registration) in home
school by address as early as possible in the year prior to
the year of school entry.

Home school
Parent/ Guardian

School welcomes family and supports family throughout
the pre-registration and, if necessary, the SEPRC process.
Parents/ guardians provide school with pertinent
documentation with consents (as appropriate) to confer
with others.
Parents/ guardians are given Guide to Special Education
for Parents/ Guardians.
The principal confers with the Family of Schools
consultant and other members of the SST as appropriate.
Special education staff may visit those students who fall
within the low incidence spectrum (i.e. Developmental
Disability, Physical Disability).
Where it is determined that a SEPRC meeting will proceed,
a referral is completed by the home school and submitted
to special education staff for scheduling.
Complete SEPRC meeting prior to school attendance.

Home school

Up to 9 to 12 months before attendance in
school for those students who are entering
TDSB in JK/ SK. Ongoing and throughout
year for all other students
Ongoing

Parent/Guardian

As soon as possible and ongoing

Home school

As soon as possible

Special education staff
Principal

Ongoing after registration occurs

Home school

As soon as possible

Special Education
Coordinator

May be completed prior to school
attendance

Special Education
Coordinator

Subsequent to Case SEPRC

Special Education
Coordinator
Home school
Receiving school
Special education staff

Subsequent to offer of placement

Where a special education intensive support program is
recommended by the SEPRC and agreed to by the
parents/ guardians, a specific special education program,
with location noted, is offered. Where an intensive support
special education program is not recommended, the child
may register in the home school by address where the
school-based special education resources will be available
to provide support if deemed appropriate by one of the
school's support teams.
Where an intensive support program is offered,
parents/ guardians are offered a visit to the program prior
to signing final permission.
If required, a transition-planning case conference will
occur to address the special needs and requirements that
a student may have upon school entry. Parents/ guardians
and agency staff as appropriate may be involved.

Subsequent to determining school
placement; will involve school
administration, parents, special education
staff, school staff and agency staff, as
appropriate
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Entry Plan for Students with Special
Needs

Person Responsible

Timeline

Develop transition planning strategies, as required. An
entry process for September will be shared with families,
including transportation arrangements. A written action
plan may be completed and shared with all participants.

Principal (or designate)

May-June

Schedule follow-up meeting(s), as needed.

Principal (or designate)

May-June

Where an intensive support special education program
has been accepted by parents/ guardians, an
Identification, Placement and Review Committee (IPRC)
will be convened after the student has been in the
program for a period of approximately 3 to 6 months, with
the exception of students in Kindergarten who will have
their IPRCs in the spring of their Senior Kindergarten year
in preparation for the primary grades.

Principal (or designate)

3 to 6 months after placement in the
program for students in Grades 1 and 2
Spring of Senior Kindergarten

In addition to the above procedures, the following also occurs for students who fall within
the Low Incidence spectrum (i.e. students with developmental delays, physical limitations)
Entry Plan for Students with Special
Needs

Person Responsible

Timeline

Presentations are made (prior to JK entry) to outside
agencies regarding the entry process for students new to
TDSB.
TDSB will send a letter regarding pre-registration to
selected preschool programs serving students with special
needs.
Letter will also be sent to Toronto Children's Services
Special Needs Unit, distributed through the Early Years
Advisory Committee and Principals, as informed by the
committee.
Preschool programs/agencies forward names of potential
students to Special Education Low Incidence coordinators.
Special Education Low Incidence coordinators will notify
TDSB schools of pending pre-registrations.
Special Education Low Incidence coordinators maintain a
list of preschool students and track them through the
intake process.
Please Note: Children who are three years old and who
have significant hearing loss may qualify for a special
education class placement in Deaf and Hard of Hearing
programs.
Children who have an Autism Spectrum Disorder may
receive additional transitional support (e.g. Connections for
Students).

Special Education Low
Incidence Coordinators

November

Special Education Low
Incidence Staff

January

Early Years Advisory
Committee members and
Child Care Services

January

Preschools/ Agencies

Upon receipt ofTDSB letter

Special Education Low
Incidence Coordinators
Special Education Low
Incidence Coordinators and
Special Education staff
Central Coordinator - Deaf
and Hard of Hearing

Upon receipt of information

Central Coordinator 
Autism Services

Please contact your Family ofSchools Special Education Consultant for further information.

Ongoing

Ongoing

Ongoing

Revised July 13, 2013
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Principles and Implementation Strategy: Transition from Child Care to
Elementary School for Children with Special Needs
As children prepare to enter school, it is important that there is a clear process for transition.
Children with special needs often require more intense planning in order to have equal
opportunities to reach their full potential.
Supportive transitioning requires a collaborative approach from all key participants: the child,
the family, the school, the child care program, the Special Needs Resource Staff (SNRS) and
any other relevant agencies. Special Needs Resource staff can support parents who request
their service with the process of their child's transition to school.
An effective transition plan begins in the fall of the year prior to school entry. As part of their
role in building relationships between families of children with special needs, schools and
child care centres, Special Needs Resource staff can arrange a visit through the principal to a
child's home school in their cluster during the school year to exchange information on
services provided for children with special needs. Schools will provide information about the
school and board services that can be shared with parents and staff. This information will
assist parents as they plan for the transition of their child to school.
Identifying key roles and responsibilities with a clear action plan will provide parents with
information to ensure optimal success for their child's school years.

Guiding Principles:

•
•
•
•

Respect for diversity, equity and inclusive practices
Partnerships that promote sharing of expertise, knowledge and resources
Recognition of the strengths of the child to promote positive outcomes
Flexibility to meet the needs of the child and family
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Implementation Strategy:
Timing

Plan

Responsibility

Prior to entry to school
As soon as
possible

February

- SNRS will identify children who will be attending
school in September ofthe following year

- SNRS

- SNRS will meet with the family to determine the
extent of assistance needed for transition

- SNRS arranges meeting with parents
and child care staff

- Once the appropriate school board for the family
has been identified, written consents will be
obtained to share relevant information with the
school board

- SNRS reviews consents with the
parents and obtains signatures
between parents, school board and
SNRS to ensure communication
between all parties can occur

- SNRS will begin preparing information to be
shared with school board (e.g. School Transition
Report)

- SNRS will prepare documentation

- Family registers child at their home school and
informs child has extra support needs

- Parents/guardians register children at
home school

- Parents are given the Board's "Parents' Guide to
Special Education" (web info page)

- SNRS will provide support as
necessary or requested

-

Family completes any other appropriate forms
(e.g. developmental history and other school
board forms)

- Once it is agreed upon by the school and parents
that the child may require additional school
services, the principal will contact their Family of
School's consultant. The student may be
discussed at the School Support Team. For
children with a very high degree of special needs,
and with appropriate documentation of their
needs, the Special Education Program
Recommendation Committee (SEPRC) process
may begin. Or, an IPRC may be held at any point in
the following months. Special education staff may
visit those children who fall within the Low
Incidence spectrum (i.e. Developmental Disability,
Physical Disability)
- Primary contact person identified for school
transition within each program or agency

- The home school principal gives
parents the "Guide to Special
Education" (web info page); principal
or designate will share the entry
process with the parents
- Principal or designate will share the
entry process with the parents
- Parents/guardians complete required
forms and provide the home school
with any necessary documentation
that will help identify the child's
strengths and needs
- The home school principal will contact
special education staff
- Principal may initiate the SEPRC
process
- Each agency will identify primary
contact person
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Timing

Plan

Responsibility

Prior to entry to school
May to June

- If required, a transition planning case conference
may occur to address the special needs and
requirements that a child will need upon school
entry

- Home school (principal or viceprincipal) will arrange transition
planning case conference as needed
in conjunction with parents, SNRS,
centre staff, other school staff and
anyone else appropriate

- Meetings will include the principal or a designate,
appropriate teaching staff, parents, child care and
SNRS, in addition to anyone else as appropriate
- Plan of action to be developed during
- Develop transition plan/strategies for supports
focused on environmental issues, accessibility and
transition meeting
developmental needs
- A written summary with action steps is to be
completed as part of this case conference and
shared with all participants

- Principal or designate will provide a
summary to everyone

- Follow-up meeting to be scheduled as needed

- Parent and school may agree to a
follow up meeting as required.
- SNRS will support families by
providing relevant information and
support at any follow-up meetings

June

- Entry process for September will be shared with
families (e.g. staggered entry, transportation)

- Principal or designate will share the
entry process with the parents

- Note: Transportation arrangements may not be
finalized until start of school year

- School staff will provide
transportation forms, if required;
transportation department will advise
of transportation arrangements

- If the student's school location has been
- School will provide info on parent
determined, families will be encouraged to attend
information sessions
any parent information nights (Open House or
Welcome to Kindergarten sessions); parents will
- SNRS will support upon parental
request such as attending with parent,
have an opportunity to become familiar with the
school environment and, if possible, meet the
or reviewing information
assigned teachers for the upcoming school year
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School entry and transitional support
September to
January

- SNRS to follow up on children during the transition - SNRS will contact parents and school
to support their adjustment
to determine follow-up support
- This may include:
- School principal will arrange meetings
> a maximum of three visits to the Kindergarten
as necessary with parents, school and
centre staff to close transition support
class
> team meeting with parents, school staff, SNRS
from SNRS staff to school
- School principal may initiate an IPRC
and/or child care staff to share strategies and
resources and confirm plan of support as SNRS
services for school support closes
> discussion on external partnership agreements
that would allow continued relationship
between school board and agency
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A. 2

Transportation of Children Attending Regional Programs

Some TDSB programs, such as Special Education and French Immersion/Extended French,
serve a region, rather than a specific school. In these cases, children may need to be
transported from their home school or child care centre to the school that is housing the
regional program. Children may also need to be transported back to their home school or
child care centre at a time of day that is different from the school's regular schedule.
It is in the collective interest of all to ensure clear communication about the roles and
responsibilities of parents, Board staff and community partners with respect to bus
transportation and the ways in which each partner can contribute to facilitating the transition
between child care and school where bus transportation is involved.
The following recommendations were developed by a representative committee of
stakeholders from the TDSB, the child care community and Toronto Children's Services to
support parents/guardians, schools and child care operators in addressing transportation
issues.
Stakeholder
Parent/Guardian

•
•

•
•

•

Child Care
Operator

•

•
•

Roles and Responsibilities
To understand the child's eligibility for transportation to and from
child care and regional programs.
To ensure that the roles and responsibilities regarding transportation
are understood prior to registering a child in child care or in regional
programs. Eligibility for transportation is determined by qualifying
distance to the residence address only. If available, students cared for
at other locations may be accommodated on empty seats as long as
the student can get to the nearest existing stop for a bus going into
the applicable school for that location.
To ensure that the child is accompanied to and from the bus, either by
the parent/guardian or by a responsible adult or caregiver designated
by the parent or guardian.
To ensure that the child is supervised by the parent/guardian or an
adult caregiver designated by the parent/guardian before and after
the regional program.
To provide the bus schedule to the child care operator. Service
complaints may be reviewed with the school administration and, if
necessary, referred to the Transportation Area Supervisor at
transgortation@tdsb.on.ca.
To have clear transportation/busing policies regarding children who
are attending regional programs, including criteria for accepting
children who receive bus service and arrangements for escorting
children on and off the bus. Policies should also address situations in
which a staff bus escort is not possible.
To share transportation/busing policies with the school principal
To obtain the bus schedule from parents/guardians. The schedule is
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Stakeholder

•
•

School
Administrator

•
•

•

•
•

Special Education
Department

•

•

•
•

French as a
Second Language
Department

Roles and Responsibilities
also available during the last week in August on TRACS on the internal
TDSB website. School staff can only view students attending their
school and not students attending other schools.
To ensure the provision of an inclusive service that meets the needs of
children and families.
To support parents/guardians of children with special needs by
maintaining open and ongoing communication and offering to attend
case conferences and IPRC meetings where transportation issues can
be identified.
To maintain ongoing communication with the parent/guardian and
the child care supervisor about transportation issues.
To ensure that parents/guardians are aware of differences in the daily
schedule between the home school and the regional program.
To support the discussion of children's needs and progress with other
early years' service partners, both in formal and informal settings, in
order to develop strategies to meet those needs. To ensure that
appropriate parental consent is in place.
To understand and articulate the eligibility criteria for transportation .
To invite the child care supervisor or Children's Services Special Needs
Resource staff to attend case conferences and IPRC meetings, as
appropriate, in order to ensure awareness regarding placement
changes and to develop transportation plan.
To take into consideration transportation issues for children attending
child care who are placed in special programs and ensure that the
roles and responsibilities of parents/guardians regarding
transportation are clarified prior to registering a child in a program.
Pick-up and drop-off at a child care address will be considered for
Special Education students (with the exception of Gifted students), if
the child care's address is within a reasonable distance from the
program school. The Area Transportation Supervisor will make this
determination.
To review placements on a regular basis to determine whether a
location closer to the home school can be arranged, wherever
possible.
To understand and articulate the eligibility criteria for transportation .
To ensure that the roles and responsibilities of parents/guardians
regarding transportation are clarified prior to the child's registration in
the program.

• To confirm that transportation forms are prepared and distributed to

•

the parents by the French Immersion/Extended French schools at the
time of registration and, once completed, are forwarded to the
transportation department immediately.
To inform the Area Transportation Supervisors of those students who
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Stakeholder

•

Transportation
Department

•

•

Toronto Children's
Services

•
•

Child Care
Manager and
Toronto Children's
Services
Consultant

•

Roles and Responsibilities
have been placed through the "redirection" process in a French
Immersion/Extended French program and who are eligible for busing.
To pick up and drop off at a child care address, only for French
Immersion/Extended French students if the daycare is located within a
current feeder school for the French Immersion School. (Feeder
schools change from time to time depending on enrolment, so it must
be a current feeder school.)
To provide general information about the transportation service,
eligibility for service and the responsibilities of all parties involved in
the safe transportation of children.
To work with parents/guardians and schools to resolve any
transportation issues that may arise due to timeliness of the service or
safety or behavioural issues on the bus.
To make additional staffing support available to child care programs, if
required, through the Toronto Children's Services approved budgets.
To provide enhanced services for children, their families, staff, and
providers in licensed child care programs to ensure the inclusion of
every child who needs extra support.
To assist the operator, parent/guardian and school in reaching an
arrangement that best meets the needs of children and families.

See also: www.tdsb.on.ca
Elementary School
•
•
•

Special Education
French Programs
Student Transportation

Toronto Children's Services: www.toronto.ca/children/sp needs.htm
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A. 3 Students Who Have Been Suspended, Expelled or
Excluded

Toronto District School Board
Operational Procedure PR693

CHILD CARE: STUDENTS WHO HA VE BEEN
SUSPENDED, EXPELLED OR EXCLUDED

Title:

Adopted:
March 29, 2005
Revised:
Reviewed:
April 2012
Authorization: Executive Council

1.0

OBJECTIVE
To establish the parameters for dealing with students who attend child care centres in
schools and who have also been suspended, expelled, deni ed access, or excluded from
school

2.0

RESPONSIBILITY
Deputy Director, Academic Services

3.0

DEFINITION
Provides a uniform approach to addressing child care: students who have been suspended,
expelled or excluded. Provides a standard practice for all schools.

4.0

PROCEDURES
4.1. Children Attending Junior Kindergarten and Senior Kindergarten
(a)

Suspension
(i)

A child who has been suspended from a school may continue to attend a
child care centre situated in the same school unless the principal believes
that the continued presence of the child in the building presents a risk of
harm to any person in the school.

(ii) When a principal believes that the continued presence of the child in the
building presents a risk of harm to any person in the school the principal
will consult with the director or supervisor of the child care centre. The
custodial parents or guardian of the child will also be consulted. The pur
pose of the consultation will be to detennine whether accommodations can
be made to pennit the continued attendance of the suspended student at the
child care centre.

Operational Procedure PR693: Child Care: Students Who Have Been Suspended, Expelled or Excluded
G02(R:\Secretariat\Staff\G02\03\0P\PR693.doc) sec.1530
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Operational Procedure PR693
Child Care: Students Who Have Been Suspended, Expelled or Excluded

(iii) 111e consultation with the director or supervisor of the child care centre
will be conditional on the child's parent or guardian having signed the
Board's Information Sharing Consent form (Form 692A). Failure to ob
tain such consent will result in the child not being pennitted to continue to
attend the child care centre.
(iv) Issues to be considered by the principal and the supervisor of the child
care will include:
•
•
•
•
•
•

child welfare concerns
other resources needed to help the child
ramifications for the family including the suitability and affordability
of alternate child care arrangements
the purpose of the suspension
the reason for suspension
a plan for the child's re-entry to school

(v) 111e principal will confom the decision regarding the child's continued at
tendance at the child care centre by informing the parents in writing.
(b)

Denial of Access Under Reg. 474 or Exclusion Under Section 265 (m) of the
Education Act
When a child has been denied access to or excluded from a school, the princi
pal will consult with the director or supervisor of the child care centre. The
purpose of the consultation will be to detennine whether accommodations can
be made to pern1it the continued attendance of the student at the child care
centre. The consultation will conform to the requirements outlined in Section
3.1 (a) Suspensions (above).

4.2. Children Attending Grades 1 and Up (Suspended. Expelled. Denied Access. or Ex
cluded)
Due to staffing ratio and funding concerns, it is unlikely that any child care centre
would be able to accommodate a school-age child during the school day. In the event
that such a possibility does exist, the principal will consult with the director or su
pervisor of the child care centre. 11rn purpose of the consultation will be to determine
whether accommodations can be made to permit the continued attendance of the stu
dent at the child care centre. The consultation will confonn to the requirements out
lined in Section 3.1 (a) Suspensions (above).

Operational Procedure PR693: Child Care: Students Who Have Been Suspended, Expelled or Excluded
G02(R: \Secretariat\Staff\G02\03\0P\PR693. doc) sec.1530
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Appendix B
B.1

Facilities/Buildings/Services: Overview

The Facility Services Department is an integral part of the TDSB's structure. At the school level,
Facility Services is represented on site by the head caretaker; at the Family of Schools level, by
the family team leader (FTL); and at the regional level, by the regional manager. Facility
Services includes caretaking, design, construction, maintenance and sustainability.
The Facility Services department is committed to the planning and provision of safe, clean
and healthy learning and working environments for students, staff and the community in all
TDSB facilities.
This section outlines procedures for requesting and receiving improvements, repairs and
maintenance to all space, property and playscapes used by child care centres. Caretaking
services for child care centres are specified, as are emergency, waste management and
security procedures.
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8.2 Use of TDSB-Approved Contractors
In accordance with the Child Care Lease Agreement, all alterations must first be approved by
the TDSB. The Board is a party to the collective agreement with the Maintenance and
Construction Skilled Trades Council (MCSTC) and with Canadian Union of Public Employees
(CUPE), and as such strict compliance of the terms of the collective agreements must be
followed.
PLEASE NOTE: Only TDSB trades staff or contractors approved by the Board can perform
work in Board facilities or on Board property.

Compliance with these rules and regulations is necessary to ensure the health and safety of
TDSB building occupants and any persons performing work on TDSB sites. TDSB
tradespersons are trained to ensure that buildings and sites are maintained to meet all code
requirements and the Board's own construction standards.
Any alteration work that is performed without Board approval and/or fails to comply with the
terms and conditions of the Collective Agreement is subject to a fine. Payment of such fines
will be the responsibility of the child care operator. Any work that does not conform to Board
standards will be replaced by the Board and all costs will be borne by the child care operator.
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8.3
To ronto

Requesting Work for Tenant-Funded Projects
Di~rict:

Sclhool Boa rd

Des ig n and Conist ructi omi
Guid eli ne
GU•.FAC.04 5 - v .ersi on 3.0
For JI.Ill T:ena mt:s, TDSB Rea1
Esta~e (Major Capital
Pir·ojects and Buil d ng
Pa·rtnerslhip.s ), Des ig n
Coord inators, Pri ncipal s,
Fam i ~y T·eam Leaders,
Ca·r etakers an d Pro j ect
Supervisol"S
A pp roved M!ardl112 6, 2 0 14,
M!ardii, 3, 2!0 15

~ Deffinittions

Faciility Se rvioes

Requesti'ng1Work for Tenant-Fu nded
I 1m proven1ent Proj ect s
Tenants, such as child care operators, often need help from Facility
Services t o undertake various types of work t o improve their space,
such as modifi cat ions to washrooms or painting. This .guidelline
descri bes t he process to req uest work from F.a.cility Services fo r
t enant-funded improvement proj eots..
0

A . Fi na ncii ng Yo u r Pmject
When a t enant signs a lease ag r;eement with t he TDSB, th ro u:gh t he
TDSB Rcea l Estate office (Major Ca pital Proj ects and Building
Partnerships), the tenant ag rees t o accept t he spaoe .a.s is, as
outlined in the lease ag r eernent. Al l im provement proj ects must be
f unded by the t enant and follow the process outlined in t his
proced ure.. For information on how to arrange pay ment for your
project, see Section E:: Pay ing ~or Your Project.
0

A t e n:a 11t is a n agency or persa n
e xtem al to tlhe DS B \>•ho le a ses
TDSB space.
A t e nant-f1mdecl, prnjed: is \,•ork

hat the te na nt ha s icle nti ed as a
priority a nd ha s pla ns to pay fo r .
A tena nt -fun ded project should
not res ult in a sig nific a nt inore ase
in s.clhool or TILlSB-ope ra -ngi
costs .
Rowt ine ma intena nce •d ork, such
a s oradke cl or l i ~ing t iles, plugg ed
toile ts , or fa wlty door lodks ,
s oulcl be brought to he atte ntiion
of h.e· He a d Caret ake r.

J;enants are not normally responsible fo r pay ing for routi ne
maintenance, ·emergency repairs or maj or cap ita l im provements
such as roofing or boilers; however, please cheok your lease
agreements for speciifics. For guidanc.e on what the TDSB. is
respo nsibl!e for payi ng fo r, ·child care centres should mfer to ttrn
Ch ild Care Resource Manual Section 3.5 TDSB Buildings an d
Property: Repairs and Maintenance. If you have any questions,
pl!ec!<Se contact t he Reali Estate office (Maij or capita l Proj ects an d
Huildl ng Partnerships). 111 case of a maintenance emen:;iency, pl!ease
co ntact your Camta ker.

If your la ndlord is Toro nto La nds
Corp oration (Tl C) , please contact
the Mana ge r of Prope rty
Ma na g.eme nt/lea sing
Administra tion. Th.e nc, a \"holly
o~'ln e cl subs iclia ry of t he TDS B,
le ases spaoe in n.on-o pera in.g
sc hools to a ge ncies or people
e ernal to tlhe TDS B.

Page 1 of 10
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To ro

Fad li ty Serv ices

o Disitrict Scihool Board

B.. Underst.a nding: t he Sc o pe of Yo uli Proje ct
Req 11ests. t o i nstailll o u tdooi; segns
A ll ..equ est s for s ign ag e il'ksta llat ion
m u s be app roved by t he Fam ily Team
ll..ea der ( FTIL.), Pr inCJi al, and TDSS
Real Estate (Maj or· Ca ital Proj ects an d

B uildi119 Pan m!.-ships) . Pl ease Follow
t he steps

elo•.., prio r to s

m itti ng

t he· Facil itiies Serv ices W ork Requesli
f o..m ,,_
L

T n e lien ant wi II con tact t h e
v endo r o e:.; plo..e

e costs For

t n e sig n.
2.

To el'\sure a ccrns isliel'l<t

Project Cost s
The .costs of t enant-fu111ded i mproveme111t pro1·ects ind u:de mat erials
and labour (co n<St:ru ction costs), design fees, permit and regu lato ry
fees, and t a1xes. The 1ful I oost of .aII but t he simpllest proj ects i nvolv·e
costs other than j ust oonstruotion. Some pmjects requir·e specialt y
work, suoh as geotechnical investigat io111s and leg all surveys.
" Soft oosts" (costs other than construction costs) c.a n be as high a.s
30% of t he fu ll cost of the project.. For exam p,e, if a t ena nt has
$100,0 00 t o pay fo r a proj ect, a co nservative assum ptio n woU1ld be
t hat 70,000 it s availabl!e for t he aotual m nstruction costs. Try to •get
a sense e,arlly in tihe project o1f w hait th e soft oosts might be. Ten ants
are respo nsible for all soft oosts, as well as construction costs .

appea..ance for s ign age p o s li e~ on
schoo l property,

e tienal'l<t i s

Desi gn Documents

respon sible for ma kin g s ure t h e
...-ende r com pl ies wit

T DS B

d'esig n sp ecifica -on s or s ign s.
(Th e TD SB has dev eloped a
t em pla•e ' "'r ou dloor c hil cl care
sig n s. ?,lea se see Sec-i0;n J ,1 ll of
t n e Child
3.

ea..e

Resour-ce Manual) .

T n e· lien ant will con tact h e C y of
oro m o Sign Pe..m it s a nd
I n s ection s off ice (311 ) o
determ ine if a pe ..m it is r e q u i r~ ..
I is tlhe ten an es ..esponsib W y o
enisure n at

ennit s, if req uired,

ar e in place· prior- t o ins alla ion.
4.

I ' a penn i is req uired, t n e· lie n ant
is resp ol'l< sible for secciur ing t h e
perm - an dl hi..1in g a

DSB

appro...-ed c ons ultant t o prov id'e :a

Many improvement proj ects requir;e formal design documents befo re
they can begin. These design doouments communicate w'hait is
needed to ta ke a project from the ori ginal idea, so lidify it th rou gh
discussions and t ransllate it int o drawings for con.struction. They also·
al Iow the tena111t to un.derstaind what t he fu Ill costs will be. Often that
means t hat the scope an d/o r t imeli111es of th e proj ect are chan ged to
fit t he budget availablle.
The design prof:essional (usually an ar:chit ect or lan dscape arohiteot)
guides the t enant th rou:gh th e design process and pmvides
professional advice on aesth etics, t eohnkal, regulatory,. b dget ing
and other issu:es. As well as meeting lega l! a111d t ech nica l
requireme111ts, the design documents defi ne t he scope of worrl< and
mat erials to be u.sed, .and set o t the specific.ations of t he
co111structi on contraot

All proj ects t o be t endered t o external bidders requi re design
dooume111ts . Tena111ts must r·et ain consulta111ts from t he TDSB
ap proved llist a111d pay fo r design oosts, w'hi,ch can be substantial.

desig n.
5.

Fil l ou t e Faci li t y Se rv ices W or k
Requ•e st form .See sect io n C.
Requesting Appro...-al for
I m pr•ov em el'l<t Projects .

Page 2 of :llO
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To ronto Distrirt Sdhool Boa rd

Faoil ity :Services

Exampl es o f Design Requi:r emre nts
1

Some proj ects require a design by a TDSB-approved
your project.

= = Defi nit ions
Design re fer:s to t h e documen· s,
e.g1.., d ra '1ings a nd sp eciflca ·ons,
t hat a re required to develop a
proj ect. for wo rk t hat does 111ot
r e q11 i re d esign in ut from a
conisurltant ( e.g ,, carp et
r eplacem ent , pa in ·ng1) Oity
p er mits ar e n ot requir ed. For
wo r k t hat requ ir es. d esign , for
wh ich a conisu ant wi ll need t o be
hi red (e.g ., ,,.,as hroom or kitchen
addi' io ns ), City per mits typical ly
are· r equiretf , \'l'h ich w ill ad!dl t im e
and costs to e p roj ett. The
ten an t is r es p-0 ns i le ~o v erify if
Oity p erm · s are req uired .

ccmsultant~

which can add cost and complexity to

Design Requi1red
•

Any

·ng fo r which a buil ding p er mi ~

is required

No Design Required
• · Pai n ·ng

• · Re lac"ng carpets or fl oor "les

•

An y add. ·.,n to an exi sting build in g:

•

Strltctu

•

Demolishing or re ov i gr all or a
p-0 ion o f a ulld"ng

•

•

•

I a erations

Ch ang ing a buildin g's use (e .g ..,
oonv e · i ng Sitorage into dassra om s)

Replac·ng e:>1 is ing
dishwashers

• · Re a iring or replaci ng
playground surfaces in
ex clus ive u se S(pace
•

Min or m illr.1tork (e .g ..,
i nsta mng c bies}

:lnistalling, cha nging, a r
removing par · ·ons and load b earin g:

\'i'a lls
•

Mak i g new o peni gs or, or
dhan ges to t he s ize of, doo rs and

windb\'i'S:
•

:1nIStalling or modifyin g:
heating, pl um bin g, or
air -conditionin g sy stem s: ( e.g .,
re lacing or adding roof top units}

•

Conistr ucti ng an accessa ry st ru ~ re
lar ger an 100 square Feet (e .g ., a
storage, gazebo)

•

Addli ng a dedk m or e t han 24• above
g round

•

Add'i ng ne w o r a ered plumbing
(e.g., ne1,.,
washroom)

•

Co ndl u~ ·ng s it e '"ork

invo lv in g1irtjU11y to a t ree

P.age 3 of 10
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Toronto District: School Bo a rd

Fad l ity Services

C.. Req uestii n g Work fo r Improvement Pr oj e cts
Te nanrts muist rev iew t heir
s ecu.-irt y re qLtests irst with t he
Prin c"pal and then wit h Safe
Sclhoals efor e·sen,dling in he
Fac"I" Services Work Re<i uest
''orm .

Requ:ests for Facii llities Seivices woli< for t ena11t-1fu 11ded impmvemerit
proj ects requ ire a Faci lity Services Work Requ est form.

Us ing the Favi lity Services WO'rk Request Form
The following steps trace the parthr a Facility Serv ices Work Request
f:or m t akes depending on its scope of work and whether or not it
requi res a design..

ACTION

STEP

1

NOTES

The ten,ant request in g e• service · lls out t he Fa cility
Se1v ices Work Requ es• form and assed · to h e
Principal.

Be :sure o indicate \"here the request is ro m by selectin,g1
" enantw from t he 'ou.- boMes at t he to;p• < t he orm . Only

sub.mi.r the form rf it is your intent to pay for the p.rojert.
For s.diool grou nd proJect:s, see :Section F.
Fe.- the in:staI t ion o f an air condit ion ing un· see Section

H.

2

The· ilrincipal re v iews it and , if h e or she
suppo s the proj ect, signs e Facility Ser\llices Work
Req ue:st form and fon\lard:s it o t he Real Estat e
o ' ice (Major Ca,p i al Prnj ec· s and Building
Partn e 1~h i ps) to check t he request against t l;ie·
enal'l!t 's l e.a se• ag.-eem el'l!t .

T he· Rea I Estat e· 0 ice (Major Capital Proj ect:s an,dl
Bu ild in,gr Pa n,ers hips) forwards t he Faci li ty Se 1vices
Wo rk Request 'o:rm to the FTL, \\lho w ill d et erm ine· i'
he \\lork wi I b e (fone by Operat ions: or i f it wi I be
I i is a Mainten.anee issue, e IFll.. wiiI go baclk to
· he C a re~ a k er and ask t ha t a N'o "fic:ation e created
o.-

3

the

e work o:r req est

at the Ca.-etak e.- perform

\~ ork uitder Sclheclu'le A.

0 pe ra ·ons '1ill also hand le· sm all i proll"em ents
'undecl by the tenant at do not excee d~ hou rs of
rad es im e an dl cfo not involv e mult ipi e·t ra cles :staff,
e Al wil l as'k
e.g., plum ber, carpenter., electrician.
· he C a re~ a k er ·o :subm " a N'Dtifkation for sm all
im p rovements ..
When '" °rk 1.till be done by Ope ra ·ans , he FTL must
discard he Facil" ies Setvices Wo:rk Request form ..
T he IFTl w iII info.-m · e t enant of the decisio n.

Page 4 of :llO
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To ronto District Sdhool Boa rd

Faoility Se1v ices

ACTION

STEP

4

5

NOTES

f h:e project is to be done by Ccmstruction, th e IFTl
send1s t he work requ:es fo irm to a CUsto:rne r Service
Assista nt (CSA) fo r logg ing a nd trac k i ~ .

lbe CSA fon 'ii' a rcls t he ~'lork request fo rm to a Boa rd
Est ima· or. Tne Estimator will m n irm if e project
re quires a cfesign a r not.

11 a design is not requi:red, e Est imator "ill
pro..,ide,t he CSA with t he e stimate. lbe CSA \" iiI
fon,•a rd t he e stimate to t he tena nt a nd cop•,.. e IFll_ ,

ii) modi ies: t he scope of the project or he ir bud'get as
re quired

If the tena nt rejects e TOSBs es ·mate a nd •.-tou1d like t o
tencle r t he project: to outside bidde rs , e,te na nt must
provide a design for the project e ve n if design •tas not
re;q uired fo r e TOS B to estimate a ncl construct t he
wm k. On ce t he ,cfesign goes to tende r, the tenant m ay
n r:>t re vert ro accep,r:ing t he &ar;cf ,estimat e.

iii) re ques ts t ne· project be tende red to ou ·cfe,
bidders, or

If e tena nt a ·pn:>ves e es ·mate a nd proceeds, this is
t he fi na l step fo r Section C.

e ·e na nt e· he r

6

i) a pproves t he es ·mate a nd proceeds,

i"') ca ncels

7

9

To pre pa re tne estima te,, th:e Es ima tow may need to
co ntatt e ~e n a nt a ncl/ or scoool
l?rinci pal by phoM' or in pe rson.

e p1rojea

11 a design is required, e CS.A ,..,iII
info rm the tena nt a nd provide the m with a list oi
TDSB·-approved m nsu1I a nts.

lbe te na nt "ill obtain a design from a n a proved
e xtem a I cons:uItan· a nd submit t he require d revie •.r
dornme nts to t he CSA. Please see, be low, Section D
S ubm itti grDornme nts.

The m st of h;e design m ust be, pa id fo r by t he t e na nt .

lbe CSA \"ill submit e d!esig n docume nts to t he
Design de a rtrne nt for rev· w. e,tena nt must
a ddress comme nts ma cle, by Design .

The Desig n de ·a1 e nt mu.st re vie\" the design to e nsure
it complies with TDSB stanclards.

10

lbe e na nt\"ill su ,m· re quirech e nde r/ cons ru
docume nts to t he CSA. See Section 0 be low :
S ubm itti grDocume nts.

ll

lbe CSA s ubm its t he docume nts to Constr ction. A
project S urpervi.s or ( PS ) i.s assigne d.

on

The PS will copy e 1F11_ a nd CSA on a ll m rresponcfie nce
with t he te na nt and kee p him or he r informe •

Page 5 of llO
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Toronto DislJ:rict Sdhool Boa rd

FaCiilicy S e rvic:es

STEP

A.C TION

tne docume nts

NOTES

1Fi111a l costs ca n be ob a inet:I frnm TDSB -n-na use
C.Onstructio n or from e . e m a I col'lltractors.

1.2

Ccrns truc:tion will use
col'l.struction costs .

o crb a in p roje c:t

13

T e· E -mater or PS will give t he project construction
costs to h,e CSA ,.,.i.to will send it to t he tena n and
copy e IFTL

The extern.al estimates a re o taine d i111 accorda nee wi
DSB Pu rdhasing Po licy .

e Estimator or PS " ill ee with t h.e ten a n
c:tio111 es -mate a nd detaile d
sc:ope of wcrrk . he FTL is im•i ed to attend e mee i ng .

If re quire d,

to d isc:uss t he project conrs

Once e· tena nt has revie·.-.re<I e prajec
col'l.struc-ion estimates, includ-ng ta:..es, he or s e hias
h.e· fo llm'l'in.g crptions :
for estimates from tihe· TDSB 's
Construction department:
i) acce p
ii) red uce
roceedl.

14

ne est imate a nd sca;pe.
~ne

scope to it ava ilable fu nd's a nd

iii) rejec:t TDSB sta "s i111-na use es -mates a nd request
e ~: tern.a l es mates..
iv) ca ncel t he projec •
IFor estimates from e:dern all contr.a:dors::
i) acce p~ the es i ate a di sca;pe .
ii) red uce
proceed.

tne scope to

it ava ila le f rids a nd

iii) cancel t ne· projec:t.

15

Once e· p.rojec:t is a pprove<! a di pa id or by tne
te na nt (s ee be low : Sectio E Payin:g for VO'ur Project),
Ccrns truction wi I assign a IDSB Projert &uperv iso r i'
- hias no a l ady done so.

16

T e projec:t is e xecute;:! acco rding: to IDSB g uideli es
am:I prnc.edlures .

P.ag:e 5 of 10
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FaCJil ity S e rvioes

Toronto District Si:lhool Board

D. Su bmitting Docrnnen ts
If you r project niq ui res a design (see above, IJsing t!he Faci lit y
Services Work Req uest for m Step 8), you w i111 be asked to provide
the following dooU1ments to t he CSA:
For Review

•

A transmitta l !list ing the content of t he sL1bm ission, si:gned by
the owner or ow ner's agent

•

A copy of a proj ect approval from IDSB Rea l Estate (Mador
Capitall Proj ects and Bui lding Partnershi ps) or TLC (signed
form, Ietter, etc.)

•

One hard copy of final drawi ngs and specifications for review,
and a OD with PDF vers ion

•

Gont act info rm ation for project owner and com;ultant

The Design department will review t he drawings and provid e
oomm ents. After th e 1oom ments are add ressed by tlhe t enant and
.aocepted by TDSB, the ten ant m s1i: sL11bmit a tender/constructio n set
of doouments, as folll ows:

For Tende1r/ Consb'uctfon

•·

A t ransm ittal listing the co ntent of th e submission, signed by
t he owner or owner's agent

•· Two Ihard copies of drawings and specific.a ·o ns, and a CD
with ACAD and PDF versions (indl ude a draft of the Bid fo rm
i n Wo rd format)
•·

B ildi ng pennit

•

Contact i nformation fo r project owner and oonsu1llta nt

•

Statement oonfirming funding ava·labillity and co11ta.ct
i nformat ion for fund t i-a nsfer

E. Paying for Yo ur Project
Th e te111 a111t is requ ired to pay fo r the f ul l msts of mnstruotion in
.advance. The t enant must submit a cheq ue paya blle to th e TDSB,
.allong with r1
e!lev ant docu mentati on, to tlhe CSA prior to project
constructio n.

Page 7 of ]0
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FaCJility Serv ic:es

F. Schoo l Gro und P1roje cts
For sdiool gro und proj ects, suoh as t ree plantiing, ol.Jtdoor
d assrooms, artifi cial t urf , play structures and site renovations,
please note:

1. Tenants must request a11 on-sit e design consultat ion from the
Schoo I Ground Desig11 Co111sult:a111t
2. Fo"owing tihe ,oonsultatio11, a repo rt summarizing t he
r,ecommen dations wi ll be sent to t he tenant . The report mus:I:
be attached to t he Facilit y Services Wo rk Request fonn .
3. The School GroU1nd Design Consu lt ant wi ll help schoo ls
understand t he scope and ms:l:s associated with t he project.
4 . The School Grouind Design Consu lta nt wi ll determi n.e if t he
complexity of t he proj eot also req uires design.
5. ]1f a design is r,equ ired,. please see St eps 8 to 17 i11 Section C,
above Req ues:l:ing Work for I m provement !Projects .

G. Re quest to I nst a lll a Secure A ccess Sy stem
Tenants som etimes wa111t t o provide a seru re e111try sit e to thei r
faci lity,. sepa rate from th e school's ow11 seru re e111tran oe. Any new
secur,e .access system installled fo r th e tena11t mt.1st be compat ible
with the school's seourity sys:l:em, and if possible, tied into the
existing system. Any requests to install a secure access system must
be reviewed and approv,ed by the Caring and Safe Schools Advisor.
1. To install .a secure acoess system for tiheir faci lity, th e ten ant
must di:soU1ss t heir security needs with the school Pri nci pal.

2. The Pri ncipal wi ll ,contact the Caring .and Safo School Advisor to
request .an onsiite security mnsulltat ion..
3. During th e consult ation, the school Pri nci pa l, the tenant, and the
ca ri ng and Safe School Advisor will discuss the securirty needs of
the sohool as a whole and t he chi ld care's specific security needs
to determine t he most suiit:abl!e type of secu re aooess system.
4. Some secure access systems .are not considered fully seou r,e. Th e
ca ri ng and Safe School Advisor has the aurl:hority to decide if a
system pmforred by the tenant or the school is permissible and
meets the needs of the whole sit ,e.

Page .S of 10
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5. Du r;ing the consu ltation, t he Caring and Safe Schoo l Adviso r will
descri be the specific requ irements of his or her recommended
secu re aacess system on fue Faoility Services Wo rk Req uest
fonn. The Ca ring ci nd Safe School Advisor will sign the Faci lir ty
Services Work Request fo rm to ind icate that he or she approves
the in.sta 11 at i011 of the system described.
6. The tenant will fax the Facility Services Work Request forrn to the
Fami ly Team Leader, with the ap pro priate signatur,es.

H,. Request to I nstalll Aiir Condlitioning
Child ca re centres may request t o have ci ir cond it ion ing inst alled
under the fol lowing conditiom;:
1. The ch illd ra re is used year- round .

2. The chilld ra re wil l pay for all labour ci nd materi al cost for the
insta llation.
For al l new and ex isting air ,conditio ning uniits:
1. The ch ild ra re is ful ly responsible fo r labo r an d material
costs to mainta in, r;epa1ir, an d replace the air condit ioning.

2. For new i nstallations an d replacement of existi ng air
conditioning un its the ohild car;e wi ll be oharged an ,energy
surcha rge of 300 per year per air oonditioning unit. Air
conditioning units that presently exist wil l not bes bject t o
the $300 per yea r surcharge unti l suoh time a5 they are
rep laced ..
3. It the tenant .agrees to pay the $3 00 su rch ar,ge the CSA will
forward the info rmation to the Real Estat e Offioe (Maj or
Ca pitaII Proj ects and Building Partnerships). Rea l Estate wi ll
pmpare an Amending Ag reement th at wi ll be signed by the
child care and update SAP..

R.e llated Documents
•

Faci lity Seivices Work Request form

•

Chi lld Ca re Reso urce Ma1nLJ1al

•

Com mon Child Care ]mp rovements : B dget Ranges

•

AC-2 12. Request for Deposit

Page. 9 of :l!.O
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Faciil ity Services
Ap?en diIK A
GU .FAC.045 Re.ques: · ru;1 Wark fo r Ten.a nt f unded Proj ec•s:

Oommon Chilid Ca lie Im1p r ovements: Budget Ranges
The costs below are approximations on ly. Eaoh p ro~ect and site schoo l is unique.. Many th ings cain affect
t1he install atio11 costs,. such as ava il.ability of elect1ical power, proximity of plumbing and drainage, and
aocess to the space. For .an actual oostt esti mate, please fi ll out a Faci lity Services Wo rk Roo uest fonn .
The TDS B folllows an approved- materials stand ard so t hat th.e items usied i n our projects meet board
mon ito red aomplianae criteria and are instit ut ional gr.ade..
0

•

Signs: Ch ild caires purchase signs directly from a TDSB sign supplier (See sidebar: Req uests
to 1n<Stall Outdoor Sign on page 3 of the Requesting Work for Tenant -Funded Projects gu ide
lline).. A sign must be selected prior t o submitting a Faci lity Services Work Roo uest fo1m in
order to get quote fo r insta lllation. I nstallation ·coslts vary depending on t he complexity and
the scope of wo rk involved (e.g .., height and placement of the sign, t he nu mber of sigm;,
etc.).. Insta llation costs: $250- . 1500 +.

•

Commercial dishwasher: Costt of the dish1washer is approximately $ 5000, depending on the
model. CommeR:ial dishwashers typ ically require ellectfical arrd plum bing amendments, which
.are site-specific, so child cares should submit a Fa cility Seivices Worlk Reguest fo rm for a
q ote .

The foll!owing items incl ude all materials and installlation msts:
b u n ~er with

double door (105 SQ. ft.): approximately

•

La rge outdoor cast-concret·e storage
14,0l:JU- $]6, 000.

•

La rge outdoor m etal sto rage ·aont ainer (.an alternative to cast ·concrete, Jl60 SQ. ft.) :
.approx imately 41 000- 6, 000.

•

Rubberi1zed surfacing : $12 - $14 per SQ .. ft ..

•

Custom sun sheiter, white cedar wiith concret e footings ( rn ft . x 10 ft..): approximately
$7,000- $9, 000 ..

•

Sandbox, wood con<Structed and site prepared (12 ft. x 12 ft.): approximately $1,500
$1,800 .

•

flooring, VCT ti le (12 in. x 12 in) : $3 .50 - $5 per sq. ft.

•

Chain link fence, 4 ft high: $ 50- 60 per line·a r ft .

•

Bi ke p·ath (aspha lt over grass): $5- 7 per sci. ft.

For more info rm ation on how t enants can reques-t work from Fa:cility Seiv iaes see GU.EAC. 045 R•eQ uestiniJ Work fo r
Te rnant -Fund'ed Projects guideline.
0
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For all tenant improvement inquiries (status or quotes), contact:
Project Customer Service Assistant
416-395-4577

The Facility Services Work Request Form can be obtained online from the Child Care web
page. It is also included in the Forms section (p. 120).
For child care policies, procedures and forms, click on:
~ Early Years
~ Child Care
~ Policies, Procedures & Forms
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8.4

Tenant-Funded Repairs

This procedure applies to all activities related to repairs that are funded by the child care
operator, including requests for carpet cleaning, new keys or locks, repairs to window
coverings and repairs to tenant equipment and appliances.
Operating Schools (Head Caretaker On Site)
1. The child care operator notifies the head caretaker of the request.
2. For all requests other than carpet cleaning, the head caretaker creates a notification
and gives a notification number to the child care operator for tracking purposes.
3. The head caretaker forwards the request to the family team leader (FTL).
4. The FTL advises the child care operator of an estimate range.
5. If approved, the FTL assigns work to the appropriate tradesperson or task force.
6. A Request to Invoice is sent to the TDSB Accounting department.
7. The Accounting department issues an invoice to the child care facility for work
completed.
8. The child care operator sends the payment to the TDSB Accounting department.
9. For requests to clean carpets over and above the annual cleaning, the operator
notifies the caretaker, who forwards the request to the Task Force maintenance team
leader. The maintenance team leader advises the operator of the estimate range and,
if approved, assigns the work. Steps 6 to 8 follow, as above.
Non-Operating Schools (Head Caretaker Not On Site)
1. The child care operator completes a Facility Services Request Form (Forms, p. 120).
2. See Requesting Work for Tenant-Funded Projects (Appendix B.3)
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8.5 TDSB Buildings and Property: Repairs and Maintenance
The TDSB is responsible for maintaining the space occupied by child care centres in
accordance with the Board's standards for school buildings. The process for addressing
repairs such as lighting and heating problems, broken windows or other safety concerns is as
follows:
Operating Schools
1. The child care centre notifies the head caretaker of the problem.
2. The head caretaker creates a notification to have the repairs corrected and then gives
a notification number to the child care centre for tracking purposes.
3. The head caretaker forwards the request to the FTL.
4. The FTL assigns the work to the appropriate tradesperson or task force.
Non-Operating Schools (Head Caretaker Not On Site)
1. The child care centre notifies the TDSB Call Centre about the problem.
2. The Call Centre creates a notification to the FTL, Toronto Land Corporation (TLC)
Support to have the repairs corrected and gives the notification number to the child
care operator for tracking purposes.
3. The FTL, TLC Support assigns the work to the appropriate tradesperson or task force.
The standard of maintenance is prioritized as follows:
• Emergency work: This includes repair work necessary to ensure the safe operation of
the centre. The initial response time is within one working day. If the head caretaker is
not available, contact the TDSB Call Centre at 416-395-4620.
• Urgent work: This includes items that will not immediately affect the safe operation of
the centre, but which-if left unaddressed-could compromise health and safety over
time or inhibit the operation of the centre. The response time is within five working
days.
• Routine maintenance: This includes minor repairs and activities related to the centre.
The response time, on average, is 30 working days depending on current workload.
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8.6 Caretaking Services
As stated in the Child Care Lease, the Board provides caretaking services for child care centres
according to the normal standards established for schools. While the Board will endeavour to
provide the following services on an ongoing basis, the Board does not assume or accept
responsibility for the failure to do so from time to time.

Daily
• Sweeping, dusting, vacuuming and wet mopping will be performed as required.
• Garbage will be removed twice daily, after lunch and at the end of the day. (If cleaning
services are provided by a contractor, then garbage removal will occur once at the end
of each day.)
• Washrooms will be cleaned, disinfected and restocked with consumable supplies.
• Hazardous materials and litter will be picked up from grounds and/or play areas prior
to the child care centre's use of the area.
• Entrances will be cleared of snow and ice, salted and/or sanded prior to the opening of
the child care centre and as required throughout the day.
• Comfort conditions will be maintained in accordance with TDSB temperature
guidelines for Kindergarten and child care areas.
Other Services (See Tenant-Funded Repairs)
• Floors will be completely cleaned (either completely scrubbed and refinished, or spray
buffed only) once annually.
• Rugs will be completely shampooed once annually.
• Windows, lights, walls and shelves will be washed annually.
• Please Note: The major cleaning of child care space usually takes place during the
summer months and requires the temporary relocation of the child care program to an
alternative licensed space. Child care operators, the principal and the head caretaker
should discuss possible plans to relocate to an alternate space and to coordinate
schedules.
• Pest control services, including removal of dead pests, will be provided as required.
(Note: The Board, or others appointed by the Board, will consult with the child care
operator prior to the application of any chemicals.)
• Grounds services (e.g. grass cutting, leaf raking and pruning) will be provided
according to TDSB standards.
• Additional services are available upon request at extra cost to the child care operator.
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General Instructions
• The Board, or others appointed by the Board, will ensure access to the child care
centre in accordance with agreed-upon operating hours.
• The Board, or others appointed by the Board, will assist in emergency cleanup due to
spills, accidents and so on. However, if two or more urgent situations arise at the same
time, the needs of the academic program will take precedence. This item applies only
to sites staffed by TDSB caretakers.
• The Board is not responsible for cleaning appliances, special fixtures, furniture, toys or
dishes in the child care centre.
• The supply of paper towels in non-washroom areas is the responsibility of the child
care operator.
• The cleaning of interior window coverings (draperies, blinds) is the responsibility of
the child care operator.
• The scheduling of caretaking tasks, including both daily and ongoing (major) cleaning,
will be arranged by mutual agreement between the child care operator and the head
caretaker (or others appointed by the Board). The frequency of cleaning is
predetermined to maintain a sanitary environment.
• The Board will advise the child care operator of any scheduled interruptions of the life
safety systems in the building.
Use of the Child Care Centre Outside of Normal Operating Hours
When a need arises to use the child care centre outside of agreed-upon operating hours, the
child care operator must take out a permit through the Board's Permit Office to ensure the
presence of caretaking staff. (See Permit Arrangements for Child Care Centres - Appendix D.)
Emergency Process
To obtain emergency caretaking service in a site with TDSB caretaking staff, contact the head
caretaker. In a site without TDSB caretaking staff, contact the TDSB Call Centre at 416-395
4620. If the opening of the child care centre is delayed due to the lateness or absence of the
head caretaker, the Call Centre should be contacted.
The Board's responsibilities and liabilities are only as set forth in the Child Care Lease
Agreement, and this document does not amend or extend the same.
Maintenance Services: (See TDSB Buildings and Property: Repairs and Maintenance 
Appendix B.5)
To report an emergency maintenance condition in a site with TDSB caretaking staff, contact
the head caretaker. In a site without TDSB ca retaking staff, contact the TDSB Call Centre at
416-395-4620.
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8.7 Playgrounds and Playscapes
TDSB Responsibilities
The TDSB provides normal maintenance and repairs to all playscapes on Board property,
including equipment owned by child care centres.
Operating Schools (Head Caretaker On Site)
• Caretakers perform a daily visual playground inspection to identify any obvious
defects, such as low spots at the base of the slides, exposed concrete footings,
presence of broken glass or loose or broken apparatuses.
• Caretakers pick up hazardous material and litter from the grounds/play areas prior to
use of these areas by the child care centre.
• During days of freezing rain or ice accumulation, playgrounds are closed until the area
is safe for use (at the principal's discretion).
• Caretakers sweep up and dispose of contaminated loose or spilled material outside of
the contained play area.
Non-Operating Schools (Head Caretaker Not On Site)
• The child care centre carries out a daily inspection according to the requirements of the
Day Nurseries Act.
TDSB Inspections
All playscapes on TDSB property, including those on non-operating sites, are inspected
quarterly by TDSB staff, and TDSB tradespersons will complete any reported follow-up
maintenance work (e.g. minor damage of a playscape component through normal wear and
tear or vandalism). Upon receiving the inspection report, the head caretaker issues a
notification to the family team leader (FTL), who assigns and prioritizes the work. Child care
operators may obtain the notification number from the head caretaker in order track the
progress of follow-up maintenance work. (See TDSB Buildings and Property: Repairs and
Maintenance - Appendix B.5.) A sample TDSB Quarterly Inspection Report is provided on the
following page.
Playground Repairs and Maintenance (See TDSB Buildings and Property: Repairs and
Maintenance - Appendix B.5)
Minor repairs to equipment or to existing surfacing should be reported to the head caretaker.
Surfacing top-up requests are also considered to be regular maintenance and should be
reported to the head caretaker. If applicable, a copy of the Third-Party Inspection Report
should also be given to the head caretaker. The head caretaker creates a notification and
provides the notification number to the child care centre for tracking purposes. Upon
completion of the repair work, it is the responsibility of the child care operator to arrange for,
and cover the cost of, the re-inspection report.

Where child care operators are located in non-operating schools, there is a head caretaker for
one hour each morning or a contractor for a brief period each morning to conduct a daily
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playground inspection. Child care centres in non-operating schools should report minor
repairs or surfacing top-up requests to the head caretaker, to the Toronto Lands Corporation
or to the TDSB Call Centre at 416-395-4620.
Child Care Centre Responsibilities
The Day Nurseries Act (DNA) mandates that children attending a child care centre for six hours
or more have two hours per day of outdoor play, weather permitting. Often, schools and child
care partners coordinate shared use of the school's playground areas.
Annual Playground Inspections
The child care operator shall arrange for all annual inspections of play spaces in their control
in accordance with the DNA.

Child care operators are responsible for obtaining, and covering the cost of annual
inspections of any exclusive or shared playground located in TDSB property.
Maintenance of Synthetic Surfaces
Due to the high cost of installing and maintaining rubber or synthetic surfaces, child care
centres are responsible for the full cost and ongoing maintenance of synthetic surfaces,
including vacuuming and cleaning. The warranty on synthetic surfaces is one year.
Major and Minor Retrofits (See Requesting Work for Tenant-Funded Projects - Appendix
B.3)
Child care operators are responsible for arranging for, and covering the cost of, new
playscapes, retrofits or major repairs (e.g. replacement of a playscape component) to
equipment owned by the child care centre, in accordance with the TDSB Facility Services
Work Request process.

The TDSB arranges for, and covers the cost of, third-party inspections for new installations or
retrofits of equipment owned by the child care centre. The TDSB does not arrange for, or
cover the cost of, annual inspections.
TDSB Access to Child Care Exclusive-Use Playgrounds
In cases where the child care uses their self-funded playground space and the area is locked,
the operator is responsible for providing a key to the caretaker and TDSB staff to provide
access in case of an emergency.
Community Access to School Playgrounds
In cases where access to the Ministry-approved playground is not sufficient to meet the two
hours requirement during school hours, the time after school until 6 p.m. is prioritized for
child care use. Concurrent use of playgrounds by child care and community members may
not be possible due to licensing and/or insurance requirements for child care operators.
Community access to school playgrounds is available after 6 p.m. or at any time outside of
school hours when the space is not being used by child care.
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For information regarding TDSB playscapes, contact:
In-House Construction Administrator
416-395-4600
See also:
).- Facility Services Work Request Process and Form (Forms, p. 120)
).- Tenant-Funded Repairs (Appendix B.4)
).- TDSB Buildings and Property: Repairs and Maintenance (Appendix B.5)
).- Caretaking Services (Appendix B.6)
).- Province of Ontario Day Nurseries Act: Playground: www.e-laws.gov.on.ca
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8.8 Waste Minimization and EcoSchools
Child care centres have a unique opportunity to teach young children about minimizing
waste as one part of living responsibly in a shared space. To minimize waste, reduce disposal
costs and meet waste diversion targets, all schools are to recycle both paper and container
products. The new school green bin program is now available to handle food, diaper and
soiled paper waste.
The Child Care Waste Minimization Subcommittee has developed the following
recommendations.

•
•
•

•
•
•
•
•

•
•
•

•

Best Practices for Minimizing Waste
Team building
Build on relationships with other members of the school community by seeing how
you can work together on environmental initiatives.
If your school has an environmental committee or Eco-Team, get involved with
them to coordinate recycling and, if applicable, follow green bin practices.
See if Eco-Team students are interested visiting the centre to teach students proper
recycling practices.
Participate in school community clean-ups by cleaning up the daycare play area .
Reduce food waste
Food can make up to 40% of our garbage. Try some of the following strategies to
reduce food waste at your centre.
Monitor what children are and are not eating. Look for opportunities to adapt
menus so students are more likely to finish their food.
Encourage an atmosphere that emphasizes taking time to finish as much food as
possible.
Keep an eye on upcoming food expiry dates .
Check attendance each day to guide planning for number of meals cooked .

Consider ways of using uneaten food (e.g. unopened packages, apples with no
bites) that follows public health regulations.
Reduce packaging waste
Try some of the following strategies to reduce the amount of packaging waste
created at the centre.
Choose snacks with recyclable or reusable packaging .
Buy food in bulk whenever possible rather than individually packaged items .

../

../

../

Use washable, rather than disposable, dishes and cutlery .
Sort waste properly
Making sure waste goes in the right place helps reduce the amount of garbage
going to landfill. Try some of the following strategies to improve recycling and
green bin practices at your centre.
If your school has a green bin program please note that the bin accepts:
• diapers (but not wet wipes)

../
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•
•

•
•

•
•

paper towels and tissues
food scraps
If you are interested in learning more about the green bin program and how to get it
started, review Setting Ug a Green Bin Program in Your School.
Order additional recycling boxes and green bins from the TDSB Distribution Centre
as needed. Group garbage, recycling and, if applicable, green bins to promote
proper sorting.
Teach students where things go and place visual posters over bins to help students
remember what goes where.
Help everyone get better at sorting waste by looking at your garbage once in a
while. See if people are putting things in the right place and be sure to let them
know how they're doing. What's going well? What needs work?

EcoSchools
EcoSchools is a voluntary school greening program that encourages children, staff and
parents/guardians to take leadership and action to help build a healthy and sustainable
future. EcoSchools addresses curriculum, the ways in which schools are run and the design
and use of school grounds. Its central focus is supporting children and staff in caring for and
protecting the environment. Waste minimization is a core EcoSchools goal.
378 schools were certified EcoSchools as of June 2014.
For TDSB waste minimization information, visit the EcoSchools website (www.ecoschools.ca)
and the Certification Toolkit under "2.2 Reduce Impact on the Environment: Waste
Minimization."
For information about EcoSchools, contact:
EcoSchools Certification Specialist
416-697-1949
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8.9 Child Care Signs and Banners
To ensure a consistent appearance for signage posted on school property, the TDSB has
developed a template for outdoor child care signs. The template on the following page is the
graphic standard for all new child care signs displayed on TDSB property.
The sign displays the TDSB logo and the agency logo (if applicable), the name and phone
number of the child care program and a stock photo of smiling children. The Board's
philosophy of co-branding is intended to increase public confidence and trust by raising
public awareness of successful program initiatives.
Purchasing Signs and Banners

The approved TDSB vendor for child care signs is Safety Express. Child care operators may
purchase signs directly from Safety Express by contacting:
Safety Express
Attn: Trish Peden
4190 Sladeview Crescent
Units 1 & 2
Mississauga, ON, L5L OA 1
Phone: 905-608-0111; Fax: 905-608-0091
Email: tpeden@safetyexpress.com
The sign material is a 3mm long-lasting DiBond and is designed to be hung on a wall or fence.
It measures 48 inches wide by 32 inches high.
When
•
•
•

purchasing a sign, please send the following information to Safety Express:
the name of the program, as it should appear on the sign
the phone number of the program or child care centre
the agency/child care logo (if applicable). Please send a high-resolution JPEG or an
Adobe Illustrator file along with the PMS colour number, if available.

Safety Express will provide current costs for the sign and its delivery.
Should operators wish to order a sign from a company other than Safety Express, the
template must be approved through the TDSB Communications Office.
The current vendor for electronic signs is:
Pattison Sign Group
Contact: Domenic Ianni, Tel : 416 759-1111, Fax: 1-855-759-4965, Cell: 416 898-0817
Web: www.pattisonsign.com
555 Ellesmere Road
Toronto, Ontario, Ml R4E8
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Installation of Signs and Banners
All signs or banners must be installed by TDSB Facility Services staff. Costs associated
with the design and permit as well as the purchase and installation of signs or banners are the
responsibility of the child care operator. To request a sign or banner please complete the
Facility Services Work Request Form (Forms, p. 120).

A. In-Ground Sign
In-ground signs are viewed as structures by the City of Toronto and therefore all
installations require city permits.
Criteria that the city inspector will look at include:
•
•
•
•

Sign details and sign surface area
Footing/fastening details
Height of sign above surrounding grades
Distance of sign from property lines and street lines

In addition to the details above, a site plan must be submitted as part of the sign permit
application. For these reasons, and to ensure TDSB standards and compliance, in-ground
sign requests require TDSB design review.

B. Large Wall-Mounted Sign
Large wall-mounted signs may also require a permit. This will be verified by the TDSB
estimator.
Criteria that the city inspector will look at include:
•
•
•
•
•
•

Depth and height of the building where the sign is to be attached
Clearance from grade to the bottom of the sign
Existing building elevations including storey levels and their heights
Location of windows and other openings
Cross section showing the depth of the sign and structural capability of the
building or structure to which the sign is attached
Sign weight and attachment details

C. Small Wall-Mounted Sign
Small wall-mounted signs usually do not require a city permit. This will be verified by the
TDSB estimator.
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D. Wall-Mounted and Fence-Mounted Banner
Wall-mounted and fence-mounted banners usually do not require a city permit. This will
be verified by the TDSB estimator.

Template for Child Care Signs Displayed on TDSB Property

24° x 36"

I 32" x 48" I 40" x &O"
our am

Your Logo
r

i

---------------------------------
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Appendix(
C.1

Lease Agreements: Overview

The Real Estate Department ("Real Estate") is responsible for administering Child Care
Lease Agreements ("Lease Agreement") between the Toronto District School Board
("TDSB") and Child Care Operators, including Third Party Providers for Full-Day
Kindergarten ("FOK") Before- and After-School Programs. All issues relating to the
occupancy of space within TDSB operating and non-operating schools or to the terms and
conditions of the Lease Agreement must be referred to Real Estate.
This section provides an overview of Lease Agreements and outlines the procedure for
changing the location of child care-leased space and FOK Before- and After-School
Program-leased space. It is imperative that principals and child care operators notify
Real Estate of any intention to change the location of leased space and that all
approvals are received prior to the occupancy of this space.
TDSB Procedure 691 outlines the process for expanding existing child care space and the
establishment of leasing new child care space in operating schools. The Child Care
Occupancy Review (Procedure 662) outlines the process to be followed in the event that a
school needs to reclaim child care space.
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C.2 Lease Agreements
All Child Care Operators and FDK Before- and After-School Program providers must have
an executed Lease Agreement with the TDSB prior to occupying space. The lease provides
a mechanism for defining and establishing an agreement regarding the use of exclusive
space, shared space or shared alternative space (where applicable). It also defines the
roles and responsibilities of the child care operator and the TDSB. Generally, the terms of
the Lease Agreement automatically continue year after year with no requirement for
renewal, subject to termination notice or relocation notice as defined in the Lease
Agreement. In accordance with the Lease Agreement, child care operators must provide
Real Estate with a copy of their certificate of insurance on an annual basis. Copies of the
Lease Agreement should be kept by both the school and the child care operator, and
should be filed in a secure, well-marked location for easy access by future personnel.
Exclusive Space
Space leased for the exclusive use of child care programs in order to meet licensing
requirements. Occupancy costs are charged for the use of exclusive space. Payment for
occupancy costs are due on the first of every month, or as otherwise stated in the Lease
Agreement, and must be submitted to TDSB's Business Services department.
Shared Space
Space under the Lease Agreement or the FDK Before- and After-School Program Lease
Agreement that is shared with a regular day-school program. Occupancy costs are
charged for the summer use of shared space. Payment for occupancy costs are due on the
first of the month, or as otherwise stated in the Lease Agreement, and must be submitted
to TDSB's Business Services department.
Shared Alternative Space
Space under the Lease Agreement or the FDK Before- and After-School Program Lease
Agreement and shared with a regular day-school program. Shared alternative space is
only made available to the child care operator in situations where the principal or landlord
needs to temporarily relocate or modify the child care operator's use of any shared space
during designated school hours, as defined in the Lease Agreement.
All space used by child care operators and FDK Before- and After-School Program
providers must be approved through a Lease Agreement or a permit. A permit is required
and fees are charged for the use of school space that is not included in Schedule" A" of the
Lease Agreement or use of space outside of a child care operator's "Permitted Hours of
Access", as defined in the Lease Agreement.
Note: Permits are also required for FDK Before- and After-School Program providers who
wish to access their leased space on Board-designated holidays (e.g. Easter Monday and
the TDSB holiday in lieu of Remembrance Day).
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For information regarding TDSB Lease Agreements, contact:
Administrative Assistant, Real Estate
416-395-2247
See also:
Child Care Operating Schedule (Appendix C)
Permit Arrangements for Child Care Centres (Appendix D)
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C.3 Changes to Leased Space
It is imperative that principals and child care operators and FDK Before- and After-School
Program providers notify Real Estate of any intended changes regarding their leased
space. The TDSB must approve all space changes prior to occupancy. For child care
operators covered under the City of Toronto's Umbrella Agreement, the TDSB and the City
of Toronto's Children's Services Division must approve all changes to leased space prior to
occupancy. The approval process for changes regarding child care space is outlined as
follows:
•

•

•

•

•

•

•

•

The principal or child care operator or FDK Before- and After-School Program
provider (hereinafter collectively referred to as the "Operator") contacts Real Estate
to request a change in their leased space.
The child care manager directs the operator to complete the appropriate Child
Care Space Survey (see following page), identifying the proposed space on the
school floor plans, as outlined in the instructions.
The operator works with the manager of Child Care Services to review the
appropriate Child Care Space Survey and the space requested to ensure
compliance with child care licensing requirements.
Operators under the City of Toronto's Umbrella Agreement must complete the
Child Care Space Survey, obtain the principal's signature and send an original hard
copy of the space survey along with a hard copy of the floor plan to the manager
of Child Care Services at the TDSB. Operators of FDK Before- and After-School
Programs must complete the Child Care Space Survey, obtain the principal's
signature and send an electronic copy of the space survey and floor plan to the
manager of Child Care Services at the TDSB. In non-operating schools, the
principal's signature is not required. The principal and Operator should each retain
a copy of the space survey for their records.
The TDSB's Planning department reviews the space survey along with the floor
plans (e.g. request for new space or revisions to existing space) against the pupil
accommodation needs of the school program to ensure that the request for child
care space will not affect the current or future program requirements of the school.
Any concerns are reviewed with the school principal.
Upon the Planning department's approval, Real Estate either approves the change
in space or, where applicable, sends the space survey to the City of Toronto,
Children's Services division for approval.
Upon receipt of all approvals, Real Estate prepares a revised Detailed Space
Summary (Schedule" A" of the Lease Agreement), sends copies of the Amending
Lease Agreement to the operator and principal.
If the child care operator is under the City of Toronto's Umbrella Agreement and
the City's Children's Services division does not approve occupancy costs, the
Operator must confirm that occupancy costs will be paid directly to the TDSB
(payment must be submitted to TDSB's Business Services department) before the
Amending Lease Agreement is prepared.
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•

The Operator is not permitted to occupy the space until he or she is in receipt of
the executed Lease Agreement.

For information regarding the Space Survey process, please contact the Child Care
Services:
Manager, Child Care Services
416-394-7369
For information regarding Lease Agreements, please contact:
Administrative Assistant, Real Estate
416-395-2247
For information including the Child Care Survey, please click on:
~ www.tdsb.on.ca
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Child Care, Policies, Procedures and Forms

Child Care Space Survey - Instructions
All Child Care Tenant requests for new space or revisions to existing space require the
approval of the Toronto District School Board ("TDSB") and must be reviewed by Toronto
Children's Services (where applicable). The attached survey must be completed and approved
prior to the occupancy of any new space.
Please complete the attached survey, using the floor plans to identify the room
numbers for exclusive and/or shared-use classroom/space. All space occupied by Child
Care Tenants must be identified and approved prior to occupancy.
In addition, please mark the exclusive and/or shared-use classrooms/space on the
attached Floor Plans, using the symbols identified below. All rooms occupied as child
care offices, storage, lunchrooms, etc. should also be identified as exclusive and/or
shared-use space on the attached floor plans.

IZI

Shared Child Care Space

Exclusive Child Care Space

Please follow the process below for acquiring the appropriate approvals:
1. Complete the attached Child Care Space Survey.
2. Obtain the signature of the school principal. (Not required if the child care centre is in
a non-operating school.)
3. Send the original Space Survey and Floor Plans via TDSB courier or postal mail to:
Manager, Child Care Services, TDSB, 2 Trethewey Drive, 4th Floor, Toronto, M6M 4A8,
Route NW. Note: Please keep a copy for your records.
4. The TDSB's Planning Department will review requests for new space or revisions to
existing space.
5. On the Planning department's approval, the Real Estate department will send the
survey to City of Toronto, Children's Services division for approval of occupancy costs
(where applicable).
6. If the child care operator is under the City of Toronto's Umbrella Agreement and the
Children's Services division does not approve occupancy costs, the child care operator
will need to confirm that occupancy costs will be paid directly by the child care
operator to the TDSB.
7. For current child care tenants, upon receipt of the approved survey, the Real Estate
department will update the child care database, prepare a revised Detailed Space
Summary (Schedule "A" of the Lease Agreement) and send five (5) copies of the
Amending Lease Agreement to the child care operator for review and approval. In the
case of new child care tenants, the Real Estate department will prepare a Lease
Agreement and send five (5) copies to the child care operator for review and approval.
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8. The child care operator may not assume the use of new space until he or she is in
receipt of a signed Lease Agreement or Lease Amending Agreement and provides a
copy of the appropriate certificate of insurance.
For information regarding the Space Survey process, please contact:
Manager, Child Care Services

416-394-7369
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Child Care Space Survey
(CHECK ONLINE FOR MOST RECENT VERSION)

Ct

ChUd Can Space Survey

D•te: - - - - - - 

Please follow Instruction on page 3 and check the appropriate box helm :

D

Revtalon to ExJatlng Chl d C.e

Space
(Current Ch Id Care Tenant)

D

Requnt for Additional Ch Id

C.•St>•c•

(Current Child Care Tenant)

D

RequeatfOf Ch Id Cara

SpKe

(New Ch Id Care Tenant)

Genenl lnform•tlon
School/Building Name
School/Building Addren

Chid Care Centre Name
Family ReaouraiCentre Name - - - - - - - - - - - - - - - - - - - - - - - - - - 

Name of On-Site Supervisor

- - - - - - - - - - - Name of Signing Officer - - - - - - - 

Telephone

- - - - - - - - - - - Telephone

Fax

- - - - - - - - - - - Fax

Email
Tenn of Operation

Program Type

----------D
D
10 months

Email

12 months

Uc enMd

Opeming

Capecity

C..,_c:lty

Current Aaalgned
Room

PropoMCINRoom

Total Room•
Required

Infant
Toddlllf
Presdlool
Kinde raarten Ane
School Ane
Schonl.Ane Lunch Pmnram
Other
Total

----------------------------------------------

© 2015 Toronto District School Board

- 88 -

Child Care Resource Manual

2. Proposed To tal Space Al location (Use attached floor plans to identify all etas room
numbers.) Please check appropriate boxes and list all leased space, using one row per room.

Check !xclualw or lh8rlcl

Room Nurill!r'

hclllllvl u..
by CJ!ld Care

IMredU..by
ClildCn
10mo

Cbeck Room Type

Ola
Cla11111om

12mo

Ollk:e

LlntlRoom

G)ft1

(e.g.• SIDnlge
Room)

Totll ........, ol ltoolll(a)

Signature, Child Cara OperatorlSignlng Officer

Data

Signature. School Principal

Data

Signaue. Menager, Child Cse Servicea

Data

Signalu"e, District Director. TOfonlo Children's S8fVicee

Date

Signaue, Menager, Planning - Fadity Services

Data

For otflc•
Notn:

u.. Only
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Child Care Procedures: Expansion and Occupancy Review
Child Care: Expanding Existing Space and Establishing New Space in Operating Schools
Procedure

The TDSB procedure, Child Care: Expanding Existing Space and Establishing New Space in
Operating Schools (Operational Procedure PR 691 ), outlines the process for the expansion of
existing child care space (shared and exclusive) and the establishment of new space (shared
and exclusive) in operating schools.
Child Care Occupancy Review Procedure

The TDSB Occupancy Review (Operational Procedure PR 662) is a procedure for reviewing the
occupancy by child care centres in relation to the Board's space accommodation
requirements.
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Child Care Operating Schedule and Holiday Survey

In the fall of each year, operators of child care centres and FDK Before- and After-School
Programs will receive important information regarding their operating schedules during
TDSB holiday periods. Operators will be asked to submit a survey response form indicating
the days they choose to remain open during holiday periods.

1. Statutory Holidays
According to the Child Care Lease and the JK/SK Before- and/or After-School Program
Lease, child care centres and FDK Before- and After-School Programs may remain open
between 7:00 a.m. and 6:00 p.m., Monday to Friday, excluding the following holidays:
New Year's Day
Family Day
Good Friday
Victoria Day

Canada Day
Civic Holiday
Labour Day
Thanksgiving Day

Christmas Day
Boxing Day

All TDSB schools are closed on the above statutory holidays and child care centres and
FDK Before- and After-School Programs will not be open.

a) Child Care Centres
According to the Child Care Lease, child care centres may remain open on the
following TDSB holidays:
• Lieu day for Remembrance Day (date to be determined each year)
• Easter Monday
Ca retaking services will be provided during the hours of the child care operation
including one hour to accommodate cleaning. A No Fee Permit is required.
Applications for permits are to be submitted to the TDSB Permit Unit no later than the
designated date (to be determined each year).

b) FOK Before- and After-School Programs
Third-party providers may elect to remain open on the following TDSB holidays:
• Lieu day for Remembrance Day (date to be determined each year)
• Easter Monday
This is subject to the following conditions:
• There are available TDSB resources to provide full day caretaking
• The operator pays permit fees based on room usage. The category for non
profit child care tenants is "E", as listed on the permit website: www.tdsb.on.ca
• The provider pays the current overtime costs for caretaking plus HST
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•

The ca retaking fee will be waived if the child care centre is also operational on
the TDSB holiday

Applications for permits are to be submitted to the Permit Unit no later than the
designated date (to be determined each year). A "Tentative Permit" will then be
established and forwarded to the applicant for signature and payment. Upon receipt of
payment, the "Permit Rental Contract" will be confirmed.

2. School Breaks
In order to schedule caretaking hours and keep the school building open during school
breaks, operators will receive a survey response form for leased child care space or FOK
Before- and After-School Program space. Operators should complete and fax this form to
the family team leader for their school and provide a copy to the head caretaker by the
designated date (to be determined each year).
3. TDSB Emergency Call Centre
The TDSB Emergency Call Centre is staffed 24 hours per day, and staff is trained to
respond to typical situations that arise in schools.
Please ensure that all staff members are familiar with the TDSB Emergency Call Centre
phone number, 416 395-4620.

4. Professional Activity Days
The TDSB school year calendar is available on the About Us section of the TDSB website.
See also:
Child Care and JK/SK Before- and/or After-School Program Lease Agreements (Appendix C)
Permit Arrangements for Child Care Centres (Appendix D)
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Appendix D
D.1

Permit Arrangements for Child Care Centres

Permit Not Required
Permits are not required for the use of leased space (as listed in Schedule A of the Child Care
Lease Agreement) during the child care centre's normal operating hours, or during:
• Christmas Break (excluding the holidays for Christmas Day, Boxing Day and New Year's
Day)
• Holiday in lieu of Remembrance Day (not valid for FDK Before- and After-School
Program "Third Party Providers")
• March Break
• Easter Monday (not valid for FDK Before- and After-School Program "Third Party
Providers")
• Summer holidays
Permit Application Required: Permit Fees Apply
A permit is required and fees are charged for the use of school space that is not included in
Schedule A of the Lease Agreement (e.g. for the use of the gymnasium or extra classrooms or
for use of space before or after school hours). Please note that the deadline for requesting or
renewing a summer permit is March 1.
The principal must authorize all permit applications before they are submitted to the Permit
Unit. A copy of the child care centre's liability insurance naming the TDSB as an "additional
insured" must be submitted along with the permit application.
Please note: When special events that anticipate a sizeable attendance are accommodated
and require caretaking services beyond the regularly scheduled caretaking duties, caretaking
service charges will apply for the set-up of furniture and/or equipment prior to the event,
take-down after the event and cleanup.
Permit Application Required: No Permit Fee Applied
Permits are required and permit fees do not apply for the use of leased space after 6:00 p.m.
up to the normal permit closing time at the school, for staff meetings, board of directors
meetings or year-end activities.
Permits are required and permit fees do not apply for the use of the school staff room for
board of directors meetings. For the sake of clarity, this concession cannot be offered at "early
closing" schools where the caretaking allocation is below 2.0. This is valid for up to one
meeting per month, and only during the school year.
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Early Opening and Late Closing
Child care centres that open at 7:00 a.m. may make arrangements with the principal and
family team leader for an earlier opening time to accommodate set-up of the centre by child
care staff. Permits are not required for this early opening time, if such can be accommodated.
It is acceptable that, occasionally, child care staff may not be able to close at 6:00 p.m. due to
parents or guardians coming late to pick up their children. If such late closing becomes
frequent or regular, the TDSB reserves the right to charge permit fees.
See also:
Child Care Operating Schedule and Lease Agreement
Please visit the TDSB website for all information pertaining to Community Use of Schools.
www.tdsb.on.ca/permits
Download "Application for Permit"
)o> Complete application form
)o> Fax form to Permit Unit: 416-395-8062
)o> Permit Unit can be reached at 416-395-7666
)o>
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Appendix E
E.1

Optional Attendance

The TDSB Optional Attendance Policy (Policy P.013) establishes the Board's commitment to
providing access to schools and programs outside a student's designated attendance area.
The Optional Attendance Procedure (Operational Procedure PR545) outlines the process for
optional attendance at regular and specialized schools and programs.
Form 545C is a sample letter regarding Optional Attendance and Withdrawal from Child Care.
It provides information to parents/guardians of children living outside the school attendance
area, stating that should the child be withdrawn from the child care centre, the child will be
required to return to the designated school based on home address, or the parent/guardian
may apply to have the child remain at the current school through the Board's Optional
Attendance process. The letter also provides information regarding registration in French
programs.
Please refer to: www.tdsb.on.ca.
Click on:
~ About Us
~ Policies, Procedures & Forms
~ Optional Attendance Policy (Policy P.013), Optional Attendance Procedure (Operational
Procedure PR545) and Form 545C
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Appendix F
F.1

Emergencies

The TDSB Emergency Call Centre is staffed 24 hours per day, and staff is trained to respond to
typical situations that arise in schools. Should child care centres experience difficulty during
periods when caretakers are not present or available, the Call Centre should be contacted to
determine an appropriate response. Situations that may arise include:
•
•
•
•
•
•

resetting fire alarms, false alarms, etc.
problems with the physical building (e.g. floods, power failures, mechanical problems)
security alarm problems
intruder(s) (Toronto Police Services 9-1-1 should also be contacted)
problems with accessing the building
emergency repairs to play equipment

Please ensure that all staff members are familiar with the
TDSB Emergency Call Centre phone number: 416-395-4620
Occasionally severe weather or other emergencies may require TDSB to close schools and
cancel transportation services. Notification of school closures and cancellation of
transportation services will be posted on the TDSB website, TDSB social media channels and
announced on major news media stations.
In other emergency situations such as death, injury, a medical emergency, a missing child,
evacuation, lockdown, strike, serious threats and fire and weather emergencies, child care
centres are advised to follow directions from the principal or head caretaker. Operators
should also follow the required government protocol for serious occurrence reporting. If the
principal or head caretaker is not immediately available, child care centres should call 9-1-1.
See also:
- "Principal 911" (a TDSB publication)
- Province of Ontario Day Nurseries Act: Fire Safety and Emergency Information:
www.e-laws.gov.on.ca
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AppendixG
Accidents/Injuries/Health and Safety
G.1

Reporting Accidents and Incidents

Child care operators should advise their insurer (as well as following required government
reporting protocols) if an accident or incident occurs under the care of the child care provider.
In order for TDSB staff to report accordingly, operators are requested to provide a copy of the
insurance information to:
Toronto District School Board
5050 Yonge Street
Toronto, Ontario
M2N 5N8
Attention: Risk Management
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G.2

Threats to School Safety

The TDSB has established a procedure for emergency situations during which a school cannot
be safely evacuated. The Threats to School Safety procedure (Procedure PR 695) includes
specific plans to keep occupants of the building safe in the event of a serious accident, violent
incident or act of terrorism.
Hold and Secure
Hold and Secure is a response to a threat in the general vicinity of a school, but not on or
near school property. This could be a police pursuit, a crime in progress or an active search
by local police for a known dangerous offender. Occupants are considered to be safe inside
the school, provided they do not leave the building.
Lockdown
A lockdown is a response to an emergency situation wherein the evacuation of a school
building is neither safe nor advisable and steps are required to isolate occupants from danger
by having everyone remain inside the building.
A lockdown is used in a serious emergency situation where the threat is inside, on or very
near to the school. A lockdown requires that all children be kept in classrooms or other
designated locations that are away from the threat. A lockdown minimizes access and
visibility in an effort to shelter all occupants in secure locations. All staff members within the
school are responsible for all children and students still at the school, and should endeavor to
ensure that no one leaves the designated area. Building entrances should be kept in the
locked position so as to restrict access of unwanted individuals. However, one access door
should remain unlocked for easy access of emergency personnel only. During a lockdown,
lights are turned off in the classroom/office, curtains/blinds are closed and all interior
windows/glass panes must be covered to prevent visibility into the classroom.
All schools will hold at least two practice drills for "Threats to School Safety" in each school
year. It is important that principals ensure that child care supervisors are included in the
development and implementation of these procedures at each school site and that they are
involved in any communication regarding the dates of the drills.
Note: In emergency situations in which the principal or head caretaker is not immediately
available, child care centres should call 9-1-1 and the TDSB Emergency Call Centre at 416-395
4620.

Threats to School Safety (PR. 695) is available at www.tdsb.on.ca.
Click on:
~ About Us
~ Policies, Procedures & Forms
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G.3

Fire Safety Procedure

The Day Nurseries Act requires:
• a written fire procedure, approved by the Chief Fire Official, that outlines the duties of
each supervisory staff member in the event of a fire
• a written record must be kept of all fire drills, all tests of the fire alarm system and all
tests of fire protection equipment, and each record must be retained for at least two
years from the date of the drill and test (s.27(1 )(e), 0802-02).

A. Fire Safety Plans
If the school's Fire Safety Plan (FSP) is not up to date (e.g. new fire alarm system or physical
alterations), the principal must follow the Fire Safety Plan Approval and Revision Process. The
salient points to this process from the child care centre's perspective are outlined below:
•

•

•

•

•
•

If there are structural or fire protection system changes to the building, the project
supervisor provides all pertinent information to the standards and compliance
coordinator to establish or modify fire safety plan drawings.
If there are changes to the location of the rooms used (exclusive or shared use) by
the child care centre within the building, the child care centre operator shall follow
the Changes to Leased Space Process by updating the Child Care Space Survey
Form and identify the new areas as exclusive or shared use on a floor plan. The
administrative assistant will forward this information to the standards and
compliance coordinator.
The child care centre supervisor shall provide a revised copy of the first page of
Appendix D to the principal of the building and provide a copy to their respective
child care services manager. The manager, in turn, will forward this information to
the standards and compliance coordinator.
Changes to the existing Plan or development of a new plan will be coordinated by
the standards and compliance coordinator after all the information outlined above
has been received.
Revisions to an existing plan will be sent to the principal for implementation,
which includes provision of the revised pages to the child care centre operator.
If a new Plan is created, it will be forwarded to the principal for implementation
once approved by Toronto Fire Services.

If the school's Fire Safety Plan is misplaced, the principal shall be asked for a replacement
copy. If a copy of the FSP is not available, the principal shall request a copy of the FSP from
the Standards and Compliance Coordinator and provide a copy to the child care centre.
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B. Fire Equipment Testing
Head caretakers are responsible for maintaining the routine fire and life safety system
checks, tests and inspections. Relevant information is recorded in the Fire Safety Logbook
(red book) or red binder located in the caretakers' office. Contact the head caretaker to
access the above information.
C. Fire Alarm Procedures
Fire Drills
• The child care supervisor shall follow evacuation procedures in accordance with
the school's fire drill procedure.
• Fire drills that are required during the summer and winter between regular school
drills can be carried out without practising the evacuation and alarm component.
Unscheduled Fire Alarms
• Refer to the Fire Safety Plan for direction.
• If the alarm is determined to be false, advise the caretaker immediately. The Fire
Department will ultimately decide whether to send out only one fire truck instead
of three.
• The local school is responsible for all false alarm penalty charges. If a child
attending child care during child care hours activates a false alarm, this charge may
be passed on to the child care centre. Please note: there is a significant penalty
charge for false alarms.
For TDSB fire safety information, contact:
Coordinator, Standards and Compliance
416-395-9749
See also:
Province of Ontario Day Nurseries Act: Fire Safety and Emergency Information:
www.e-laws.gov.on.ca
The Audit of Human Resources is available on the Child Care website.
For child care policies, procedures, and forms
Click on:
~ Early Years
~ Child Care
~ Policies, Procedures & Forms
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G.4

The Use of Bleach Disinfectants and WHMIS

Child care staff members are required to use bleach or other disinfectants on a regular basis
for sanitizing counter surfaces, toys and diaper change tables, in addition to general infection
control. Instructions for the safe use of chlorine bleach are provided to all child care centres
by Toronto Public Health.
Please note that TDSB caretakers are prohibited from using, handling or storing any
cleaning product containing sodium hypochlorite (bleach). The TDSB encourages the use
of bleach alternatives (e.g. accelerated hydrogen peroxide), as approved by Toronto Public
Health, whenever possible.
Please also note the following warnings:
• Do not pour bleach into the toilet.
• Do not mix chlorine bleach with any chemical other than laundry or dish soap.
Chemicals mixed together may create a hazardous gas.
• Do not use more than the recommended quantity of bleach, as bacteria and viruses
can mutate in stronger solutions.
Under the Occupational Health and Safety Act, all employers are required to follow the
regulations contained in the Workplace Hazardous Materials Information System (WHMIS).
The purpose of WHMIS is to ensure that employees and employers have the information they
need to work safely with hazardous materials. The regulations contained in WHMIS apply to
all operators of child care centres, regardless of whether a child care employer is covered
under the Workplace Safety Insurance Board (WSIB, formerly the Workers' Compensation
Board). WHMIS requirements come into effect when any domestic product is used in the
workplace.
Child care operators must ensure that products such as disinfectants are properly labeled
according to WHMIS guidelines. This includes small spray bottles that are used daily. In
addition, there must be a Materials Safety Data Sheet (MSDS) for each cleaning product used,
and the MSDS should be made available to the head caretaker.

See also:
Toronto Public Health: www.city.toronto.on.ca/health/
Health Canada - WHMIS: www.hc-sc.gc.ca/hecs-sesc/whmis/
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G.5

Reporting and Managing an Outbreak of a Serious Illness

An outbreak must be reported any time the number of ill children or staff (or the number of
children or staff absent due to illness) exceeds that normally expected for a certain time
period, season, age group or program. Child care centre management and staff should have
an understanding of the baseline, or the number of children that typically come down with
specific illnesses. When this number is exceeded, Toronto Public Health (TPH) should be
notified. TPH will be able to provide:
•
education
•
support and direction to staff and parents/guardians
•
stool specimen kits to facilitate identification of a causative agent in the event of an
enteric outbreak
•
a detailed outbreak package containing procedures that child care centres must follow
The process for reporting an outbreak in a TDSB school is as follows:
1. The child care centre reports an elevated level of illness to TPH. Information to be
provided to TPH should include the number of staff and number of children who are
ill, the location of the child(ren)/staff within the centre, the symptoms experienced,
the onset date of symptoms for each and the duration of illness, if known. TPH
determines whether this constitutes an outbreak and provides direction regarding the
period of exclusion for ill children and staff.
2. TPH visits and inspects the facility. Inspection includes checking the method and
frequency of cleaning and disinfecting, as well as the products used for cleaning and
disinfecting, general infection control, food preparation procedures, etc.
3. When an outbreak is confirmed, the child care supervisor must immediately report the
outbreak to the principal and head caretaker. The child care supervisor should meet
with the principal and head caretaker and provide a copy of the written direction from
TPH detailing the enhanced environmental cleaning requirements. The head caretaker
must notify the Family Team Leader whenever an outbreak is confirmed. If the
principal or head caretaker is not available, the Family Team Leader or designate
should be notified and asked to attend the meeting.
4. Outbreak control measures, such as increased frequency of cleaning and disinfecting,
are put in place by caretaking staff.
5. When an outbreak in a TDSB facility is confirmed, TPH notifies the TDSB Manager,
Occupational Health and Safety, to ensure that appropriate measures and supports are
put into place.
To report a communicable disease, contact Toronto Public Health: 416-392-7411;
www.toronto.ca/health
For additional information contact:
Manager, Occupational Health and Safety, 416-397-3460
Or TDSB Cal I Centre 416-395-4620
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G.6

Flushing and Testing for Lead in Drinking Water

A. Ministry of the Environment Requirements

Ontario Regulation 243/07 under the Safe Drinking Water Act is intended to reduce children's
exposure to lead in drinking water. Amendments to the regulation came into effect on
December 14, 2009.
The following regulations apply:
•
Where two or more facilities (schools and child care centres) are co-located (served by the
same plumbing system), water testing records and results may be shared and a single set
of samples used.
•
A school or child care centre may reduce from daily to weekly flushing if none of the lead
test results from the two most recent years (standing or flushed) have exceeded the
drinking water standard of 10 micrograms per litre. Daily flushing is still required if the
lead test results history cannot be obtained or if directed to do so by the Ministry of the
Environment.
•
Samples must be taken on a rotational basis from all facilities sharing the sample, with
priority given to taps used in the preparation of food or drink in a child care centre. Taps
located in a child care centre should be sampled before other taps or fountains used by
the same plumbing.
•
Should the test result show an exceedance to the standard, the facility handling the
sampling (the primary facility) must provide the test result within 24 hours to all other
facilities relying on the single set of samples. Each of the facilities is then required to send
these test results records to the appropriate ministry within 24 hours.
•
All schools and child care centres are required to sample between May 1 and October 31 .
B. Child Care Centres in Operating Schools

As the primary facility operator, the TDSB has assumed responsibility for flushing and
sampling procedures as well as for sharing and maintaining water safety records on behalf of
child care centres (designated as secondary facilities), in accordance with the Regulation.
These records are stored in the white water sampling binder that is kept in the caretakers'
office. Caretakers have been advised that records must be maintained and shared with child
care supervisors, as required.
Child care supervisors may access these records from the head caretaker between 7:00
a.m. and 3:00 p.m., which are considered normal business hours.
Sampling Process
As of May 2010, the TDSB began collecting water samples in schools and child care facilities
within operating schools. The TDSB has provided the Ministry of the Environment with a
comprehensive database of all child care centres located in operating schools.
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In accordance with the Regulation, taps located within the child care centre are sampled
before other taps or fountains served by the same plumbing. In future years, sampling from
taps within the school will occur on a rotational basis. The process is expected to be
completed by June 30.
Child care operators will receive test results electronically directly from the lab. Please note
that neither the lab nor the environmental management company will provide the results on
demand. Reports will be made available to all schools once sampling has been completed for
all TDSB schools. Operators should contact TDSB Health and Safety as indicated below or the
head caretaker, if test results have not been received.
In the case of operators with multiple sites, sampling results will be sent to one contact
person identified by the agency. The agency is responsible for sending the results to each of
their respective sites. Programs that close for the summer should continue to check email
messages for their water test results.
Exceedances
Should the test result at your site indicate an exceedance to the standard, the TDSB will,
within 24 hours, send you a Notice of Lead Exceedance Test Result Notification (LEN) form.
The TDSB will also send the LEN to the Medical Officer of Health, the Ministry's Spills Action
Centre and the Ministry of Education. Within 24 hours of receiving a LEN, child care
operators are required to confirm that the name of the school and child care centre is
correct, add your name, signature and date and submit a copy of this form to the
Ministry of Education.

The TDSB, as the primary facility operator, must take corrective action as directed by the
Medical Officer of Health. Once corrective actions have been taken, the TDSB must submit a
Notice of Issue Resolution within seven days to the above agencies.
C. Child Care Centres in Non-Operating Schools

Child care operators housed in non-operating schools will continue to be responsible for
flushing taps and water sampling in their area of the building.
For information regarding water flushing and testing procedures for TDSB school-based
child care centres contact:

Assistant Health and Safety Officer, TDSB Health and Safety Department
416-397-3464
Information related to the Safe Drinking Water Act and Ontario Regulation 243/07 can be
found at: www.ontario.ca/drinkingwater. A summary of the amendments is available
at: Summary of Changes to 0. Reg. 243/07
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G.7

Use of Propane Barbecue Equipment

The use of propane barbecue equipment is legislated by the Energy Act and the Propane
Utilization Code and is enforced by the Technical Standards Safety Authority (TSSA). The
legislation covers the handling and utilization of propane and related appliances and school
owned equipment.
A parent/guardian or staff member bringing his or her own barbecue onto school property
for a related function is exempt from the requirements of having to have trained personnel
handle or service the barbecue. However, as a safety precaution, it is recommended that an
individual with training inspect the barbecue prior to its use.
Guidelines for Holding a Barbecue Event:
• The principal must approve the event.
• It is recommended that the barbecue equipment be rented from a reputable dealer
(e.g. Enbridge), rather than purchased.
• At no time are repairs to be made to the barbecue or its connections by school staff or
child care staff. Repairs must be performed by a person licensed or certified to perform
such repairs.
• The tank should be full so that it is not necessary to switch tanks during the event.
• At no time is propane to be stored on school property.
• An ABC™ fire extinguisher should be readily available.
• If possible, a parent volunteer who is knowledgeable about the safe handling and use
of barbecues should be recruited for the event.
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Appendix H
H.1

Purchasing Through the TDSB Distribution Centre

Child care centres are welcome to order from the TDSB Distribution Centre, which offers
competitive pricing on over 1,600 classroom- and office-related supplies. All prices include
delivery (taxes not included). Payment may be made by Visa, MasterCard or American Express
credit cards, or by cheque. However, a minimum order of $100 is encouraged. A TDSB
Distribution Centre Supply Catalogue will be sent to your child care centre.
The ordering and payment process is as follows:
1. The Distribution Centre (DC) Supply Order form is completed and faxed to your
Customer Service/Marketing representative for your school's region or emailed to
clientorders@tdsb.on.ca.
2. A quotation for the order is prepared and faxed or emailed back to the child care
centre.
3. The child care operator reviews the quotation, and if any changes are necessary,
returns the quotation to their customer service/marketing representative.
4. Upon verification of the order and the dollar value, the child care operator advises the
customer service/marketing representative of their credit card number and expiry
date or sends (by TDSB courier or Canada Post) a cheque in the full order amount to
the TDSB Distribution Centre.
5. Upon receipt of the cheque, or credit card approval, the order is packaged and
delivered to the school or building where the child care centre is located (usually the
next business day).
For further information contact:
TDSB Distribution Centre
7 McCulloch Ave., Toronto, On M9W 4M5
Tel: 416-397-2766
Fax: 416-397-2810
Email: clientorders@tdsb.on.ca
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Glossary of Child Care Terms
Board of Directors: Elected representatives of the not-for-profit child care program legally
responsible for administering the affairs of the corporation on behalf of its members.
Canadian Standards Association (CSA): A non-profit voluntary association engaged in
standards development and certification activities. In 1998, the CSA Standard, CAN/CSA Z614
98 was approved as a National Standard of Canada by the Standards Council of Canada. This
standard applies to any public play area, including those belonging to child care centres. The
Ministry of Education has adopted the new standard as an indicator of whether a playground
is in a safe and clean condition and kept in a good state of repair.
Child Care Centre: All programs that provide care to more than five (5) children (not of
common parentage) under 10 years of age for a continuous period must be licensed as child
care centres under the Day Nurseries Act.
Children's Services: The division of the City of Toronto responsible for the planning,
administration and implementation of all licensed and funded child care services within the
City of Toronto. These services include fee subsidy, wage subsidy and special needs
resourcing. Children's Services enters into service contracts for fee subsidy with independent
child care operators to provide fee subsidy for clients who are eligible. Programs with service
contracts for fee subsidy are required to submit a yearly operating budget to Children's
Services for approval and meet City of Toronto operating criteria as well as maintain financial
viability. Children's Services also manages municipal child care centres.
Children's Services Consultant(s): Staff of the Toronto Children's Services division
responsible for ensuring compliance with the City of Toronto operating criteria and for
assessing financial viability by means of budget review.
City of Toronto Child Care Service Plan: This plan identifies the principles and objectives
that guide the service planning process. It provides an overview of the child care system and
maps local services currently available. It also identifies local needs, service gaps and future
priorities.
Day Nurseries Act (DNA): Legislation that regulates licensed child care in Ontario under the
responsibility of the Ministry of Education. The DNA establishes minimum standards for child
care facilities that operators of day nurseries (child care centres) and private home child care
agencies must meet. These include standards with respect to physical space, staff
qualifications, child-to-staff ratio, health and safety, nutrition and basic programming.
Early Childhood Educator (ECE): A person who holds a Bachelor's degree or diploma in Early
Childhood Education (or the equivalent).
Early Learning and Care Assessment for Quality Improvement (ELCAQI): A tool used to
evaluate expectations of quality for child care that all programs with City of Toronto service
contracts for fee subsidy must meet. It draws on key elements deemed essential for a high
quality child care program, such as program content and development; health and safety
standards; training, experience and stability of caregivers; group size and ratio of children to
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caregivers; and family involvement in the program. The results of this annual assessment can
be found at www.toronto.ca/children.
Early Learning for Every Child Today (ELECT): A guide to support curriculum and pedagogy
in Ontario's early childhood settings. The guide features a continuum of developmental skills
and related elements of practice. ELECT is intended to complement the Day Nurseries Act and
is aligned with The Kindergarten Program.
Emergent Curriculum: Curricular planning based on the interests of the children. It is built
through adult-child interactions, with both adults and children contributing ideas to expand
and deepen the children's explorations. It is usually flexible and can be modified to follow the
children's lead.
Fee Subsidy: Financial assistance for eligible families (parents/guardians who are "persons in
need" as determined by an income test, and parents/guardians of children with special
needs) toward the cost of licensed child care. Fee subsidies are managed by Children's
Services and are funded by the City and the Province.
Infant: A child under 18 months of age.
Informal Care: Unlicensed care, usually in the form of babysitters.
Licence (Regular): A new licence or renewal of a licence, valid for one year and issued to a
program that meets all the requirements of the Day Nurseries Act. The licence may include
specific terms and conditions.
Licence (Provisional): A licence issued to a program that does not meet the requirements of
the Day Nurseries Act and that sets out a specific time period of up to one year to allow the
operator to comply with the requirements.
Licence Capacity: The maximum number of children allowed in attendance at any one time
in each age group.
Licensed or Regulated Care: Where care is provided to more than five children (not of
common parentage) under 10 years of age, a licence to operate a day nursery is required from
the Ministry of Education under the Day Nurseries Act. There are two types of licensed child
care programs: centre-based care (group care) and home-based care (no more than five
children).
Licensed Centre-Based Care (also called Group Care): Care for a group of children provided
by a non-profit community board of directors, commercial operator, municipality or college,
and often operated in a public or commercial building.
Licensed Home-Based Care: Care for children in a private home, monitored by a private
home child care agency licensed by the Ministry. In addition to their own children, providers
are allowed to care for up to five children under 10 years of age.
Licensed Space: Physical space that must be approved for child care use by the Ministry of
Education staff, as well as by the City's fire, planning and health departments.
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Ministry of Education: Provides funding through the municipality for child care services. This
funding is directed to low-income families with young children. Funding supports fee
subsidies, wage subsidies and special needs resourcing. The Ministry also sets standards and
issues licenses to child care programs and agencies.
Nipissing District Developmental Screen: A method of recording the development and
progress of infants and children. The areas of development covered by the screen include
vision, hearing, communication, gross and fine motor, cognitive, social/emotional and self
help. This screening tool was designed to be completed by a parent/guardian or caregiver,
but is also supported by public health nurses in Toronto. Further information may be
obtained from www.ndds.ca/ontario/home.html.
Nursery School: Usually refers to a half-day program that must be licensed under the Day
Nurseries Act. Nursery programs may be independently operated or may be a program option
within a child care centre.
Pay Equity: Funding provided by the Province and the City to assist non-profit child care
centres with meeting legislated pay equity obligations. Pay equity is included in wage subsidy
payments.
Preschool Child: A child from 31 months of age up to and including five years of age.
Program Advisor: Ministry of Education staff who make unannounced inspections of all
licensed child care programs at least once a year to make sure that provincial standards are
being met, to issue and renew licences, investigate complaints and monitor operators who
are having difficulty meeting licensing standards.
Purchase of Service Agreement (Service Contract for the Provision of Fee
Subsidy/Subsidy Agreement): A contractual arrangement between the City and
independent child care operators, agencies and providers to purchase care for clients who are
eligible for fee assistance.
Registered Early Childhood Educator (RECE): A person who holds a bachelor's degree or
diploma in Early Childhood Education (or the equivalent) and is registered in the College of
Early Childhood Educators.
Ratios: Regulations contained in the Day Nurseries Act outlining the ratio of teaching staff to
children in various age groups and group sizes.
School-Age Child: Children from six (6) years of age up to and including 12 years of age.
Seamless Day: Describes the practice of organizing and integrating services so that children
can move easily from one program (e.g. the FDK Before- and After-School Program) to
another (e.g. Kindergarten). The services are complementary and harmonized and contribute
to healthy child development.
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Serious Occurrence: Any situation involving death, injury, alleged abuse, a missing child, a
disaster or a serious complaint must be reported to Children's Services as a "Serious
Occurrence".
Service Contract: A contractual agreement between the City and independent child care
operators and agencies to provide child care services.
Service Contract for Fee Subsidy (Subsidy Agreement): A contractual agreement between
the City and independent child care operators and agencies to provide a subsidy for clients
who are eligible.
Suspended Licence: The Ministry of Education can suspend a licence if there is a perceived
threat to the health, safety or welfare of children. Under a suspended licence, a program
cannot operate until the operator complies with the Ministry's specific requirements. If the
operator complies, the suspension is removed and the program may reopen.
Toddler: Children from 18 months of age up to and including 30 months of age.
Wage Subsidy: Funding to enhance the salaries and benefits of staff employed in licensed
child care centres. Wage subsidies are managed by Children's Services and are funded by the
City and the Province. Wage subsidy includes pay equity payments.

See also:
• Ministry of Education
• Toronto Children's Services
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Government Jurisdiction and Responsibilities
for Child Care Centres
Level of
Government

Authority/Legislation

Responsibility

Sanctions

Province of Ontario
Ministry of
Education

•

•
•
•

Provincial budget
Policy and legislation
Funding contracts
Quality assurance and licensing:
- issues/renews licenses
- ensures compliance through
inspections
- offers program support

•

Day Nurseries Act (DNA)
and Regulations

•

•

Provisional licence
issued if DNA
requirements not met
(usually 3 months)
Suspension or refusal
to renew license if a
threat to the health,
safety or welfare of
children exists

Ministry of
Health

•
•

Infection Control Program
Food safety

• Health Protection and
Promotion Act (HPPA)
• Ontario Food Premises
Regulations

•

Local Public Health
Department
Implements Act and
regulations

Ministry of
Consumer and
Business
Services

•

Companies Branch:
- maintains corporate records

• Corporations Act (Part Ill):
- governs conduct of
corporations and
reporting
requirements

•

Fines
Orders
Termination of
corporation for cause

•
•

Municipality
City of Toronto •

Children's Services Division:
Client Services
- determines eligibility and places
clients
- approves Service Contract for
Fee Subsidy with child care
operators and home providers
- approves monthly payments on
a per diem basis for each
subsidized child
- monitors quality and
compliance through inspection
- oversees budget control and
management
- provides program support
- monitors Serious Occurrence

•

•
•

Ensures compliance with
the City of Toronto
Operating Criteria; centre
results are posted on the
City's website (see below)
Council-approved policy
Service Agreements

•

"Stop Admissions"
order (more than two
in two years may
result in a withdrawal
of the Service
Contract for Fee
Subsidy)

•

Recovery of
overpayments
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Level of
Government

Authority/Legislation

Responsibility

•
•

•

Sanctions

reporting
Service Planning
Municipal Child Care Services
Budget Allocation:
- school board occupancy costs
- capital funding
- 20% cost sharing of fee
subsidies, wage subsidy

Toronto Public Health:
- manages Infection Control
Program
- oversees assessment and risk
control of food premises
- performs regular inspections of
food premises and infection
control (twice yearly) to ensure
compliance
- approves new space for
licensing

•

Municipal by-laws

•

•

Non-compliant
inspection reports
sent to provincial
licensing specialist
May result in
licensing sanctions

School Board
Toronto
District School
Board

Toronto District School Board
- provides space/Lease
Agreement
- provides program/
management support
- acts as school/Board/child care
liaison
performs
site maintenance,
•
improvements

•
•
•

Education Act
Child Care Lease
Board Policies

•

Termination of Lease
Agreement

See also:
Province of Ontario Day Nurseries Act: www.e-laws.gov.on.ca
Ministry of Education: www.edu.gov.on.ca/eng/
Children's Services, City of Toronto: www.toronto.ca/children
Public Health, City of Toronto: www.toronto.ca/health
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TDSB Quarterly Playscape Inspection Report (Sample)

QUARTERLY PLAYSCAPE INSP FOR: _ _ _ _ _ _ _E,QP#_ _ _ __
DATE:_ _ _ _ _ __

oc

CHECK:

VO
E N
RD
A I
L T
L I

General Site

0
S N
I
T
E

s

s
A
F
E
T
y

s

u
R
F
A

c

E

Fencing
Pathways
Furniture

CHECKED BY:_ _ _ _ _ _ _ __

CHECK FOR:
vandalism

'WO#_ _ _ _ _ _ _ _ _~

COMMENTS: (note action and notification #)

missing, loose, broken
hardware, components
tripping hazards, ice and
gravel/sand
damage/loose
components

Grounds

Signs

litter/ debris, tree
branches, needles, glass
defacement/damage

Surface Loose or
Rubber

litter or garbage
vandalism or damage

Wet Areas,
Discoloured Areas
Around Supports

water, stains, mushrooms
protruding steel/wood
exposed concrete
Retaining Borders
large gaps, heaved
spikes
wear, compaction ,
Low Spots
hardpan
Perimeter of Fall Zone compaction , surface
depth, resiliency
Overall Condition
grass, weed growth,
exposed concrete/footing

All the Components that are listed below w/11 be inspected for the following: Wear, Decay, Cracking, Loose, Broken,
Rusted, Tom, Integrity, Protrusions, Missing Parts, Splinters, S-Hooks, Quick Links, Cables, Bearings and Ropes
Overhead
Climbers
Bridges
Stairs and
Ramps
Platforms
and Posts
Slides and
Bedways
Swings
Spring Toys
Crawl
Tubes
Sand Box
Other
• ITEMS MARKED WITH ASTERISK ARE EMERGENCY OR URGENT AND REQUIRE APPROPRIATE A TIENTION
CARETAKER: Create Notifications for Items that require repair as .Per SAP Standards
Quarterly Inspection Tsk Sht1

---------------------------------------------------

© 2015 Toronto District School Board

- 113 -

Child Care Resource Manual

Forms
Third Party Extended Day Room Checklist
Adapted from the City of Toronto, Children's Services

When setting up the room ensure the environment includes the following daily:

1. Visual schedules accessible in the room?
2. Program plan posted?
3. Required displays evident in the classroom?
4. Creative supplies and sensory equipment accessible?
5. a) Selection of books accessible?
b) Comfortable seating area available in the book area?
c) Another accessory in the book area?
6. Language and listening activities planned daily?
7. a) Variety of music available?
b) Musical instruments accessible?
8. Guidelines for computer use? (if applicable)
9. Dramatic play set-up or accessible that reflect the program plan focus?
10. Construction area with at least 3 different kinds of blocks AND props?
11 . Cognitive toys accessible?
12. Variety of science equipment and materials available?
13. Physical activities planned?
14. Cloakroom space for each child in attendance?
15. Health & Safety hazards observed?
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16. Toileting procedure posted?
17. Minimum of 2 different types of play material reflecting people with
disabilities and cultures/races in the environment?
18. Science and nature equipment available in the room?
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Information Sharing & Confidentiality Agreement

T 01·onto Diisfrkl School Board
Operational. Pmcedure PR692

CHILD CARE:: INFORM.ATION SHARJNG AND
CONFIDENTIALITI' AGREDIENT

Tille:

Adopted:
Mllch 22, 2005
Revised.:
Reviewed:
Jwre2013
A.uthorizanon: Exerutive Council.

ll.O O:BJECDVE

To provide a process fo:r sharing information wi.th 1c.b:ild ·c aJe. centres while mamtaimog
oonfidentiility

2.0

RE.SPONSIBIUTY
Directo:r ofEdncation

3.0 DEFINITION
Pro·vides a uniform approach to addressing Cbil.d Care:: fufonnation smring and Confiden
tiaJti.y Agreement Provides .a stand!ml piaclice for .a.I.I. schools.

4.0 PROCEDURES
4.1. Staff fiom both schooi and child care tpJograms are encowaged to disouss children's
needs and tpJogress in order to develop•strategies to meet their .needs.
4.2. fufumiation Slwjn: CgpgntCFmw 622A)
(a)

Fonn. 1692A may be used by both school and chil.d care staff,

(b)

Fonn 1622A will be used for the ongoing and informal sharing of infonna.tion
·o n matters mch as attendance, transportanoa, or bel'!:lr!riouHel11Jted ismes;

(c)

Fonn ·622A will not be used for the sharing of cliE:i:cai (e.g., psychiatric, psy
drofogicaJI, speech-Jlanguage) :reooms 1or Onla:rio Stud.mt Rec.ord (OSR) iinf:or
mati.on. (The .appropriate BoaRl follllS for these pmposes may be obtained
from the school offioe.)

(d)

The chil.d! care centre will. retain the origin.a] signed copy offu:rm 692A. and.the
parentlgua:ndim and the schooi principal will be gi.ven a 1copy~

Operaliooall Procedure PR@2: ClriJd a-: Infimn.ari.on Slharing and. 1c.oofull!n1iillity ~
G02{R:\Secretariai\Slafl\GOO.'ro'\OP\PR.69!2'..doc}sec.1530

Page 1 of2
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Operali.onal Pmc.edure PR692.
Chil.dl Care: Infonnation Slming andl Confidentiality Agreement
(e)

Fonn ,592A_ will be part of the child ,care Pairent Registration P11ckage whenev
'er possible.

4-3_ Child 1c~ centres and school.s.will keep an accsu:rate and up~date reorutl o,f par
enfB/gmrdians who hai;re not :signed Fonn 692A.

The intent of the Confidenfuility Agreemmt (:see.Appendix A) is to reinforce to all
staff the importanoe ·ofmaimtaining oonfidentia.I. in:formatioa Where child care cen

t:Jres already require their empioyees to sign a confidentiaJi.fy agreement, compJ.etion
o,f this fmm is not reqmirel

S.O APPEM>ICES
Appem:tix A: Sampie Confidentiality AgJJeemeat
<i.O REFERENCE DOCUMEllffS
Fonn IJ.92A: Iofonmti.on Sharing Consent

Operational!Procedure Plt!69\11: Cbild.Calil!: Iillfi.mmtion St'wing ml Cmtii!mtiality ~t
G02{R:.\Se<::ie1arial'IS!aff!G001031.0P\FIR6Qil.doc}sec.1530

Page2of2
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Child~:

10psatiooal Procedun! PR._1692
Iofonnation Sharing .and Coofidirnti,,!ity Agreement

Append!ix. A

Na.me ofOhlld Care Centre

CONFIDENTIAUTI' AGRElllENT
As a.
(position, role), I wi.lll receive md have a.coess to confi
de:ntW info:imation ,a.bout children and families. This infonnation will be kept in the strictest con
fid.enre _ I l!IDdNstmd tha.t the dis0Ullsion ofpenoruUI information about clWdren and:funilies
without authw:iz.ed informed c.onsmt is 11.llletlricai.
I wi.lll abide by this C-Onfidmtia.tity .Agreement to ensure respect far fue privacy of children md
families at
~
(N
-ame
· -o
-.f-C-hil
-. d- ,-ea.re
-c-entr
 e).

Nameofsmtf

-----------------~lease print)

Sign:atw:e ofStaff_ _ _ _ _ _ _ _ __
Sign:atw:e of\Vitness _ _ _ _ _ _ _ _ __
Date

--------------~

----------------------------------------~
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Audit of Human Resources:
Child Care Centre

The information contained in the following pages is for _ _ _ _ _ _ _ _ _ _ _, which
forms part of this school.

AUDIT OF HUMAN RESOURCES

Building Owner:

Toronto District School Board

Phone number:

416-395-4620 (Call Centre)

Child Care Operator:
Supervisor:
Phone number:
Approximate number of staff:
Approximate number of students:

Number of classrooms:
Number of offices, storage rooms, etc.:

Each subsequent revision will be noted and attached to the Toronto District School
Board's copies of the Fire Safety Plan. Revisions are not to be sent to Toronto Fire
Services unless requested by the Chief Fire Official.

-----------------------------------

© 2015 Toronto District School Board

- 119 -

Child Care Resource Manual

,
(

Facilities Services Work Request
Fonn.FAC.009A (V4.4)
For office use only

Toronto
District

Facility Services
Work Request Form

School
Board

Family of Schools: - - - - - - 
Request number: - - - - - - 
Viability review required: yes D no D
Viabil ity review complete : yes D no D
Viability number: - - - - - - 
CAT approval: yes D no D

Request for work funded by:

D School/Department

D Central Department

Section "A" Complete section A and fax to vour FTL.
School name:
Tenant name:
Address :

Contact
Contact
Contact
Contact

D School Fundraising

D Tenant

D SISC

person :
phone number:
e-mail address :
fa x number :

Detailed description/issue: Provide as much detail as possible on the scope of work for th is request, include room
number(s), photos and drawings.

Principa l/Man ager name :
Date:
Princioa l/Ma naoer sionature:
Superintendent of Education name:
Date :
Suoerintendent of Education sianature:
FTL name:
Date :
FTL sionature :
* Tenant signing officer name:
Date :
*For tenant requests only
* Tenant signing officer signature:
Caring and Safe School Adv isor name:
Date:
*For secure access systems only
Caring and Safe School Advisor signature:
Note: Please ensure that the com pleted fonn has the Principal's and FTL's sionature authorizinq the request before faxino.
Section "B" For Facility Services use only.

FTL wi ll fax tenant requests to the Real Estate office 416-626-4861.
FTL will fax school and department requests to the Customer Serv ice Assistant 416-626-4867.

Real Estate name:
Real Estate sianature:
Construction estimate : $
Facilities contact :
Notes: Estimate to be attached.

Date :
Funding source:
Date :
Network/ Order number:

Section "C" For School and Department use only.

I agree to the transfer of$
Fund in g source :
Cost centre number:
Principa l's name:
Princioal 's sionature:

to Construction .

I G/ L number:
Date:
Please retain a copy for follow up.

Notes:
Only submit this form if you have funding to pay for the work.
For more infonnation on completing this form see GU.FAC.009 Requesting Work for School-Funded Projects, or
GU.FAC.045 Requesting Work for Tenant-Funded Projects.
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CONTACT INFORMATION
EARLY YEARS LEARNING & CARE
Barbara Cini, Office Assistant
General Inquiries - Child Care Services
416-394-2072 or barbara.cini@tdsb.on.ca

Louise Humphreys, Manager
Child Care Services
416-394-7369 or louise.humphreys@tdsb.on.ca
Liz Hoang, Coordinator
Child Care Services
416-394-7369 or liz.hoang@tdsb.on.ca
Sheryl Robinson Petrazzini, Central Coordinating Principal
Early Years Learning & Care
416-396-6014 or sheryl.robinson petrazzini@tdsb.on.ca
Colleen Russell-Rawlins, Executive Superintendent
Early Years Learning & Care
416-397-3929 or colleen.russell-rawlins@tdsb.on.ca

OTHERTDSBCONTACTS
Mike Achilles, In-House Construction Administrator
In-House Construction Administration
416-395-4600 or michael.achilles@tdsb.on.ca

Chris Broadbent, Manager, Occupational Health & Safety
Occupational Health & Safety
416-397-3460 or chris.broadbent@tdsb.on.ca or TDSB Call Centre 416-395-4620
Andrea Carlson, Regional Occupational Health & Safety Officer
Occupational Health & Safety Department
416-397-3464 or andrea.carlson@tdsb.on.ca
Haley Chow, Administrative Assistant
Major Capital Projects & Building Partnerships
416-395-2247 or haley.chow@tdsb.on.ca
Chris Moore, Coordinator, Standards & Compliance
Standard & Compliance
416-395-9749 or chris.moore@tdsb.on.ca

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

© 2015 Toronto District School Board

- 121 -

Child Care Resource Manual

Mahrus Salim, Project Customer Service Assistant
Facility Services
416-395-4577 or mahrus.salim@tdsb.on.ca
Erin Wood, EcoSchools Certification Specialist (Business Process Analyst)
Sustainability Office
416-697-1949 or erin.wood@tdsb.on.ca

TDSB DEPARTMENTS
Distribution Centre
416-397-2766 or clientorders@tdsb.on.ca
Permits
416-395-7666 or www.tdsb.on.ca/permits

OTHER RESOUCES
ARC Program
www.toronto.ca/parks/after-school-recreation.htm
Children's Services, City of Toronto
www.toronto.ca/children
Ministry of Education
www.edu.gov.on.ca/eng/
Ministry of Education, Full-Day Kindergarten, Before and After School Programs
http://www.edu.gov.on.ca/kindergarten/whathappensbeforeandafterschool.html
Ontario Coalition for Better Child Care: Child Care Management Guide Ill
416-538-0628 or www.childcareontario.org
Ontario Early Years Centres
www.ontarioearlyyears.ca
Parent Co-operative Preschool Corporation
416-410-2667 or www.pcpctoronto.org
Province of Ontario Day Nurseries Act: Building and Accommodation, Equipment and
Furnishings Program: www.e-laws.gov.on.ca
Public Health, City of Toronto: www.toronto.ca/health
Special Needs, Children's Services
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Early Years

Learning and Care

