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November 10, 2023
Child Care Requests to Install Air Conditioning Units 
This message is sent on behalf of Richard Christie, Senior Manager of Sustainability.
To all Child Care Supervisors,
Air conditioning requests take several months to process. Facility Services will be planning early for your requests to install air conditioning units next year. 
The attached documents provide important information about the installation of new and replacement air conditioning units:
1. Tenant Work Request Guideline – see the air conditioning section on page 5
1. Facility Services Work Request Form – complete and submit to your Facility Team Leader
1. Air Conditioning Energy Surcharge for Child Care Tenants Guideline  
1. Facilities Air Conditioning Energy Surcharge Form - complete and submit to Robin.McCrudden@tdsb.on.ca

Requests for new air conditioning units may be made at any time during the year. Please do your best to submit before December 31, 2023, so we can aim to install during the Spring of 2024.  
Please contact Brenda.Daniels@tdsb.on.ca, if you have any questions or concerns. 
If you have already submitted a request for air conditioning and have questions, please contact the Project Customer Service Assistant. 

Regards, 

  Child Care Services
  Toronto District School Board
  Tel: 416-394-2072
  ccs@tdsb.on.ca 
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Work Request Form

 





For office use only



Learning Centre:

Reference number: 





	Form.FAC.009A (V6.3)



		Section A: Details for Request – For schools or tenants to complete. Email the completed form to your Facility Team Leader (FTL). This form is valid for one year.


This form is for School-Funded projects and Tenant Work Requests. Before completing this form, please review:

GU.FAC.009 Requesting Work for School-Funded Projects or GU.FAC.045 Tenant Work Requests



		School name: 

	

		Contact person:



		Tenant name:

		Contact phone number:



		Address: 

		Contact e-mail address:



		

		Contact fax number:



		Detailed Description/Issue



		Room(s)#/Location: 

		



		Does this project involve work that is required to meet compliance regulations?   ☐ YES  ☐ NO

If yes, please explain: 







		Project Description – Provide as much detail as possible on the scope of work for this request including photos/drawings of proposed work.  









		Approximate amount of funds available1:

		Funding source(s): 



		☐ Under $5000

☐ $5000 - $10,000

☐ $10,000 - $25,000

		☐ $25,000 - $50,000

☐ Over $50,000

☐ Other: 

   

		☐ School/Department budget 

☐ School council

☐ School Fundraising

☐ Grant(s):  

		☐ Tenant budget 

☐ City of Toronto funding

☐ SISC

☐ Other:  



		Principal/Manager name:

		Date:



		Principal/Manager signature:

		



		*Tenant signing officer name:

		Date:



		*Tenant signing officer signature:

		*For tenant requests only



		Secure Access Systems Requests:

		



		Caring and Safe School Advisor name:

		Date:



		Caring and Safe School Advisor signature:

Qualifies for shared funding:   ☐ YES      ☐ NO 

		



		Non-Standard Technology Requests:

		



		IT support name:

		Date:



		IT support signature:

		



		See page 2 for administration details.













		Section B: Review of the Request – For Central Staff use only.  

FTL will:  

· Email TENANT and Toronto Lands Corporation (TLC) requests to info.tlc@tdsb.on.ca

· Email SCHOOL/DEPARTMENT requests to the Customer Service Assistant at  customerservicemailbox@tdsb.on.ca    



		School/Tenant Name: 

		Reference Number:



		Contact Name:

		



		For all requests:

		



		FTL name:

		Date:



		FTL signature:	

		



		Notification# (if applicable):

		Should the project undergo a Viability Review2
 ☐ YES     ☐ NO



		

		



		FTL or TLC Comments: e.g., any history on the project/issue, any related current or previous SAP notifications  













		For tenant requests:

		



		TLC name:

		Date:



		TLC signature:

		









		Section C: Review of Costs – For Facility Services use only.              



		Construction estimate: $

		Funding source:



		Facilities contact:

		Date:



		Work Order Number: 

		Network Number:



		Note: Estimate to be attached.

		









		Section D: Payment Details – For School/Tenant and Department use only. 


To be completed after the project is approved. 





		I agree to the transfer of $                    to Construction.



		Funding source: 



		Cost centre number:

		G/L number:



		Principal/Tenant’s name:

		Date:



		Principal/Tenant’s signature:

		



		Please retain a copy for follow up.











   Page 1 of 2Notes: 

1. Only submit this form if you have access to funding to pay for the work. 

2. For more information on Viability Review criteria see GU.FAC.009 Requesting Work for School-Funded Projects.

3. Note to FTL’s: Please submit Child Care requests for outdoor grounds projects to Robin.McCrudden@tdsb.on.ca.
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SCHEDULE “1”



Form.FAC.106A (V1.3)



		Tenants can request a new or replacement air conditioning unit(s) to be installed. In addition to paying for the unit(s) and installation costs, tenants also must agree to pay an annual energy surcharge of $300 per unit per year, plus 13% HST. Three hundred dollars is the average cost of running an air conditioning unit for one season. The purpose of the surcharge is for the TDSB to recover the increase in operating costs. 



If you would like to proceed with the installation of a new or replacement air conditioning unit(s), please complete and submit this form to robin.mccrudden@tdsb.on.ca. Upon receipt, the request for air conditioning will be forwarded to the Construction Department for an Estimate. 









		Section “A”   Complete section “A”, scan and submit to Robin.McCrudden@tdsb.on.ca.



		School name: 

		Contact person:



		Tenant name:

		Contact phone number:



		Address: 

		Contact e-mail address:



		Total number of AC units:

		Room Number

		Number of AC units



		

		

		



		

		

		



		

		

		



		

		

		



		Yearly operating charge:

($300/unit/year, plus 13% HST)

		Note: $300 per year charge is based on operating on a 4 months per year basis (June to September).



		

		



		Tenant signing officer name:

		



		

		Date:



		Tenant signing officer signature:

		







		Section “B” For Facility Services use only.                           





		Date of installation:

		



		Notes:







		Submit



		Scan and email this form to Robin.McCrudden@tdsb.on.ca, or fax to 416-396-3447. 







Note: 

· For more information on Tenant-Funded Projects see GU.FAC.045 Requesting Work for Tenant-Funded Projects and GU.FAC.106 Air Conditioning Energy Surcharge for Child Care Tenants.
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Definitions  


A tenant is an agency or person 


external to the TDSB who leases TDSB 


space.  


 


See GU.FAC.036 Maintenance 


Defects for a list of maintenance 


priorities and response times. 


 


If head caretaker is not available, 


contact the TDSB Call Centre at 416-


395-4620. See Appendix F in the 


Child Care Resource Manual. 
 


 


 


 


 


Design, Construction and 


Maintenance Guideline  


GU.FAC.045 - Version 6.0 


For All Tenants, TLC , Design 


Coordinators, Principals, Facility 


Team Leaders, Caretakers and 


Project Supervisors  


Approved by FS Leadership Team:  


▪ March 26, 2014  


▪ March 3, 2015  


▪ April 27, 2017 


▪ April 25, 2018 


▪ March 5, 2021 



http://tdsbweb/WebDocuments/Manuals/docs/Facility_Services_ID1/Caretaking_Handbook_ID1/Section_D___Work_Methods_and_Practices_ID4/GU.FAC.036%20Maintenance%20Defects_(V1.1).pdf

http://tdsbweb/WebDocuments/Manuals/docs/Facility_Services_ID1/Caretaking_Handbook_ID1/Section_D___Work_Methods_and_Practices_ID4/GU.FAC.036%20Maintenance%20Defects_(V1.1).pdf
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Tenants who make investments in an 


outdoor space (e.g., log climber) or a 


shared indoor space (e.g., air 


conditioning window units) must 


understand that those areas are not 


covered in the lease agreement and 


the improvements are not 


transferable. 
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Tenant-funded improvement project 


is work that the tenant has identified 


as a priority and has plans to pay 


for. A tenant-funded project should 


not result in a significant increase in 


school or TDSB operating costs.   


 


Tenants can obtain a copy of their 


lease agreements through the TLC. 


 


If a caretaker has submitted a 


request by notification, the role of 


the FTL is to use his or her expertise 


to provide as much scope and 


understanding of the project as 


possible.  


If a tenant-funded improvement 


project is submitted by notification 


rather than by a Facilities Work 


Request Form, the FTL will either  


 


(1) direct the notification to the 


appropriate MTL or  


 


(2) instruct the tenant to fill out a 


Facility Services Work Request 


form. The FTL will add the 


notification number to the Work 


Request form, for tracking 


documentation purposes. 


 


In the event that an MTL has sent a 


tradesperson to investigate the 


request, the notification must be 


turned into a work order. If the MTL 


cannot do the work, the FTL will 


direct the tenant to fill out the Facility 


Services Work Request form. The FTL 


will include the SAP work order 


number on the form.   


 
 


 


 



mailto:info.tlc@tdsb.on.ca

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

mailto:info.tlc@tdsb.on.ca

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx
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The tenant is required to pay for the 


full costs of construction in advance. 


The tenant must submit a cheque 


payable to the TDSB, along with 


relevant documentation prior to 


project construction.   


 


 


 


 


Health and Safety projects above 


$20,000 that are funded by the City 


of Toronto may submit 50% of the 


project cost in advance along with a 


letter from the City confirming the 


remaining 50% cost of the project 


will be forwarded to the TDSB upon 


completion of the project. 


 


 


Section 37 funded projects—A letter 


from the City of Toronto confirming 


full payment will be received after 


project completion is acceptable for 


Section 37 funded projects.  


 


 


Capital Projects for child care 


centers and Early ON—TDSB will 


establish cash flow requirements for 


the project, the City of Toronto will 


transfer funds based on the payment 


schedule.  


 


 


 



http://zwebppfprd/uploads/files/live/92/1911.pdf

http://zwebppfprd/uploads/files/live/92/1911.pdf

mailto:gail.bornstein@tdsb.on.ca
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Child care tenants may submit 


requests for air conditioning 


at any time of the year, but to 


aim for installation by June, 


requests should be submitted 


by February 1.  


 


 
 


 


 



http://zwebppfprd/uploads/files/live/92/1993.docx

http://zwebppfprd.tdsb.on.ca/uploads/files/live/35/2041.pdf

http://zwebppfprd.tdsb.on.ca/uploads/files/live/35/2041.pdf
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For new telephone or internet 


installations, tenants must 


complete and submit a 


Facility Services Work 


Request form. 


 


Maintenance and repair of 


play structures: The TDSB 


conducts quarterly inspections 


of all play structures, 


regardless of ownership of 


the structure. When 


maintenance and/or minor 


repairs are required, the 


caretaker submits a 


notification to complete the 


work. However, the child care 


is responsible for the costs 


associated with major repairs 


to play structures, such as 


replacement of a whole 


component. See Child Care 


Resource Manual, Section B7 


Playground and Playscapes.  


 


 


 


If a tenant has any questions 


or concerns regarding a 


tenant funded work estimate, 


the tenant should contact the 


estimator.  


 


 


Note: Please submit a Facility 


Services Work Request form 


for hook-up of a new 


appliance in advance of the 


delivery date. 



http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://tdsbweb.tdsb.on.ca/purchasing/

http://tdsbweb.tdsb.on.ca/purchasing/
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Tenants must review their 


security requests first with the 


principal and then with Safe 


Schools before sending in the 


Facility Services Work 


Request form.  


 


  


Approved Tenant Sign 


Templates 


 


For free sign design contact 


the TDSB Business Process 


Analyst.  


 


For Custom Sign Requests 


the Child Care Operator 


should consult with the 


Principal and the FTL, then 


complete the Custom Sign 


Request form and submit to 


the Business Process Analyst. 



http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

mailto:brenda.daniels@tdsb.on.ca

mailto:brenda.daniels@tdsb.on.ca

http://zwebppfprd/uploads/files/live/92/2057.pdf

http://zwebppfprd/uploads/files/live/92/2057.pdf

mailto:brenda.daniels@tdsb.on.ca

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

mailto:brenda.daniels@tdsb.on.ca

mailto:brenda.daniels@tdsb.on.ca
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New or replacement in-ground signs 


may not be permitted by zoning  


bylaws. 



http://zwebppfprd/uploads/files/live/92/1842.docx

mailto:Salim,%20Mahrus%20%3cMahrus.Salim@tdsb.on.ca%3e

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx
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http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://tdsbweb/WebDocuments/Manuals/docs/Facility_Services_ID1/Caretaking_Handbook_ID1/Section_D___Work_Methods_and_Practices_ID4/GU.FAC.036%20Maintenance%20Defects_(V1.1).pdf

http://tdsbweb/WebDocuments/Manuals/docs/Facility_Services_ID1/Caretaking_Handbook_ID1/Section_D___Work_Methods_and_Practices_ID4/GU.FAC.036%20Maintenance%20Defects_(V1.1).pdf

http://tdsbweb/PPF/uploads/files/live/92/1842.pdf

http://tdsbweb/PPF/uploads/files/live/92/1842.pdf
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❑ 


❑ 


❑ 


❑ 


❑ 


❑ 



http://zwebppfprd/uploads/files/live/92/1842.docx

http://www.tdsb.on.ca/Portals/0/EarlyYears/docs/ChildCareResourceManualWeb.pdf

http://tdsbweb/webdocuments/BusinessServices/docs/REVISED%20AC-212%20Request%20for%20Deposit%20June%202019.xlsx

http://tdsbweb/WebDocuments/Manuals/docs/Facility_Services_ID1/Caretaking_Handbook_ID1/Section_D___Work_Methods_and_Practices_ID4/GU.FAC.036%20Maintenance%20Defects_(V1.1).pdf

http://zwebppfprd/uploads/files/live/92/2223.pdf
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❑ 


❑ 


❑ 


❑ 


 


 


Design refers to the documents, 


e.g., drawings and                      


specifications, which are       


required to develop a project. 


For work that requires design,            


additional approvals by 


authorities (e.g., City permits) 


are typically required, which 


will add time and costs to the 


project. The tenant is 


responsible to verify if any 


approvals are required.   


 


 


As of January 1, 2016, the  


Accessibility for Ontarians with 


Disabilities Act (AODA) Design 


of Public Spaces standards are 


in  effect for all redevelopment 


and new development of         


outdoor spaces in the public 


sector, including school boards. 


The standards require that  


consultation with the school and 


community be undertaken to      


confirm which accessibility     


requirements should be           


considered. These standards 


may result in the need for a 


design and additional fees. 
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❑ 


❑ 


❑ 
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http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

http://zwebppfprd/uploads/files/live/92/1842.docx

https://sustainabilityoffice.box.com/s/rlq8bw9g0p0bzufgiaxnvtv6c0ji4po8

https://sustainabilityoffice.box.com/s/rlq8bw9g0p0bzufgiaxnvtv6c0ji4po8
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Common Child Care Improvements: Budget Ranges—Continued 


 


❑ 


❑ 


❑ 


❑ 


❑ 


❑ 


 


 


 



https://sustainabilityoffice.box.com/s/wfyfm7vspu9msb0bqyfb7wewqbiug5xd

https://sustainabilityoffice.box.com/s/n5p2mrmclmzl04p7x23fwy8zxkfv73mw
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