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WELCOME 

The purpose of this Parent Handbook is to make information available to you. It includes many of the 

policies that you have signed during registration. Please read the enclosed information carefully and 

keep this document handy for ready reference.  

 
❖ History of DCCC 

 
Denlow Community Child Care (“DCCC” or the “Centre”) is a non-profit community-based centre 

offering quality care and educational programs for children ages 2.5-11 years of age. We are located in 

Denlow Public School and have been in operation since 1987.  

 

We are currently licensed for 20 Preschool, 13 Before- & After-School Kindergarten, and 30 Before- & 

After-School School-Age children with six qualified Registered Early Childhood Educators (RECEs) and 

one Early Childhood Assistant (ECA). All RECEs are in good standing with the College of Early Childhood 

Educators. All staff are up-to-date with their Standard First Aid CPR Level C and have a clear Vulnerable 

Sector Check.  

 
❖ Volunteer Board of Directors 

 
Our Centre is run by a Board of Directors who are volunteers from our community. Parents who are 

interested in serving on this Board are very welcome. Our Annual General Meeting is usually held in 

October and the Board can have a maximum of 7 directors.  

 

❖ Responsibilities Pertaining to The Board of Directors 

 
Every family that has a child enrolled in the Centre automatically becomes a member of the corporation. 

As a member of the corporation (which is the legal operator of the Denlow Community Child Care - 

North York, Inc.), the family is entitled to one vote at the Annual General meeting. Board of Directors are 

elected from among parents wishing to serve on the Board at this meeting. Board of Directors will 

usually serve a minimum of two-year term. 

 

The Board of Directors will meet with the Executive Director every four to six weeks when the Executive 

Director presents a report. This process serves to check whether the objectives of the program are being 

met, as well as providing an opportunity for the Board and the Executive Director to resolve matters of 

concern. 

 

The Board of Directors of DCCC has the option to make changes and/or additions to the policies and 

procedures of the program as the need arises. 
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SIGNIFICANT DATES 
Academic Year 2024/2025 

 
Labour Day – Centre Closed September 2, 2024 

 

First Day of Childcare 

 
September 3, 2024 

 

Thanksgiving Day – Centre Closed October 14, 2024 

Professional Activity Days Sept. 27, 2024 

Oct. 11, 2024 

Nov. 15, 2024 

Nov. 29, 2024 

Jan. 17, 2025 

Feb. 14, 2025 

June 6, 2025 
Winter Break - Centre Closed Dec. 23, 2024 – Jan. 3, 2025, 

inclusive 

 

Family Day – Centre Closed February 17, 2025 

March Break   March 10-14, 2025, inclusive 

Good Friday and Easter Monday – Centre Closed April 18, 2025 
April 21, 2025 

 

Victoria Day – Centre Closed May 19, 2025 

Preschool Graduation Ceremony  

-  
June 2025 
Date to be determined 

Last Day of Childcare Programs 

 
June 27, 2025 

 

 

Any changes in the above dates or schedules will be announced during the school year. 

 
❖ Centre Hours 

 
DCCC is open Monday to Friday from 7:30 a.m. to 6:00 p.m. Hours may be adjusted during PA Days and 

March Break depending on enrolment numbers and staffing. The Centre must follow legislated 

Staff/Child ratios at all times. Our programs run for 10 months from September through June. During the 

months of July and August the Centre is closed. Staff will make every effort to give families two weeks’ 

notice regarding changes in Centre hours. The Centre may need to change services or close as a result of 
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any Health and Well-Being or Pandemic Protocols as instructed by Toronto Public Health and/or the 

Toronto District School Board. 

The Centre will be closed on all statutory holidays as well as Easter Monday and any other days listed 

under the Significant Dates table: 

 

Civic Holiday   Labour Day  Thanksgiving 

Christmas Day Boxing Day New Year's Day 

Family Day Good Friday Easter Monday 

Victoria Day    Canada Day  

 

❖ Changes in Program Delivery, Closures and Hours of Operation 

 
The Centre may need to change services or close during a pandemic for the following reasons: 

• The Centre may be asked to close by Toronto Public Health to reduce the spread of the virus. 

• The Centre may close if teacher/child ratios fall below legislative requirements. 

• Individual rooms in the Centre may be closed due to an outbreak in that room. 

• The Centre may need to reduce hours in order to accommodate reduced staffing or a change in 

hours/caretaking within the Denlow Public School 

• The Centre will need to close if the Denlow Public School closes 

• All outside agencies will be notified, e.g., City of Toronto Children’s Services, Ministry of 

Education, Toronto Public Health, etc.  
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PROGRAMS & HOURS 
 
Denlow Community Child Care currently operates the following programs:  

 

1. Preschool #1: 7:30 a.m. – 6:00 p.m. 

2. Preschool #2: 9:00 a.m. – 3:30 p.m. 

3. School Age #1 Before-School Program: 7:30 a.m. – 9:05 a.m. 

4. School Age #2 After-School Program: 3:40 p.m. – 6:00 p.m. 

5. Kindergarten Before & After-School Program (one package) – 7:30 a.m. – 9:05 a.m. and 3:40 

p.m. – 6:00 p.m. 

 

DCCC closes at 6:00 p.m. sharp. If a child remains at the Centre past the scheduled pickup time (3:30 

p.m., or 6:00 p.m.) the parent will be charged a $1.00 per minute late fee. The person who picks up will 

sign a late pickup form and the family is required to submit the late fee to the staff member who stays 

late. Staff document all late pick-ups and report to the Executive Director any family that is persistently 

late.  

 

Families must pass this information on to any guardian, grandparent, or nanny who is responsible for 

picking up their child/children. If this schedule is a challenge, it is the family’s responsibility to make 

arrangements for an authorized emergency person to pick up their child on time. 

 

Persistent lateness or absenteeism is a breach of the Denlow Parent Contract and may result in the 

termination of the family’s childcare space. 
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ARRIVAL & PICK-UP PROCEDURES 
Our Centre has a buzzer system that childcare families use to access the building at Door #2 (west 

entrance at the Kindergarten playground).  

 

Per TDSB Safe School Protocols, the buzzer system access hours are limited to: 

 

7:30 - 9:00 a.m. & 3:40 - 6:00 p.m. 

 

Families who are picking up their children outside of the above hours must come to Door #3 (north 

entrance near the Preschool playground) and phone the Centre at 416-443-9394 to gain access.  

 

When using the buzzer system at Door #2 during the allotted timeframe:  

 

STEP 1: Arrive at door #2 and push the buzzer (please only push once).  

 

 

 

 

 

 

STEP 2: Staff will be able to see you through the built-in camera. They will push the unlock button on 

their end in the classroom/office. You will hear a click when the door is unlocked.  

STEP 3:  

 

To Drop off a Preschool Child 
To Drop off a Kinder/School-Age 

Child 

To Drop off Both Preschool & 

Kinder/School-Age Children 

- proceed to the preschool 

room #114 

- help your child change to 

indoor shoes, place belongings 

on the coat hook, try the 

washroom. 

- sign child in and send them 

into the classroom 

- exit via Door #3 to avoid 

creating traffic in school 

hallways.  

- bring your kindergarten child 

to their cubby to get ready, take 

off jacket/change into indoor 

shoes. 

- sign them in and ensure they 

enter room #122. 

- Exit via Door #5 

 

OR 

 

- Drop off your 

Kindergarten/School-Age child 

first 

- Proceed to drop off your 

preschool child 

- exit via Door #3 to avoid 

creating traffic in school 

hallways 

IMPORTANT: You will come through the Kindergarten playground fence (gate) to access door #2. 
You MUST keep the fence gate closed behind you for safety purposes. Please keep in mind that 

young Kindergarten children use that playground, and it is extremely important to keep all 
playground gates closed. 
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- bring your school-age child to 

the hallway where they leave 

their belongings on a coathook. 

- ensure they enter room #122 

- sign them in 

- Exit via Door #5 

 

 

 

 

 

 

 

❖ Timeframe for Drop-offs 
 

Preschool Program: 

You must drop off your child by 9:00 a.m. School grounds will be very crowded after 9:00 a.m. as school 

children wait to enter the building and hallways will be extremely congested. It would be like the 401 at 

rush hour! 

To be considerate of the school classes that are trying to arrive at a similar time. Please adhere to this 

timeframe diligently.  

 

Before-School Program: 

Per school rules, the Centre does not accept before-school children past 8:54 a.m. since the play yard 

will be supervised by Denlow Public School staff by then. After 8:54 a.m., your school-age child is to join 

their class queue in the play yard, and your kindergarten child is to join the Kindergarten class queue in 

the Kindergarten playground.  

 

❖ To Pick Up Your Child 

 

To pick up your child, use the same entrance door #2 to enter the building. You must remember to sign 

your child out on the sign-in/out sheet. Please exit via the nearest door from your child’s classroom. 

 

**Exception: if you pick up your child from the playground during their outdoor play time, i.e., preschool 

playground, school-age play yard, etc., a staff member will let you in through the nearest door with their 

key card so you can collect your child’s belongings** 

 

!! IMPORTANT !! Your child is not in our care until they have entered the classroom. 
The hallways are not monitored by staff. It is the parent’s responsibility to ensure their child has 

entered the correct classroom. 
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❖ Important Notes for All Programs:  
 

➢ Staff will release your child/children to any person(s) listed on your Authorized Pick-Up List. 

➢ If a designated person who is not on our Authorized Pick-Up List will be picking up your 

child/children, we must receive a phone call or email from you (the parent) giving us 

permission to release your child to that person. 

➢ If you want to add or remove person(s) to the Authorized Pick-up List, please email the 

Executive Director at info@denlowchildcare.ca. 

➢ The person who picks up should have an ID on them in case a staff member has never seen 

them before. We appreciate your patience in the beginning of the school year as it will take time 

for all staff members to recognize new faces.  

➢ We will not release your child to any person under the age of 14 years. 

➢ If your child/children will be absent from childcare, please contact us in the morning. 

➢ If your child will be absent due to illness, we must be informed what that illness is. 

➢ Parents of School-Age children must complete and submit the required childcare form to 

indicate if their child/children will be attending any Denlow Public School or Toronto District 

School Board After-School programs as well as if/when the child will be returning to the 

childcare program.  

 

We recognize that at times the protocol regarding entering and exiting through designated doors may 

be an inconvenience to you; however, we also know and appreciate that your child’s safety is your 

number one priority; this initiative will only work towards making Denlow a safer place. Thank you in 

advance for your co-operation and understanding.  

mailto:info@denlowchildcare.ca


 

 

 

Back to Table of Contents                                                Page 11 of 65 

 

CLOTHING POLICY 
At DCCC we encourage all children to participate in a wide variety of indoor and outdoor activities. 

When buying clothing, allow for freedom of movement and practicality. Children should feel 

comfortable, be able to dress/toilet themselves (we encourage independence), while not worrying 

about getting their outfit dirty. 

 

Your child’s name should be labelled clearly on all clothing items, e.g., coats, sweaters, hats, shoes, 

underwear, etc. In addition, please send in with your child a clearly marked bag containing a complete 

spare set of clothing that is labeled. While staff will be diligent in looking after each child’s personal 

property, we are not responsible for loss or damage to items left at the Centre. 

 

❖ Winter Clothing  
 

Make sure that your child has warm outdoor clothing and boots for cold weather. Mittens must be 

attached to coats with clips. Please do not send in your child with gloves; they are too awkward for 

young children to handle. Health Canada strongly recommends that parent avoid dressing their children 

in scarves and clothing with drawstrings as they are considered a choking hazard; Therefore, the staff 

will not dress your child in their scarf if it is sent to the Centre. Instead, please send neck warmers.  

 

Boots must be placed neatly under your child’s hook and shoes kept on the labeled shoe shelf. It will 

help staff find your child’s hats and neck warmers (labeled) if they are placed inside your child’s coat 

sleeve. Please DO NOT put them inside your child’s knapsack/bag. 

 

❖ Summer Clothing 
 

Children must wear a hat to protect their head from the sun. We do not allow sunglasses for Pre School 

children. Please ensure that you have a labeled (your child’s name clearly printed) container of 

sunscreen that can stay in the childcare (not inside your child’s bag or knapsack) and can be applied as 

required. 

 

We understand that the coat hook area is very congested and we apologize for this inconvenience. 

However, we have no control over the limited area that has been designated for childcare.  

You can help by sending in a cloth bag or SMALL knapsack for your child’s hook. We are finding that 

some of the knapsacks are very large and taking up a great deal of precious space.  

 

Please DO NOT dress your preschool child in the following clothing:  

 

➢ Belts, Suspenders, Bodysuits, and Overalls. These articles of clothing do not promote 

independence and usually require an adult’s help. This can be very frustrating for both the child 

and staff during busy washroom and dressing routines. 
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➢ Costumes of any kind (unless we are having a special party event) - Super Hero Uniforms and 

Capes, Princess Dresses/Skirts, Crowns, Headband Cat Ears, etc.  

 

➢ Footwear - battery-operated shoes with flashing lights. 

 

 

❖ Clothing that we highly recommend –  
 

• Footwear (soft soled shoes) that is easy for the child to slip on and off (we love VELCRO!!) 

Please DO NOT dress your child in crocs or footwear that has built-in battery-operated 

flashing lights. These shoes are extremely distracting to other children during Learning Circle 

and transition times. They are also very destructive to the environment. 

 

• Sport pants are fantastic for promoting independence and very comfortable! Children can easily 

dress and toilet themselves without the aggravation of buttons, snaps and zippers. Your child 

will learn these self-help skills in a positive way and at their own level when participating in the 

dramatic centre with the dolls and dress-up clothes.  

 

Thank you for your co-operation regarding our Clothing Policy. 
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PRESCHOOL HALLWAY CUBBIES 
It is extremely important that we all keep the children’s coat area clean and organized. You can help by: 

 

➢ Taking home items in your child’s tin can on a daily basis 

 

➢ Putting indoor shoes away in the designated area on the labeled shoe shelf 

 

➢ Ensuring that mittens, hats, neck warmers, etc. are put neatly away and not left on the bench 

 

➢ Avoid putting wet/dirty coats/shoes on the bench and shelf. 

 

 

GRADUAL ADMITTANCE POLICY 
It is the policy of DCCC that all new children registered in the preschool Program will be admitted on a 

gradual basis during the first week that the Centre is open in September. 

 

Starting a new school can be a difficult time for even the most well-adjusted child, therefore we do not 

start all of our new children on the same day. To assist in ensuring that your child’s transition into a new 

setting is a comfortable and positive experience, you will be assigned a specific day that your child may 

begin the first week according to their age. There will be no fee refund. 

 

The Executive Director will contact you via email to inform you of your child’s start date in September.   
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PROGRAM MISSION STATEMENT 
OUR STANDARD IS HIGH 

OUR PASSION IS CHILDREN 

OUR COMITTMENT IS TOWARDS OUR FAMILIES 

 

We believe that every child should have every opportunity to develop to their fullest potential through a 

child-initiated and adult-supported environment that focuses on five areas of development in a holistic 

way: 

 

1. Physical  

2. Social/Emotional  

3. Communication/Language  

4. Self-Esteem  

5. Cognitive 

 

Our practice is guided by the work Ontario’s Pedagogy for the Early Years How Does Learning Happen? 

We understand that learning happens within relationships among children, families, educators, and 

their environments.  

 

❖ The Foundations of Our Program 
 

▪ Every child has a sense of belonging when they are connected to others and contributes to their 

world. 

▪ Every child is developing a sense of self, health, and well-being. 

▪ Every child is an active and engaged learner who explores the world with body, mind, and 

senses. 

▪ Every child is a communicator who expresses themselves in many ways. 

 

❖ Strategies & Approaches 
 

To successfully achieve these foundations, we implement the following: 

 

1. Promote a healthy and safe environment that supports general well-being  

2. Promote an environment which ensures good nutrition and safe food preparation  

3. Support the children to interact, communicate, and co-regulate 

4. Foster exploration, play, and inquiry 

5. Incorporate indoor and outdoor play, active play and quiet time 

6. Foster the engagement of and communications with parents  

7. Involve local community partners  
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8. Support others in relation to continuous professional learning  

 

❖ Play Inspires You to Think Differently 
 

We value “play” as an essential medium for learning. The Ministry of Education’s How Does Learning 

Happen (HDLH) and Early Learning for Every Child Today (ELECT) is the continuum which supports our 

play-based learning environment. Our staff aim to create an atmosphere that emphasizes individual and 

small-group child-initiated and adult supported learning experiences through play.  

 

Daily hands-on activities offer the children a variety of choices from which to select. These activities are 

designed to promote success and problem-solving. Our RECEs are responsive to the children's cues and 

integrate their individual interests into the daily program plans, providing opportunities for children to 

develop social skills of cooperation and sharing.  

 

These activities include: 

 

- Creative art activities and projects 

- Science experiments and inquisition 

- Cognitive and problem-solving activities 

- Cooking and nutrition activities 

- Educational computer activities 

- Sensory activities  

- Block building and construction 

- Drama and roleplaying 

- Literacy activities – stories, poems, finger plays, chants 

- Third Party Enrichment Activities – Super Science, Applefun Puppetry, Ten Ten Sports, Safari 

Magic, Artistic Way, Travelling Critters, Scrapbooking, etc. 

 

❖ Partnership 
 

Partnership between families and the Denlow Program is essential for the optimal development of 

young children. We encourage ongoing communication between the staff and our families. We see 

families as experts who know their children and have important information to share.  

 

❖ Inclusion 

 

Inclusion and accessibility are used to express the view that all people hold rights and responsibilities as 

equal and essential members of our community. The intent is to provide care for children with 

disabilities in an integrated setting and to provide support to staff working with these children and to 

their families. All Individual Support Plans will be inclusive and appropriate for the age and development 

of the child. We are committed to working with community partners to enhance our capability to 
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support children with disabilities, through training and consultation within the framework of our 

organization. 

 

❖ Monitoring Impact of Strategies 
 

Through feedback from families, children, and staff, we assess opportunities for improvement in our 

approaches. Families are surveyed throughout the year using an online survey. Programs are monitored 

through observations, staff meetings, and family feedback to ensure that our Program Mission 

Statement is reflected in our programs. 

 

❖ Professional Resources 
 

HDLH – How Does Learning Happen – www.edu.gov.on.ca/childcare/HowLearningHappens.pdf  

http://www.edu.gov.on.ca/childcare/HowLearningHappens.pdf
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INDIVIDUAL SUPPORT PLANS AND INCLUSIVE 

PROGRAMMING 
DCCC shall ensure that an up-to-date individualized support plan is in place for each child with special 

needs. 

 

➢ Staff will ensure that the program is appropriate for the ages and developmental levels of the 

children with special needs receiving care 

➢ The support plans will describe how staff will support the child to function and participate in a 

meaningful manner while in our care. 

➢ The support plans will include Objectives, Goals and Action Plan/Strategies/Procedures. 

➢ Parents must sign a form giving staff permission to consult with any other resources required 

to implement and support the child’s Individual Support Plan. 

 

The support plans will include a description of any supports or aids, or adaptations or other 

modifications to the physical, social, and learning environment that are necessary to achieve success as 

well as health and safety. 

 

 

OBSERVATIONS AND REPORTS 
During the school year, the children’s play activities and interactions are observed and documented 

regularly by our staff. Staff will use their observations, knowledge of child development, and the 

children’s cues to implement the activities and experiences described in the program plan. Our staff will 

use this knowledge to create contexts to support children’s learning, development, positive self-

awareness, health, and well-being.  

 

Our written observations aid us in three ways. One is to shape our program plan based on the individual 

child’s needs, developmental level, and interests. The other is to help us communicate to the parents 

how we feel each child is developing and progressing in our setting. The third is to ensure that staff are 

meeting the expectations and requirements described in the Program Mission Statement. 

 

Preschool parents will receive a fall and spring report outlining their child’s progress. Parents are also 

welcomed to review their child’s Observation Portfolio at any time.  

 

Reports will include the following areas: 

 

- Large and Fine Motor Development 

- Social/Emotional 

- Cognitive Skills 



 

 

 

Back to Table of Contents                                                Page 18 of 65 

 

- Music and Movement 

- Organized Group Activities and Work Habits 

- Health & Well-being 

- Self Help Skills/Routines 

- Dramatic Play 

- Language/Communication Development 

 

 

ACTIVITIES OFF PREMISES 
DCCC does not participate in field trips or walks off premises due to our part-time enrolment. Instead, 

we bring into our programs a variety of Enrichment programs throughout the year including Super 

Science, Dynamix Teambuilding Adventures, Puppetry, Lego building, Scrapbooking, Nature Based Music 

and Yoga Education, etc. Should we go off premises at any time for a special occasion, we would notify 

all parents through permission forms and follow all safety and security protocol.  
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ADMISSION AND WAITLIST POLICY 
 

❖ Policy 

General 

• DCCC will strive to accommodate all requests for the registration of a child at the Centre.  

• No individual will be discriminated against on the basis of race, language, culture, sex, disability, 

or sexual orientation. 

• Where the maximum capacity of a program has been reached and spaces are unavailable for 

new children to be enrolled, the waitlist procedures set out below will be followed.  

• No fee will be charged for placing a child on the waitlist.  

 

❖ Procedures 

Currently Enrolled Families 

• Current parents will be asked during January to inform the Executive Director in writing of their 

childcare needs for the following school year.  

• This includes younger siblings who have reached the required age to enrol in the program. 

• If a parent does not request space during the allotted timeframe, it will be assumed that care is 

not required.  

• At the time of registration, families will be required to submit: 

a) First month’s fee (deposit) for September. This deposit is non-refundable should the 

family change their mind after June 1st.  

b) Signed Fee Schedule. 

c) Completed and signed Pre-authorized Debit Agreement.  

 

Receiving a Request to Place a New Child on the Waitlist 

• DCCC will receive parental requests to place new children on the waitlist via the online 

registration form at www.denlowchildcare.ca  

• A preschool child must turn 2.5 years old during the school year in order to be eligible for the 

waitlist of that year.  

• Once the online registration form is completed, the online system will automatically place the 

child on the waitlist in chronological order.  

• This process is automatic and no confirmation is required to confirm that a child has been 

placed on the waitlist.  

 

Programs Operated 

• Preschool #1 7:30 a.m. - 6:00 p.m. 

http://www.denlowchildcare.ca/
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• Preschool #2 9:00 a.m. - 3:30 p.m. 

• Preschool #3 9:00 a.m. - 1:00 p.m. or 11:15 - 3:30 p.m. 

• Kindergarten Before- and After-School Program (one package) 

• School Age #1 7:30 a.m. - 9:05 a.m. and/or 

• School Age #2 3:40 p.m. - 6:00 p.m. 

 

 

Determining Placement Priority when a Space Becomes Available 

1. When space becomes available in a program, priority will be given to: 

a. Returning children currently enrolled in DCCC, i.e., currently enrolled children who need 

to move to the next age grouping. 

b. Siblings of those children currently enrolled in DCCC 

c. Children who reside in the TDSB Denlow Public School boundaries 

 

2. Once these children have been placed, if additional spaces are available, families on the waitlist 

will be contacted based on program room availability and the chronology in which the child was 

placed on the waitlist.  

Note: out-of-district families may be approved for entrance into Denlow Public School under the 

following considerations: 

➢ The child is registered in the full-time preschool program. 

➢ The child will continue attending childcare in the before- and/or after-school program (if a space 

is available)  

 

Offering an Available Space 

• Parents of children on the waitlist will be notified via email and/or phone that a space has 

become available in their requested program. 

• Parents will be provided a timeframe of 48 hours in which a response is required before the next 

child on the waitlist will be offered the space. 

 

Initial Orientation Visit 

When a space becomes available the next eligible family from the waitlist will be invited to a tour. The 

Executive Director will use this opportunity to meet the child and gather information that is pertinent to 

the program. They will also share information regarding the philosophy of our program, our staff, 

policies, and procedures. This visit typically takes place in April and May.  

During this visit it is the responsibility of the parent(s) to inform the Executive Director if the child has an 

identified special need. They will gather all required information from the parent and may contact our 

Resource Consultant to ensure that the child’s needs can be accommodated in our program.  
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If after meeting with the family and consulting with our Recourse Consultant and the Board of Directors, 

it is determined that DCCC may not be the best option for the child, DCCC will make every effort to assist 

the parent in finding a suitable alternative.  

Returning families will not be expected participate in an orientation visit, however they must review and 

update their registration information, review and sign the Parent Contract, Parent Code of Conduct, etc. 

on an annual basis.  

 

Enrolment of New Families 

• Upon enrolment new parents must have completed all registration forms, children’s medical 

information, permission forms, emergency information, and submitted a recent photograph of 

the child for our files. 

• Parents are asked to review and sign all policies in the Parent Handbook. If needed, the 

Executive Director will provide assistance in understanding the policies. 

• Parents must sign a contract between themselves and the Centre indicating that they will abide 

by all outlined policies. 

• A childcare space is only secured once the following have been submitted: 

a) Registration fee 

b) First month’s fee (deposit). This deposit is non-refundable should the family change 

their mind after June 1st. 

c) Signed Fee Schedule and Pre-authorized Debit Agreement 

• Parents who have a child with an anaphylaxis must follow our Anaphylactic Policy. 

 

One-Time Registration Fee 

A one-time non-refundable registration fee is required for each child accepted into a program. This fee is 

$50.00 for the first child and $30.00 for each additional sibling. This fee applies to both full-fees and 

subsidized families (this fee is subject to be reduced according to CWELCC guidelines. Please see 

updated posted CWELCC rates). 

 

Subsidy Enrolment Deposit Policy 

A deposit of 50% of the first month’s fee will be required prior to the Registration date and held in trust 

until the Subsidy amount has been approved (in writing) by the City. The deposit will be refunded when 

the child is enrolled and begins the program. If the family withdraws from the program before the child 

starts the program, the deposit will not be refunded. 

 

Withdrawal Program Notice 

Any parent may withdraw their child/children from the Centre upon two month’s written notice to the 

Executive Director. A refund will only be paid in the event that the Board of Directors deems that there 
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are extenuating circumstances pertaining to the withdrawal. Upon withdrawal from your child’s 

program, you may request to go on a waitlist, however your name will be put at the bottom of the list. 

 

Privacy and Confidentiality 

Denlow Community Child Care must maintain the Privacy and Confidentiality of all families and children 

on our Wait Lists. If you wish to confirm your status on the waitlist, you must contact the Executive 

Director by telephone. Please understand that the sequence on the waitlist my change from time to 

time and year to year according to the Priority List. 

 

The Board of Director and Executive Director of the Centre reserves the right to modify or amend this 

Policy according to the needs of the Community, financial and/or program status of the Centre, or any 

unforeseen circumstances/requirements of the TDSB, Denlow Public School or Denlow Community Child 

Care.  
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FEES 
Fees are set according to the costs of operation at the beginning of each financial year. The monthly fee 

is payable with no deduction for absences. Fees are subject to change. 

 

The initial payment covering the first month is payable via pre-authorized debit upon registration. 

Parents will be asked to sign a Fee Breakdown document outlining the subsequent monthly pre-

authorized debit payments. A service charge of $25.00 will be applied to late payments and/or N.S.F. 

transactions.  

 

The use of P.A. Days for Before & After Kindergarten and School-Age children must be booked and paid 

for one week in advance of the date to be used. If a cancellation is made after this date, there will be no 

refund. 

 

❖ Canada Wide Early Learning & Child Care (CWELCC) 
 

As of October 3, 2022, DCCC is enrolled and approved to take part in the CWELCC System. The eligible 

age groups are Preschool and Kindergarten. 

 

There is no guarantee that the Centre will continue to be a part of CWELCC in future years.  

 

As part of CWELCC, preschool and kindergarten fees have been reduced as follows:  

 

❖ Fee Schedule Per Month:  
 

Preschool Age 2 ½ to 4 Years Old 
As of Sept. 1, 2024 

Package #1                                                  

▪ Full Day (7:30 a.m. – 6:00 p.m.), five days a week                  

▪ Includes a hot lunch & two snacks 

▪ Includes Professional Activity Days & March Break 

$481.95 per month 

Package #2  

▪ 9:00 a.m. – 3:30 p.m., five days a week 

▪ Includes a hot lunch & two snacks 

▪ Includes Professional Activity Days & March Break 

$450.76 per month 

Package #3 

▪ 9:00 a.m. – 1:00 p.m. or 11:30 a.m. - 3:30 p.m. 

▪ Five days a week 

▪ Includes a hot lunch & a snack 

$261 per month 
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Before & After Kindergarten 4 to 5 years  As of Sept. 1, 2024 

Before & After School                                                  

▪ Before School (7:30 - 9:05 a.m.) 

▪ After School (3:40 – 6:00 p.m.) 

▪ Includes a snack 

▪ Does not include PA Days or March Break 

 

Note:  

There is no split fee for Before and After Care. The fee is $274.05 

for both Before & After Care Programs in order to provide 

Kindergarten children with a seamless day from 7:30 a.m. – 6:00 

p.m. 

 

$274.05 per month 

PA Days (Kindergarten) 

▪ Includes a hot lunch & two snacks 
$21.73 per day 

March Break (Kindergarten) 

▪ Includes a hot lunch & two snacks 
$21.26 per day 

 

School-Age 6 to 11 years old As of Sept. 1, 2024 

Package #1                                                  

▪ Before school (7:30 – 9:05 a.m.) 

▪ Does not include Professional Activity Days or March Break 

$221 per month 

Package #2 

▪ After school (3:40 - 6:00 p.m.) 

▪ Includes a snack 

▪ Does not include Professional Activity Days or March Break 

$397 per month 

Package #1 & #2 

▪ Before and After school  

▪ Includes a snack 

▪ Does not include PA Days or March Break 

 

$598 per month 

PA Days & March Break Full-day Care (School-Age) 

▪ Includes a hot lunch & two snacks 
$47 per day 
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50% off for each 

additional school-

age sibling 

 

 

▪ All fees are subject to change with one month’s written notice. 

▪ All families will be charged a one-time registration fee of 50.00 for the first child enrolled, and 

$30.00 for any additional sibling ($23.63 and $14.18 for age groups eligible for CWELCC 

reductions). 

▪ Late fee of 1.00 per minute applies to all programs. 

 

 

❖ Income Tax Receipts 
 

The Centre will provide a record of the previous year’s fees for each family before the end of February of 

the following year. Parents who withdraw during the year must ensure that the Executive Director has 

the correct email address in order to email the Income Tax Receipt. 
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WITHDRAW POLICY 
DCCC reserves the right to withdraw childcare services/membership for cause in any of the following 

situations: 

❖ Child’s Behaviour 

 

Non-Violent Disruptive Behaviour 

 

Any of the following behaviours by the child attending DCCC: 

a) Persistent opposition to authority 

b) Willful destruction of school/Centre property 

c) Use of profane or improper language 

d) Conduct that impairs the operation of the Centre or the physical or mental well-being of others 

in the Centre 

e) Racial or other discriminatory incidents 

f) Conduct that creates Health & Safety Concerns by staff and/or parents 

 

-First Communication – Verbal identification of behaviour(s) 

• Staff will speak to the child and the parent(s) or guardian will be informed of the issue verbally.  

• Staff will keep written documentation and records to indicate when the child and parent(s) or 

guardian were spoken to. 

 

Second Communication – Meeting and Plan of action 

• Meeting with the parents, Executive Director and at least one staff member in order to verbally 

outline all incidents and concerns.  

• Parents and staff will work together to create a mutually agreeable Plan of Action including 

possible assessments and support services. 

• Document and submit to the parent(s) a written follow up of the meeting, including an outline 

of agreed upon strategies.  

• Staff will continue to document all incidents. 

  

Third Communication – Written warning 

• Should the agreed upon strategies fail to correct the disruptive behavior, a written warning 

completed by the Board of Directors will be hand delivered to the parent(s) or guardian and sent 

via email.  

• Parents may request another meeting to revisit the Plan of Action.  

• All written documentation will be kept on file.  
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• Staff will continue to document the child's progress and the procedures that have been put in 

place. This information will be shared with the Parents on request. 

 

Fourth Communication – Withdrawal from program 

• Should the behaviour continue, the Board of Directors will notify the parent(s) or guardian in 

writing of withdrawal of childcare services/membership.  

• Parents will be given 10 working days’ notice of withdrawal and given referrals to other services. 

• If the family receives a subsidy, the Executive Director will notify Toronto Children’s Services of 

the withdrawal from the program. 

 

Violent or Aggressive Behaviour  

 

A child’s behavior is dangerous or hazardous to the health and/or well-being of the other children and 

staff and/or is deemed a “Serious Incident”. Some examples include - hitting, biting, spitting, scratching, 

hair pulling, pushing, pinching, throwing objects  

 

First Communication – Meeting and Plan of Action 

• Meeting with the parents, Executive Director and at least one staff member in order to verbally 

outline all incidents and concerns.  

• Parents and staff will work together to create a mutually agreeable Plan of Action including 

possible assessments and support services. 

• Document and submit to the Parent(s) a written follow up of the meeting, including an outline 

of agreed upon strategies.  

• Staff will continue to document all incidents. 

 

Second Communication – Withdrawal from Program 

• Should the behavior continue, the Board of Directors will notify the parent(s) or guardian in 

writing of withdraw of childcare services/membership.  

• Parents will be given 10 working days’ notice of withdrawal and given referrals to other services. 

• If the family receives a subsidy, the Executive Director will notify Toronto Children’s Services of 

the withdrawal from the program. 

 

❖ Parent/Guardian Behaviour 

 

Parent/Guardian Physical Abuse of Staff 

 

A parent(s) or guardian becomes physically abusive to administration, staff, board members, students, 

or volunteers of the Centre.  
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Physical Abuse – Immediate Withdrawal from Program 

• The parent(s) or guardian will be notified in writing of immediate withdrawal of childcare 

services/membership. 

• The incident will be documented, and the Board of Directors will be informed immediately.  

• The Executive Director will follow the Serious Occurrence Procedure and notify all required 

parties including Toronto Children's Services, the Ministry of Education and possibly Toronto 

Police Services. 

 

 

Parent/Guardian Verbal Abuse of Staff 

 

A parent(s) or guardian makes any racial or other discriminatory comments to a staff member, parent 

and/or child. 

 

First Communication – Written Warning 

• The incident will be documented by staff and reported to the Board of Directors.  

• The parent(s) or guardian will be provided by the Board of Directors with a written warning 

specifying that a second occurrence will result in withdrawal of childcare 

services/membership.  

• Staff will continue to document all incidents. 

 

Second Communication – Immediate Withdrawal from Program 

• The Board of Directors will notify the parent(s) or guardian in writing of immediate withdraw 

of childcare services/membership.  

• The Executive Director will notify Toronto Children's Services if the family is subsidized. 

 

 

Parent/Guardian Disruptive Behaviour 

 

A parent(s) or guardian makes unrealistic demands and/or threats on the program and/or staff. Staff 

feel that they are being harassed and/or bullied by a parent(s) or guardian and/or staff feel that the 

parents or guardians conduct are a Health & Safety concern. The Board of Directors reserves the right to 

withdraw the enrollment of any child if in the opinion of the Board of Directors continued enrollment, in 

light of the parents demands and/or threats, interferes with the smooth and safe operation of the 

centre.  

 

First Communication – Meeting and Plan of Action 

• Meeting with the parents, Executive Director and at least one staff member in order to 

verbally outline all incidents and concerns.  

• Document and submit to the parent a written follow up of the meeting, including an outline of 

agreed upon strategies.  
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• The parent(s) or guardian will be provided with a written warning specifying that a second 

occurrence will result in withdraw of childcare services/membership. 

• The incident will be documented by staff and reported to the Board of Directors.  

• Staff will continue to document all incidents. 

 

Second Communication – Withdrawal from Program 

• The parent(s) or guardian will be notified in writing of withdraw of childcare 

services/membership.  

• Parents will be given 10 working days’ notice of withdrawal unless their behaviour is deemed 

by the Board of Directors to be a Health & Safety concern. 

• The Executive Director will follow-up with Toronto Children's Services if the family is 

subsidized. 

 

 

Parent/Guardian Failure to Comply 

 

A parent(s) or guardian fails to comply with policies set out in the Parent Handbook and/or Policies and 

Procedure Manual of the Centre and/or a parent fails to comply with program regulations including 

health and safety protocols. 

 

First Communication – Meeting and Plan of Action 

• The Board of Directors and Executive Director will meet with the parent(s) or guardian in order 

to put together a mutually agreeable plan of action and time frame to resolve the areas of 

concern.  

• Document and submit to the parent a written follow up of the meeting, including an outline of 

agreed upon strategies.  

• Staff will continue to document all incidents. 

 

Second Communication – Written Warning 

• Written warning by the Board of Directors to be hand delivered and emailed to the parent(s) 

or guardian specifying that the next occurrence will result in withdraw of childcare 

services/membership. 

 

Third Communication – Withdrawal from Program 

• The parent(s) or guardian will be notified in writing and by email of termination of childcare 

services/membership.  

• Parents will be given 10 working days’ notice.  

• The Executive Director will notify Toronto Children’s Services if the family is subsidized. 
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Non-Payment 

 

A parent(s) or guardian becomes more than thirty days in arrears in their fees and has been notified of 

such arrears in writing. (The Board of Directors has the discretion, to consider extenuating 

circumstances upon written application by the parent(s) or guardian.) 

 

First Communication – Meeting and Plan of Action 

• Meeting with the Parents, Executive Director and Treasurer and/or President of the Board of 

Directors in order to review the outstanding fees and put together a mutually agreed upon 

payment schedule. 

 

Second Communication – Immediate Withdrawal from Program 

• If the agreed upon payment plan is not followed, the parent(s) or guardian will be notified in 

writing of withdraw of childcare services/membership immediately. The Executive Director will 

notify Toronto Children's Services if the family is subsidized. 

 

 

➢ In any of these situations the Board of Directors may seek legal advice, may contact Toronto 

Police Service, Toronto Children's Services, the Ministry of Education, and Denlow Public School 

Principal. 

 

 

Note: There will be no refund of fees upon termination of childcare services/membership for any of the 

above circumstances. 

 

Notwithstanding the items listed above, the Board of Directors reserves the right to review and modify 

any disciplinary action if, in its opinion it is in the best interest of the Centre. 
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HEALTH PRACTICES & INFECTION PREVENTION 
 

❖ Mission Statement 

 

DCCC has strict policies in place to ensure that its environment is healthy and safe, and that preventative 

measures are followed so that illnesses are minimized and controlled. These measures include clearly 

defined and implemented Health Policies, Outbreak Management Practices, as well as Sanitation and 

Hygiene Practices. All staff are trained and practice all protocols; and parents are informed as required 

of all policies and procedures.   

 

 

❖ Health & Well-Being Procedures 
 

▪ The premises are inspected annually by Toronto Public Health, the Ministry of Education, and 

City of Toronto’s Children’s Services. 

▪ Families follow the security policies regarding entering the building using designated entrances 

and signing their child in and out as required. 

▪ Staff perform safety checks on the playground prior to children entering the space. 

▪ Staff keep clear and accurate attendance and transition records for all children. 

▪ Before a child is enrolled in the Centre they are immunized as recommended by the local 

Medical Officer of Health. 

▪ A written daily record (log) is maintained that includes a summary of any incident affecting the 

health, safety, or well-being of staff or any child enrolled in the Centre. 

▪ Any recommendation by the Medical Officer of Health with respect to any matter that may 

affect the well-being of a child enrolled DCCC is carried out by the staff. 

▪ A Visual Health Check is performed on each child before the child begins to associate with the 

other children in order to detect possible symptoms of illness. Children will not be allowed into 

the Centre if they show any sign of illness. 

▪ When a child appears to be ill, the child is separated from the other children and symptoms are 

noted in the child's Illness Form.  

o a parent or emergency person will be contacted and must come to pick up the child. 

o whoever picks up the child must sign an Illness Form before taking the child home.  

o in certain cases, a doctor's note may be required before the child is permitted 

to return to the DCCC. 
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o If the child was sent home during or after rest time, their bed sheet, blanket, and cot will be 

washed/disinfected.  

 

Staff members have the right to refuse re-admission until the child is deemed to be symptom-free 

(and notwithstanding authorization from a medical professional) 

 

 

❖ Health & Safety Requirements 
 

▪ All children and staff at DCCC must have updated Emergency Cards. They are to be located in 

the Emergency Card Binder in the Preschool lower filing cabinet. Emergency phone numbers for 

all children are on the attendance clipboards. 

▪ All staff must have an up-to-date Standard First Aid/CPR certificate that will be renewed every 

three years. Staff will be trained annually in EpiPen injection, CPR, defibrillator machine 

procedure and basic first aid. 

▪ There must be a complete first aid kit and manual in the classrooms and taken out to the 

playground. They will be kept out of reach of the children. First aid kits will be checked by staff 

for supplies and any needed items replaced monthly. This will be documented. 

 

❖ Accidents 
 

If a child has an accident while on-site, the following protocols will be followed: 

 

a) The parent must be informed of the incident when they pick up the child and sign the completed 

accident report; or the staff member on duty will call the parent(s) to inform them of the 

incident and the report will be signed by the parent the following day. The parent will receive a 

copy via email. 

b) The accident report will be signed and dated by the staff on duty and the Executive Director. 

c) The incident will be documented in the daily logbook. 

 

 

❖ Head Injuries 
 

Most childhood head injuries are minor and hurt only the outside of the head. On rare occasions, a 

severe head injury can cause bruising or bleeding in the brain. This type of head injury requires 

immediate medical attention. 

 

Signs and symptoms of a mild head injury: 

• Minor scalp swelling 

http://kidshealth.org/parent/firstaid_safe/emergencies/head_injury.html
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• Cut on the scalp 

• Mild headache 

 

Signs and symptoms of a potentially serious head injury: 

• Unconsciousness or unresponsiveness 

• Obvious serious wound 

• Blood or clear fluid from the nose or ear 

• Changes in behavior, such as sluggishness, agitation, confusion extreme irritability 

• Dizziness or stumbling 

• Seizure 

• Vomiting two or three times 

• Severe or worsening headache 

• Slurred speech or confusion or other abnormal behavior 

• Difficulty waking up or excessive sleepiness 

• Unequal size of the pupils (the dark center part of the eyes) 

• Double vision or blurry vision 

• Unusual paleness that lasts for more than an hour 

• Difficulty recognizing familiar people 

• Weakness of arms or legs 

• Persistent ringing in the ears 

 

DCCC staff take all head injuries very seriously. If your child receives any type of blow to the head, the 

following will take place: 

 

1. A cold compress will be applied to the affected area 

2. The parent(s) will be contacted and notified of the incident.  

3. An Accident Report will be completed by staff, submitted to the parent, signed, and dated. 

4. Staff will document and carefully monitor the child for any symptoms of serious trauma 

5. The parent may be asked to pick up the child for observation and possible medical attention. 

6. Serious trauma – Call 911 

 

❖ Smoke-Free Environment 

There is absolutely no smoking of tobacco or any other product, including vaping, allowed on the 

Denlow Public School premises. No person shall smoke tobacco or any other product on the premises, 

including the playground area and parking lot, whether or not the children are present.  

 

http://kidshealth.org/parent/general/aches/headache.html
http://kidshealth.org/parent/firstaid_safe/emergencies/seizure.html
http://kidshealth.org/parent/firstaid_safe/emergencies/vomit.html
http://www.healthychildren.org/English/health-issues/conditions/eyes/Pages/Recognizing-Vision-Problems.aspx
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❖ Safe Drinking Water 

The Denlow Public School Caretakers are responsible for flushing and testing the building water system. 

DCCC keeps a copy of the issued Certificate. 

 

 

❖ Portable Kiddie Pools and/or Standing Bodies Of Water 
 

For health and safety reasons, any recreational portable “kiddie” inflatable wading-type pools including 

any standing bodies of water are prohibited on the premises of Denlow Community Child Care.  
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Is My Child Too Sick to Attend Childcare?  

1. Communicable Diseases: 

Any child with a communicable disease, e.g., whooping cough, or measles, must be kept at home for the 

full period required by Public Health regulations. A doctor’s note may be required for re-admittance into 

our program, depending upon current government health policy.  

 

2. Fevers: 

If your child has a fever of 38 C (100.4 F or over), we require that they not attend childcare as a fever 

usually indicates an infection. Your child cannot return to the Centre until they have been fever-free for 

at least 24 hours (not just overnight), without the aid of fever reducing medication.  

 

3. Vomiting or Diarrhea: 

If your child has experienced vomiting or diarrhea while attending childcare, you will be called to pick up 

your child. If this occurs at home, we request that you do not bring your child into the Centre. Your child 

may return after they have not vomited or had diarrhea for 24 hours (not just over night) to ensure that 

your child is well enough to participate in the program. 

 

4. Skin Conditions: 

If your child shows unusual skin conditions such as a rash, or sores (other than diaper rash) it is required 

that: 1) the child may not attend childcare, and 2) that the child sees a doctor. A doctor’s note stating 

that the condition is not contagious is required for your child to be re-admitted to the childcare 

program. If the doctor’s advice is in conflict with Public Health Regulations, we are obligated to follow 

the Public Health Regulations. 

 

5. Pink Eye (Conjunctivits): 

If your child exhibits discharge from the eyes, it is requested that they not attend childcare unless they 

have been treated with antibiotic eye drops. 

 

6. Antibiotics: 

If your child is diagnosed with an infection that is not contagious and requires antibiotics, your child 

should stay home for 24 hours after starting the medication to allow your child to build up their energy, 

and to allow the medication to take effect before they return to childcare. 
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7. Head Lice 

If your child is found to have head lice while at childcare you will be called to pick up your child. Your 

child will be allowed back to the program after treatment and all lice/nits have been removed from their 

hair. 

 

(We will provide literature from the Health Department when we have any cases of lice). 
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NUTRITION 
Our preschool children who are registered in full-day programs are provided with a morning snack, a 

hot, nutritious lunch, and two afternoon snacks daily. Children enrolled in the 9:00 a.m. – 3:30 p.m. 

program are provided with a morning snack, a hot lunch, and an afternoon snack. Monthly menus and 

snacks are posted on the Centre bulletin board and emailed to families to review. Before- and After-

School School-Age and Kindergarten children are served an afternoon snack.  

 

We work closely with our caterer, Real Food for Real Kids, to ensure that all food choices are fresh and 

whole food low in sodium and sugar. Fruits and vegetables are served daily. www.rfrk.com 

 

All menus follow Health Canada’s Food Guide, the Child Care and Early Years Act, and the City of 

Toronto’s Assessment for Quality Improvement. 

 

• We provide nutritious meals, snacks and beverages that incorporate family and cultural 

preferences as well as food allergies and/or restrictions 

• We employ safe food handling practices in accordance with the Ontario Health Protection and 

Promotion Act. 

• We follow all Toronto Public Health, and the Child Care Early Years Act regarding all Allergy and 

Food Restriction requirements.  

• All staff receive Food Handler Certification recognized by the Ministry of Health. 

 

We provide an environment for lunch and snacks that are calm, relaxing, supportive, and develop 

confidence in self-care skills and positive interactions. We accomplish this through: 

 

- Small group seating with staff support 

- Encouraging and helping children serve themselves and clear their dishes 

- Social engagement and discussions about the food is encouraged – taste, texture, smell, where 

it is bought, grown etc. – Conversation is encouraged 

- Providing dishes and utensils that are age appropriate for individual children and promote 

independence and success  

 

Cooking and baking is an activity that the children participate in often. These activities promote literacy 

skills (reading menus and documenting), math skills (measuring and pouring), sensory skills (tasting, 

touching, and smelling), experimentation and inquiry (taking temperatures, mixing, observing etc.), and 

a love for healthy/whole food. We incorporate a variety of multicultural foods to celebrate special 

holidays and celebrations.  

http://www.rfrk.com/
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ANAPHYLAXIS POLICY 
DCCC may have children who are at risk for potentially life-threatening allergies. Anaphylaxis is a severe 

allergic reaction that can be caused by foods, stings, medications, latex, or other substances. While 

anaphylaxis can lead to death if untreated, anaphylactic reactions and fatalities can be avoided.  

 

Our Centre’s anaphylaxis plan is designed to ensure that children at risk are identified, strategies are in 

place to minimize the potential for accidental exposure, and staff are trained annually to respond in an 

emergency. 

 

 

❖ Individualized Plan and Identification of Children at Risk 
 

Prior to enrolment, the parent/guardian will meet with the Executive Director or Designate to provide 

input for the child’s Individualized Plan and emergency procedures.  This plan will include but is not 

limited to: 

• Description of the child’s allergy 

• Monitoring and avoidance strategies 

• Signs and symptoms of anaphylactic reactions 

• Childcare staff roles and responsibilities 

• Parent/guardian consent for administering allergy medication, sharing information, and posting 

Emergency Plan 

• Emergency contact information 

• The procedure of administer an EpiPen/medication to the child 

• Location of EpiPen/medication and back up EpiPen (if required) 

 

Parents are requested to advise the Executive Director or Designate if their child develops an allergy, 

requires medication, and/or of any change to the child’s Individualized Plan or treatment. Individualized 

Plans will be revised yearly and as directed by the parent or physician. 

 

Copies of Individualized Plans are kept in the child’s file, emergency bags, posted in every room that the 

child occupies, and will be taken on all excursions with the child. Staff will follow the outlined plans in 

the event of an allergy reaction. 

 

❖ Responsibilities of the Parent(s) 

 

• Inform the Executive Director of their child’s allergy, asthma, or any other medical condition. 

• Complete all medical forms and the Anaphylactic Individualized Plan, if applicable.  
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• Advise the Executive Director if their child has outgrown an allergy or no longer requires an 

EpiPen (a letter from the child’s physician is required). 

• Provide training to the Executive Director or Designate regarding the child’s allergy and 

emergency procedures. 

 

❖ Location and Availability of Epinephrine Auto-injectors 
 

With written parental permission, children at risk of anaphylaxis who have demonstrated maturity may 

carry the EpiPen in a pouch on their body at all times. All EpiPen must be clearly labelled with the child’s 

name. Most children are able to carry their own EpiPen and asthma inhaler (if needed) by grade one or 

two. 

If parents do not provide a back-up EpiPen for the Centre to keep, these children will not be accepted 

into the Centre in the event that they do not have their EpiPen with them, e.g., if they left their EpiPen 

at home, etc.  

For younger children, their EpiPen will be stored in a labeled container with the child’s name on it and 

kept in the classroom at all times. The EpiPen container will be brought with the staff when children 

move from program to program, e.g., gym, playground, library, etc. EpiPens must never be left within 

reach of the children. 

Posters which describe signs and symptoms of anaphylaxis and how to administer an EpiPen will be 

placed near the emergency plans.  

 

❖ Emergency Protocol 
 

Adults must be encouraged to listen to the concerns of the child at risk, who usually knows when a 

reaction is occurring even before signs appear. It cannot be assumed that children will be able to 

properly self-administer their EpiPen. In some cases, children may be fearful of getting a needle or may 

be in denial that they are having a reaction. 

To respond effectively during an emergency, a routine has been established and practiced, similar to a 

fire drill. During an emergency: 

 

1. One person stays with the child at all times. 

2. One person calls 911, goes for support in the school office, and calls parents.  

3. Follow the child’s Individualized Plan. Administer EpiPen/medication at the first sign of 

reaction. The use of EpiPen for a potentially life-threatening allergic reaction will not harm a 

normally healthy child, if EpiPen was not required. Note time of administration. Administer 

second dose if needed. Note time of administration. 

4. Have the child transported to an emergency room even if symptoms have subsided. 

Symptoms may recur hours after exposure to an allergen. 
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5. One calm and familiar person must stay with the child until a parent or guardian has been 

contacted and arrives. The child’s back-up epinephrine auto-injector should be taken. 

6. One person keeps the remaining children calm and supervised at all times. 

 

 

❖ Training 
 

• DCCC uses a “train the trainer” model, in which the parent/guardian will train the Executive Director 

or Designate prior to the child’s enrolment, and the Executive Director or Designate will train the 

remaining staff. This training includes an overview of the signs and symptoms, procedures to be 

followed, and the administration of EpiPen/required medication on their child when an anaphylactic 

reaction occurs.  

• Staff hired after the initial training will be given training by the Executive Director or Designate 

before interacting with the children.  

• Annually all staff participate in Standard First Aid training/refresher which includes an overview of 

anaphylaxis, signs and symptoms, and the use of EpiPen. Staff will have an opportunity to practice 

using an EpiPen trainer (device used for training purposes) and are encouraged to practice with the 

auto-injector trainer throughout the year, especially if they have a child at risk in their program.  

• The staff will be required to sign and date that they have received training. 

• The Executive Director or Designate will keep a log on file of all training dates, trainers and staff and 

parent signatures. 

• All staff training documents will be posted on the preschool room bulletin boards.  

• Occasional staff will review which children are anaphylactic in the room, as well as read over the 

children’s Individualized Plans in their class upon arrival.  

 

 

❖ Creating an Allergy-Safe Childcare Environment 
 

Staff must ensure that all foods brought into the Centre for special occasions are approved by the 

Executive Director or Designate, in the original container and label, with all ingredients listed.  

Given that anaphylaxis can be triggered by minute amounts of an allergen when ingested, children with 

food allergy must be encouraged to follow certain guidelines: 

• Wash hands before and after eating. 

• Do not share food, utensils, or containers. 

• If they bring a lunch, they must eat only the food they have brought from home unless it is 

packaged, clearly labeled, and approved by their parents. 

Place food on a plate/bowl rather than in direct contact with a table. 

 

 

 



 

 

 

Back to Table of Contents                                                Page 41 of 65 

 

❖ Strategy to Reduce Risk of Exposure 
 

• Children with extreme allergies that the Centre cannot accommodate will be asked to bring their own 

food from home 

• Foods with nut warnings will not be served (e.g., “May Contain traces of peanut/nut”, or 

“Manufactured in a facility that processes peanuts/nuts”) 

• All labels will be read by a staff member prior to serving 

• Staff purchasing foods on behalf of the Centre must read food ingredient labels every time they 

purchase a product 

• Any persons supplying food to the childcare will be notified of all life-threatening allergies in the 

Centre. List of allergies will be revised as necessary. 

• All children and staff will wash hands before and after handling food. 

• Children and staff will be instructed to not share food. 

• All surfaces will be cleaned with a cleaning solution (water and germ destroyer approved by Public 

Health) prior to and after preparing and serving foods. 

• If a staff member is having a baking/cooking activity, she must ensure that children with a food 

allergy to any ingredient in the recipe are not permitted to come near that table. No food items with 

nuts are allowed. 

• All cleaning supplies, medicines and any other products that may be of danger and/or commonly 

produce allergic reactions will be stored away. 

• Garbage bins will be removed from room and emptied after lunch. 

• Extra special supervision of anaphylactic children during eating, e.g., sitting opposite/next to staff 

• Playground areas will be checked and monitored for insects such as wasps. Custodian will be notified 

immediately, and children will be forbidden to play in this area. 

 

 

❖ Communication Plan for the Dissemination of Information 
 

• Parents will be informed through the Parent Handbook, newsletter/handouts and posted notices of 

all allergies in the centre 

• List of allergies will be posted in each room operated by the childcare and the Executive Director’s 

Office as well on each Preschool lunch table. 

 

 

ALLERGY NOTICE 

 

➢ We will not allow any homemade food products into the centre. This includes cupcakes, 

birthday cakes and homemade food products for parties. 
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➢ If you bring in a birthday cake or cupcakes for your child’s birthday, the product must be store 

bought and contain the original label outlining the food ingredients. 

 

➢ Foods with nut warnings will not be served, e.g., “May contain traces of peanut/nut”, or 

“Manufactured in a facility that processes peanuts/nuts”. 

 

➢ Staff will determine from time-to-time what food products will be allowed in the Centre. 

 

Failure to follow our Anaphylaxis and Allergy Policy will result in the termination of your childcare space. 
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MEDICATION ADMINISTRATION 
 
This policy does not apply to sunscreen, lotion, lip balm, bug spray, hand sanitizer, and diaper cream 

that are non-prescription and/or are not for acute symptomatic treatment. For the purpose of this 

policy, medications include: 

• Prescription, intended for acute, symptomatic treatment 

• Over-the-counter, intended for acute, symptomatic treatment 

 

❖ Parental Authorization to Administer Medication 
 

• Medications will only be administered to a child when their parent has completed an 

Authorization for Medication Administration form. For over-the-counter medications, the 

aforementioned form must be accompanied by a doctor’s note.  

• The authorization must include a schedule that sets out the times the medication is to be given 

and the dosage.  

• Where a medication is to be administered to a child on an “as needed” basis, i.e., there is no 

specific schedule or time of the day for administration, the parent must outline signs and 

symptoms for administering the medication and the appropriate dosage. Examples may include, 

“when the child has a fever of 39.5 degrees Celsius” or “when the child has a persistent cough 

and/or difficulty breathing” 

• If a child’s individualized plan, e.g., Anaphylactic Individualized Plan or Individualized Plan for a 

Child with Medical Needs, includes written authorization from the parent to administer a 

medication and sets out all the information required, i.e., name of medication, dosage, 

schedule, signs and symptoms, parent signature, then an Authorization for Medication 

Administration form is not required. The individualized plan alone serves as written parental 

authorization. 

 

❖ Medication Requirements 

 

All medications to be administered to children must meet the following requirements to be 

accepted into the Centre: 

• All medications must be stored in their original containers as supplied by a pharmacist, or their 

original packages. Medications that have been removed from their original package or 

transferred into a different container will not be accepted.  

• All medication containers must be clearly labeled with: 

o The child’s full name 
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o The name of the medication 

o The dosage of the medication 

o Instructions for storage 

o Instructions for administration 

o The date of purchase of the medication for prescription medications 

o The expiry date, if applicable 

• The information provided on the written parental authorization must match with all the 

requirements above.  

• Where information is missing on a medication label and/or the written parental authorization 

does not match the label on the labelled container, the Centre will not administer the 

medication until the label and/or written parental authorization accurately contains all required 

information.  

• Parents must provide an appropriate dispenser, if applicable, e.g., measuring spoon, syringe, 

etc. Otherwise, the medication will not be accepted.  

 

❖ Medication Handling and Storage 

 

• All medications will be kept inaccessible to children at all times in a locked medication box or 

area. The only exceptions include: 

o Emergency medications will never be locked up, however will be kept out of the reach 

of children.  

• Keys to the locked medication box are to be kept behind the teacher’s desk cabinet door with 

other keys.  

• All staff will be made aware of the location of children’s emergency medications at all times. 

• Emergency medications will be brought on all evacuations and off-site activities 

• All children’s medications will be stored in accordance with the instructions for storage on the 

label. 

• Where medications are past their expiry date, they will be returned to the parent, where 

possible. This will be documented on the Authorization for Medication Administration form.  

• Any medications remaining after the treatment period will be returned to the parent, where 

possible. This will be documented on the Authorization for Medication Administration form. 

• Where attempts have been made to return a medication to a parent and the parent has not 

taken the medication home, staff will ensure that the efforts made to return the medication 

have been documented in the staff communication log, and the medication will be returned to a 

pharmacist for proper disposal.  
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❖ Medication Administration 

 

• When a staff member receives a medication from a parent, they will document this information 

on the white board and staff communication log. 

• Medications will be administered according to the instructions on the label and only with 

written parental authorization. 

• A designated staff member in charge of the medications will deal with all medications to reduce 

the potential of errors. Where this staff member is absent, they will delegate this responsibility 

to another staff member.  

• A medication will only be administered using the appropriate dispense provided by the parent.  

• To support the prompt administration of emergency medication: 

o Emergency medications may be administered to a child by any person trained on the 

child’s individualized plan at the Centre 

o Children will be allowed to carry their own asthma or emergency medication in 

accordance with this policy and the child’s individualized plan. The children’s own 

emergency medication must adhere to the same requirements outlined in this policy.  

• Expired medications will not be administered.  

 

❖ Record-Keeping 

 

• Records of medication administration will be completed using the Records of Medication 

Administration every time medications are administered. Completed records will be kept in the 

child’s file. 

• If the child is absent on a day medication would have been administered, the absence will be 

documented on the Records of Medication Administration. 

• If a dose is missed or given late, reasons will be documented on the Record of Medication 

Administration and a parent will be notified as soon as possible.  

 

❖ Confidentiality 

 

Information about a child’s medical needs will be treated confidentially and every effort will be made to 

protect the privacy of the child, except when information must be disclosed for the purpose of 

implementing the procedures in this policy and for legal reasons, e.g., to the Ministry of Education, 

College of Early Childhood Educators, law enforcement authorities or a Children’s Aid Society.  
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EMERGENCY MANAGEMENT 
Staff will follow the emergency response procedures in three phases: 

1. Immediate Emergency Response; 

2. Next Steps during an Emergency; and 

3. Recovery. 

 

Parents will be notified via phone if an emergency occurs. Staff will ensure that children are kept safe, 

are accounted for, and are supervised at all times during an emergency situation. 

 

All staff review Emergency Plans and Procedures annually including Fire Drills, Lock Downs, and 

Evacuations. 

 

For situations that require evacuation of the Centre, the meeting place to gather immediately will be 

located at: Banbury Community Centre 

 

If it is deemed ‘unsafe to go to the Banbury Community Centre, you must proceed to an alternative site 

located at: York Mills Collegiate  

 

Note: all directions given by emergency services personnel will be followed under all circumstances, 

including directions to evacuate to locations different than those listed above. 

 

 

❖ Change of Contact Information 
 

Please ensure that the Centre has up-to-date contact information for you and an alternate emergency 

contact at all times. 
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PARENT CONTRACT 
The conditions of this agreement provide protection for our families, staff, and our organization. To 

ensure that we can provide the services that your children are entitled to, it is essential that these 

conditions are understood and agreed upon between Denlow Community Child Care (“DCCC” or the 

“Centre”) and the family.  

 

The family agrees to: 

 

1. Pay the fee established on the Fee Schedule for the services requested on the first business day 

of each month by means of Pre-authorized Debit, with no deductions for holidays or absences. 

The first payment charged at the time of enrollment is to cover the fee for the first month 

(September) and is non-refundable past June 1st, and the payment charged in September will 

cover the last month (June). Fees are subject to change with one month's written notice. 

 

2. Pay a one-time non-refundable registration fee for each child enrolled.  

 

3. Pay any NSF fees that may incur for non-sufficient fund transactions. 

 

4. Give two months’ written notice prior to withdrawing the child from the program. 

 

5. Terminate this agreement within 10-30 days (depending on the circumstances) after receiving a 

written notice from a representative of the Board that the family has either not fully carried out 

this contract, or the responsibilities under the policies and procedures of the program. 

 

6. Inform DCCC staff prior to enrolment regarding any special needs or requirements for the child. 

The family further agrees to work in partnership with the staff and outside resource support 

agency regarding putting in place an Individual Support Plan for the child as well as any required 

support aids. Whereas DCCC will follow an Individual Support Plan and make every effort to 

accommodate the child’s needs, it is understood that if the Centre cannot accommodate a child 

due to the physical restraints of the building, structure of the program, staffing ratios, or for any 

other unforeseen reason, the Centre will work with the family to find alternative care within a 

reasonable time frame. 

 
7. Review, sign, and follow all Centre policies enclosed in the registration package as well as 

updated versions that may be distributed throughout the school year.  

 

8. Follow all legislated Toronto Public Health and Centre policies regarding the prevention of the 

spread of any communicable diseases; understand that these legislated requirements will evolve 

from time to time based on Toronto Public Health and Chief Medical Officer of Health’s 

directions. 
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9. Pick up their child if they have become ill during the day within 45-60 minutes of being notified 

by DCCC staff. The family further agrees to follow any Toronto Public Health guidance on 

isolation requirements and return-to-school directions for any reportable diseases.  

 
10. Ensure that there is an Emergency Designate who can pick up their child/children if the parents 

cannot be reached, or if the parents are unable to pick up the ill child within the 45-60 minute 

time frame. 

 

11. Inform DCCC in writing and provide the Executive Director with a copy of the legal custody 

papers if the child is involved in a custody dispute. 

 

12. Follow the Denlow Public School’s Safe School Policy regarding school entry, pick-ups, drop-offs, 

and parking lot safety. 

 

13. Check emails daily to receive any childcare emails regarding alerts, policies, program plans, 

schedules, registration information, and possible Centre lockdowns, evacuation, and/or 

closures.   

 

14. Understand that any required parent/staff meetings may be held via email, phone 

conversations, or an electronic platform.  

 

15. Understand that the Centre will make every effort to meet registration/enrolment needs from 

year to year, however, cannot guarantee space. 
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PARENT CODE OF CONDUCT 

The DCCC Code of Conduct sets clear standards of behaviour that apply to all individuals involved in our 
school community including parents or guardians, teachers, and/or Board members. These standards 
apply whether they are on school property or at school-sponsored events and activities. 

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

Inappropriate behaviour or harassment of any kind towards a child, parent, or teacher will result in 
immediate intervention up to and including the family’s withdrawal of their childcare space and could 
involve police intervention. This type of behaviour includes but is not limited to harassment or 
intimidation by written note, email, words, gestures, and/or body language. All adult members have the 
responsibility to act as models of good behaviour.   

As a parent I agree to: 
 

➢ show respect for the educator(s) and any other adult(s) in authority in front of any child at 
all times, regardless of what I may think of their actions or say to them in private. Whether 
speaking in public or private, I shall speak in a courteous and respectful manner. 

 
➢ speak respectfully and with kindness and courtesy to other parents in front of children, 

especially when there is any disagreement. 
 
➢ keep all program photos and/or documentation of the children during school events and 

activities private.  Photos taken are for the private use of the family only.  To protect the 
privacy of our children and staff, these photos must not be posted on any online media 
platforms such as Facebook, Instagram, etc. 

 
➢ follow all up-to-date Public Health protocols as they evolve based on the directions of Chief 

Medical Officer of Health.  
 
 

The following will not be tolerated: 
 

➢ Foul language (swearing, name-calling, shouting,) is not appropriate. Individuals engaging in 
such behaviour will be asked to leave the premises immediately. 

 
➢ Conduct that is injurious to the moral tone of the Centre. 

 
➢ The breach of any confidentiality and/or privacy policies. Public electronic media are not to 

be used to discuss sensitive Centre policies and/or staff/staffing matters.  
 

➢ Conduct that is injurious to the physical, emotional, or intellectual well-being of others in 
the Centre. 
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➢ Lack of compliance with the parental/guardian responsibilities outlined in the contract and 
policies of the Centre including reading, signing, and returning all required documents and 
policies within the requested time frame. 

 
➢ Lack of parental support for the program goals, values, regulations, and any limitations of 

the Centre. 
 

➢ Behaviour that creates a potential safety hazard to children and/or staff. 
 

➢ Lack of respect for the multicultural makeup of the children, parents and/or staff. 
 
 
If any such incident should occur the parent would be given written notice, warning them of their 
inappropriate behaviour.  Certain serious infractions will result in immediate withdrawal of childcare 
services. See Withdrawal Policy. 
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PARENT ISSUES AND CONCERNS POLICY AND 

PROCEDURES 
Parents/guardians are encouraged to take an active role in our Centre and regularly discuss what their 

child(ren) are experiencing with our program. As supported by our program statement, we support 

positive and responsive interactions among the children, parents/guardians, child care providers and 

staff and foster the engagement of ongoing communication with parents/guardians about the program 

and their children. Our staff are available to engage parents/guardians in conversations and support a 

positive experience during every interaction.  

All issues and concerns raised by parents/guardians are taken seriously by Denlow Community Child 

Care and will be addressed. Every effort will be made to address and resolve issues and concerns to the 

satisfaction of all parties and as quickly as possible. 

Issues/concerns may be brought forward verbally or in writing. Responses and outcomes will be 

provided verbally, or in writing upon request. The level of detail provided to the parent/guardian will 

respect and maintain the confidentiality of all parties involved. 

An initial response to an issue or concern will be provided to parents/guardians within 3 business day(s). 

The person who raised the issue/concern will be kept informed throughout the resolution process. 

Investigations of issues and concerns will be fair, impartial, and respectful to parties involved.  

 

❖ Confidentiality 

Every issue and concern will be treated confidentially, and every effort will be made to protect the 

privacy of parents/guardians, children, staff, and volunteers, except when information must be disclosed 

for legal reasons, e.g., to the Ministry of Education, College of Early Childhood Educators, law 

enforcement authorities or a Children’s Aid Society.  

 

❖ Conduct 

Our Centre maintains high standards for positive interaction, communication, and role-modeling for 

children. Harassment and discrimination will therefore not be tolerated from any party. 

If at any point a parent/guardian, provider or staff feels uncomfortable, threatened, abused, or belittled, 

they may immediately end the conversation and report the situation to the Executive Director and/or 

licensee. 

Under no circumstance will a parent approach and engage directly with a parent and/or child regarding 

a concern they may have. 
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❖ Concerns about the Suspected Abuse or Neglect of a Child 

Everyone, including members of the public and professionals who work closely with children, is required 

by law to report suspected cases of child abuse or neglect.  

If a parent/guardian expresses concerns that a child is being abused or neglected, the parent will be 

advised to contact the local Children’s Aid Society (CAS) directly.  

Persons who become aware of such concerns are also responsible for reporting this information to CAS 

as per the “Duty to Report” requirement under the Child and Family Services Act. 

 

❖ Procedures 
 

Nature of Issue or 

Concern 

Steps for Parent and/or 

Guardian to Report 

Issue/Concern: 

Steps for Staff and/or Licensee in 

Responding to the Issues/Concerns: 

Program Room-

Related 

E.g.: schedule, sleep 

arrangements, toilet 

training, 

indoor/outdoor 

program activities, 

feeding arrangements, 

etc. 

 

Raise the issue or concern to 

the classroom staff directly 

 

or 

the Executive Director 

 

 

 

 

 

 

Address the issue/concern at the time it 

is raised  

 

Or 

 

arrange for a meeting with the 

parent/guardian within 3 business days. 

 

Document the issues/concerns in detail. 

Documentation should include: 

- the date and time the issue/concern 

was received; 

- the name of the person who received 

the issue/concern; 

- the name of the person reporting the 

issue/concern; 

- the details of the issue/concern; and 

- any steps taken to resolve the 

issue/concern and/or information 

given to the parent/guardian 

regarding next steps or referral. 

Provide contact information for the 

appropriate person if the person being 

notified is unable to address the matter. 

General, Centre – or 

Operations Related 

E.g., Child Care fees, 

hours of operation, 

staffing, wait lists, 

menus, etc. 

 

Raise the issue or concern to 

the Executive Director or Board 

of Directors 

 

http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx
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Nature of Issue or 

Concern 

Steps for Parent and/or 

Guardian to Report 

Issue/Concern: 

Steps for Staff and/or Licensee in 

Responding to the Issues/Concerns: 

Staff, Executive 

Director, and/or 

Licensee-Related 

Raise the issue or concern to 

the Executive Director or Board 

of Directors 

 

All issues or concerns about the 

conduct of staff, or parents etc. 

that puts a child’s health, 

safety and well-being at risk 

should be reported to the 

Executive Director as soon as 

parents/guardians become 

aware of the situation. 

Ensure the investigation of the 

issue/concern is initiated by the 

appropriate party within 3 business days 

or as soon as reasonably possible 

thereafter. Document reasons for delays 

in writing. 

Provide a resolution or outcome to the 

parent(s)/guardian(s) who raised the 

issue/concern. 

 

❖ Escalation of Issues or Concerns 
 

Where parents/guardians are not satisfied with the response or outcome of an issue or concern, they 

may escalate the issue or concern verbally or in writing to the Child Care Board of Directors, or; 

 

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

2014 and Ontario Regulation 137/15 should be reported to the Ministry of Education’s Child Care 

Quality Assurance and Licensing Branch. 

 

Issues/concerns may also be reported to other relevant regulatory bodies (e.g. local public health 

department, police department, Ministry of Environment, Ministry of Labour, fire department, College 

of Early Childhood Educators, Ontario College of Teachers, College of Social Workers etc.) where 

appropriate. 

Contacts:  

Denlow Community Child Care: - Katherine Cheung: 416-443-9394 -  info@denlowchildcare.ca   

Ministry of Education, Licensed Child Care Help Desk: 1-877-510-5333 or childcare_ontario@ontario.ca 

City of Toronto Children’s Services – 416-392-5437 

 

❖ Record Retention 

All forms/records will be filed in a secure filing cabinet at the centre and kept for a period of three years 

unless otherwise specified.  

  

mailto:childcare_ontario@ontario.ca
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PROHIBITED PRACTICES 
DCCC believes that Behaviour Guidance must be exercised in such a way that the rights of the child are 

respected and the child’s self-esteem is nurtured. 

 

 

❖ Prohibited Practices 

 
The following will not be permitted: 

 

a) Corporal punishment of a child is not allowed under any circumstances. 

b) Physical restraint of the child, such as confining the child to a high chair or other device for the 

purposes of discipline or in lieu of supervision, unless the physical restraint is for the purpose of 

preventing a child from hurting himself, herself or someone else, and is used only as a last resort 

and only until the risk of injury is no longer imminent 

c) Locking the exits of the child care centre premises for the purpose of confining the child, or 

confining the child in an area or room without adult supervision, unless such confinement occurs 

during an emergency and is required as part of the licensee’s emergency management policies 

and procedures 

d) Deliberate harsh or degrading measures to be used on a child that would humiliate, shame or 

frighten the child or undermine a child’s self-respect, dignity or self-worth 

e) Children must not be deprived or denied any basic needs, including food shelter, clothing, and 

bedding.  (Food should not be used to discipline children at lunch or snacks). 

f) Inflicting any bodily harm on children including making children eat or drink against their will. 

 

NOTE: At DCCC we do not use “Time Out”. Children may be asked to take a break for short periods 

of times. The staff member must keep track of the time frame, discuss the behaviour with the 

child and never humiliate or centre out the child in front of others. 
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SLEEP SUPERVISION POLICY 

 

❖ General 
 

• Nap time is scheduled to follow lunch, and is generally scheduled from 12:00 to 2:00 p.m.  

Children will be given the opportunity to sleep for a maximum of 2 hours. 

• Staff will use various methods for providing a calming environment to help children relax, 

including classical music, audio stories, Zen nature sounds, and lullabies.  

• All children will be assigned to individual labelled cots.  

• Cots are disinfected weekly or as required. 

• Children are never physically forced to lie on their cots. 

• The Centre will provide fitted cot sheets (these are custom made to fit the cots) and light, 

breathable labeled blankets. Sheets and blankets are laundered weekly or as required. 

• Staff will abide by each child’s sleep preference and will accommodate accordingly (rubbing 

child’ s forehead, patting child’s back, etc.) 

• Staff will ensure that blankets are not over the child’s head, and that limbs are on the cot. 

• Staff will complete the Daily Sleep Monitoring Checklist which documents whether a child has 

slept or did not sleep. If a child sleeps, the time frame will be documented.  

• Blankets will be folded and placed on each labeled cot and stored in a designated storage room.  

• Children who do not fall asleep are allowed to rest quietly and then are permitted to get off 

their bed and engage in quiet activities. Staff will monitor the child for signs of tiredness and 

encourage them to lie down again in an attempt to sleep. These activities may include: 

 

➢ Playdough and sensory activities 

➢ Building with a variety of construction materials and blocks 

➢ Creative activities including drawing, cutting, and gluing 

➢ Cognitive activities including puzzles, matching, and sorting 

➢ Children who prefer to read on their beds will have book provided to them 

➢ Theme related or educational movies that have been documented on the weekly Program 

Plans 

 

 

 



 

 

 

Back to Table of Contents                                                Page 56 of 65 

 

❖ Placement of Children for Sleep 
 

• Staff will ensure that there is enough room between cots so that staff and children are able to 

walk around the cots or exit the room in an emergency or drill. 

• Each child’s cot will be placed strategically around the room to allow for optimal supervision. 

• There must never be any items left on shelves that could be a fall hazard during rest time. 

• Children sleeping adjacent to one another will be positioned head-to-toe in order to deter face-

to-face placement. 

 

❖ Consultation with Parents 

 

• At the time of enrolment or any time the policies and procedures are revised, parents will be 

advised of our policies and procedures regarding children’s sleep. This information is also 

available to parents in the Parent Handbook.  

• At the time of enrolment and at any other appropriate time, parents will complete the Sleep 

Time Information Form to share their child’s sleeping arrangements, such as how their children 

sleep, how long they usually sleep and any particular habits they may have, including ‘tips’ to 

soothing their child to sleep: rubbing backs, stroking foreheads, leaving the child alone to 

wriggle and move, etc.   

• The Sleep Time Information Form will be kept in the child’s file and accessible to program staff. 

• Parents will be advised by the Executive Director or Designate of any significant change in their 

child’s behaviour during sleep and/or sleeping pattern. 

• Staff will document their observations of changes in a child’s sleep behaviours in the daily 

written record. 

• Any changes in sleep behaviours will result in adjustments being made to the child’s supervision 

during sleep time, where appropriate, based on consultation with the child’s parent. 

 

The Executive Director or Designate will ensure that the Sleep Supervision policy is reviewed with staff 

at the start of employment or placement and annually thereafter.  This policy will be monitored for 

compliance and contraventions in accordance with the Child Care Early Years Act (CCEYA). 
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Outdoor Play Policy 
It is our practice that children go outside to play daily, weather permitting. Our preschool playground 
and planned outdoor activities invite the children to investigate, imagine, think, create, solve problems 
and make meaning from their experiences. Our sensory garden, ornamental grasses, natural lawn, bike 
path, sand box and Henderson Playscape all encourage gross motor activities, exploration, and social 
interactions. 
 
Per the Child Care and Early Years Act, preschool children who are registered for six hours or more per 
day must spend at least two hours of outdoor play daily, weather permitting. The Before and After 
School programs must participate in 30 minutes of outdoor play daily, weather permitting.  
 
If children must stay indoors as a result of extreme weather conditions, active games/activities, dance 
etc., will be planned in the gym or classroom. 
 
Gym Activity schedules and planned activities are posted on the parent bulletin board. 
 
 

❖ Spring/Summer Weather Months 
 
UV (Ultraviolet) 
 
Our Outdoor Play Policy is based upon the guidelines set by Toronto Public Health and Environment 
Canada. The UV (ultraviolet) Index is used to inform Canadians about the strength of the sun’s UV rays 
on any given day. UV rays can be dangerous, cause sunburns, eye cataracts, skin aging, and skin cancer.  
 
Smog Alerts 
 
Being active outdoors during smog and heat alerts is a concern for everyone. Young children are 
included in the sensitive groups because on a per-body-weight basis, they tend to inhale relatively more 
air than adults. Their elevated metabolic rate and young defense systems make them more susceptible 
to air pollution. 
 
Playing outdoors during smog and heat alerts may increase children’s exposure to the air pollutants 
found in Toronto’s air. This may make all children, especially those who suffer with asthma, ill.  Common 
symptoms include throat irritation and breathing difficulties, which can potentially lead to long term 
lung damage. Staff will check the Air Quality Health Index and keep children inside when the Index is at 7 
or higher.  
 
Sun Safety 
 
To ensure each child is prepared and ready for a fun day in the sun it is imperative that during 
spring/summer months they arrive with the following items: 

• A hat with a wide brim or visor. This will shade the head, face, and eyes. 

• A pair of closed toe/back shoes to play outdoors. (No Crocs) 

• Provide Sunscreen -  SPF 30 product.  
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➢ Sunscreen will be applied about 30 minutes before sun exposure.  
➢ Sunscreen must be used even on cloudy, hazy, or foggy days. 
➢ No sunscreen protects 100%. – Staff must monitor the children in order to ensure 

that they do not become dehydrated or suffer from heat exhaustion and/or 
sunburn. 

 
Reduce or Avoid time in the sun between 11 a.m. – 4 p.m.  

during high UV Index and/or Smog Alerts 
 
Conditions Warranting Indoor Play 
 

➢ During days of extreme weather, high UV index and smog alert periods. 
➢ Muddy conditions in the playground. 
➢ Rain, thunderstorms, lightning, hail, extreme winds. 

 

 
❖ Winter Months 
 
Children need an opportunity to get exercise and free play time outdoors, however, weather conditions 
sometimes warrant that indoor play be considered necessary for children and staff safety. The wind-chill 
factor and poor weather conditions are also taken into consideration when the staff are taking the 
children outdoors. 
 
Though there is less chance for damaging sun exposure, the childcare program is still expected to follow 
the UV index and smog alerts. 
 
 
Conditions Warranting Indoor Play 
 

➢ Cold Weather – When temperature and/or wind-chill factor indicates - 15C or lower, children 
will remain indoors due to risk of frostnip and frostbite. 

➢ Icy conditions on the stairs or in the playground. 
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CENTRE CLOSURE POLICY 
Denlow Community Child Care (“DCCC” or the “Centre”) is located on school property, which operates 

under the auspices of the Toronto District School Board (TDSB).  The Centre is consequently subject to the 

rules and regulations of the TDSB. 

 

a) Closure due to job action or strike: In the event of job action or strike involving Denlow Public 

School personnel, every effort will be made to keep the Centre open and operating at full capacity. 

A job action or strike cause restrictions to the hours of operation and/or programs offered.  If 

there is a complete lockout, the Centre may not be able to operate as normal.  

 

b) Closure due to Health and Safety or other circumstances: Due to unforeseen circumstances, the 

Centre may be required to close for health or safety reasons (e.g., illness outbreak, pandemic, 

fire, flood, etc.).as instructed by the TDSB, Toronto Public Health, and/or Health Canada. 

 

Due to the COVID-19 pandemic and resulting staff shortages, the Centre will also be required to 

close if we are unable to maintain the legislated teacher/child ratios mandated by the Ministry of 

Education.  

 

c) Closure due to weather conditions: The Centre may close due to severe weather conditions.  The 

determination for closure may be due to the following conditions: 

 

i) Direction from the TDSB to close schools for the day or to close schools early; or  

ii) At the discretion of the Executive Director and Board of Directors who have been instructed or 

alerted by Environment Canada and/or the Ontario Provincial Police due to dangerous driving 

conditions. Driving conditions may be considered dangerous when school buses are cancelled, 

and when the Toronto Police and/or OPP are advising motorists to stay off the roads.  

 

If the Centre is to be closed due to c) severe weather conditions, the Executive Director will make every 

effort to inform parents as soon as possible through email or a message on the phone voicemail.  If the 

Centre is closed early due to severe weather conditions, the Centre will advise parents to make 

arrangements to pick-up their children earlier than usual.  The Executive Director will communicate any 

Winter Weather Warnings that is received the day or night before and request families to prepare for a 

possible closure. 

 

Families must ensure that they have an emergency plan in place for any situations that could result in 

centre closures. Please keep your emergency contacts up to date and always have a friend, neighbor or 

relative arranged who can pick up your child/children if you cannot.  

 

Any Families with a disability should notify the Executive Director if they require another form of 

communication regarding receiving information. 

 

Fees will be refunded due to Centre closures on the following conditions: 
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1. when instructed to do so by the City of Toronto or the Ministry of Education, or  

2. after 5 business days of closure at the discretion of the Board of Directors and considering the 

financial stability of the Centre.  
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PRIVACY POLICY 
DCCC has provided this Privacy Policy to describe how we handle personal information, and to assure 

you of our continuing commitment to protect all personal information in our custody and/or control. 

  

 

❖ Identified Purposes 

DCCC collects, uses, and discloses personal information for purposes limited to those which are related 

to the provision of childcare services. Such purposes include the following: 

  

➢ To meet legislative, regulatory and licensing requirements 

➢ To process, track and maintain child enrolment and re-enrolments 

➢ To process enrolment fees, subsidy and receipts for child tax credit purposes 

➢ To record, process and collect outstanding enrolment fees 

➢ To assess and implement centre policies, practices and programs 

➢ To maintain up-to-date records 

➢ To communicate with parents/guardians 

➢ To meet and respond to daily care needs 

➢ To respond to emergencies, including communication with emergency contacts, hospitals 

and/or medical practitioners 

➢ To provide the Centre's personnel and third parties (where applicable) with necessary medical 

information (e.g., dietary restrictions, allergies); 

➢ To provide financial institutions with the necessary information to process payments  

 

❖ Retention Policy  

Records containing personal information collected by the Centre may be retained indefinitely unless 

otherwise requested. In the event that you no longer wish the Centre to store your personal 

information, you may contact us and we will ensure that the records are destroyed, subject to retention 

periods required by law. 

  

 

❖ Safeguards 

DCCC will protect your personal information by security safeguards appropriate to the sensitivity of the 

information. Safeguards will vary depending on the sensitivity, format, location, and storage of the 

personal information. 
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❖ Access and Accuracy 

Individuals have the right to access their personal information that is held by the Centre. All access 

requests must be made in writing. We will respond to written requests within a reasonable time 

(generally within 30 days). 

  

We will use our best efforts to ensure that personal information that is used on an ongoing basis is 

accurate, complete, and up-to-date. If an individual successfully demonstrates the inaccuracy or 

incompleteness of Personal information, we will amend the information as required Transfers and 

Disclosures of Personal Information 

 

In order to meet the purposes set out above, the Centre may transfer or disclose your Personal 

information to: 

 

➢ Service providers, including an organization or individual retained by the Centre to perform 

functions on its behalf, such as catering, administrative, and financial services; an organization 

or individual engaged by the Centre to evaluate creditworthiness or to collect outstanding debts 

➢ The school administration which provides services and resources to the Centre 

➢ Any third party or parties, including government agencies, where the Centre has received 

consent for such disclosure or where disclosure is required or permitted by law. 

  

When personal information is transferred by the Centre to third parties, we use contractual or other 

means to ensure that the information is handled confidentially and in accordance with this policy and 

applicable privacy legislation. 

 

 

❖ Consent 

By submitting personal information to Denlow Community Child Care you agree that we may collect, use 

and disclose such personal information in accordance with this Privacy Policy and/or as required by law. 

Subject to legal or contractual requirements and reasonable notice, you may refuse or withdraw your 

consent to our use of your personal information for certain purposes at any time. However, if you refuse 

to consent or withdraw consent previously given, we may be limited or unable to provide some or all of 

our services to your family. 

 

The way in which we seek consent, including whether it is express or implied, may vary depending upon 

the sensitivity of the information. In addition, in certain circumstances as permitted or required by law, 

we may collect, use or disclose personal information without the knowledge or consent of the 

individual. These circumstances include: personal information which is subject to solicitor-client 

privilege or is publicly available; where collection or use is clearly in the interests of the individual and 

consent cannot be obtained in a timely way; to investigate a breach of an agreement or a contravention 

of a law; to act in respect to an emergency that threatens the life, health or security of an individual; for 

debt collection; or to comply with a subpoena, warrant or court order. 
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❖ Changes to the Privacy Policy 

DCCC reserves the right to modify or supplement this Privacy Policy at any time. If we make a change to 

this policy, we will post such changes on our website and make the revised policy and changes available 

upon request. 

 

 

❖ Inquires or Further Information 

Any questions or concerns related to this Privacy Policy or the handling of personal information by the 

Centre should be directed to Katherine Cheung at 416-443-9394. If you are not satisfied with our 

response to a privacy-related matter, you may contact the Office of the Privacy Commissioner of Canada 

at 1-800-282-1376 or at www.privcom.gc.ca. 
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CHILD ABUSE 
  

❖ Policy 

 

It is a legal responsibility to report any suspicions of child abuse encountered in the course of one's 

professional duties. The responsibility to report those suspicions applies not only to individuals directly 

involved with the children, but to any volunteers, students, or support staff who have contact with the 

children.  

 

Suspected cases of child abuse by a staff member, volunteer, or parent of the DCCC must be reported to 

the Ministry of Community and Social Services as well as the Children's Aid Society.  

 

Abuse has been defined in Section 47(1) The Child Welfare Act, 1978 as; 

 

"a condition of (1) physical harm; (2) malnutrition or mental ill-health of a degree that if not immediately 

remedied could seriously impair growth and development or result in permanent injury or death; or (3) 

sexual molestation". 

 

A "child" is defined in part 3 of The Child and Family Services Act, as a person under, but not including, 

16 years of age. (C.F.S.A. s.37(1)(a)) 

 

 

❖ Failure to Report 

 

The penalty imposed for failure to report a suspicion of child abuse emphasizes that the child's safety 

must take precedence over all other concerns, including confidentiality of information and all other 

provincial statutes. Any professional who fails to report his/her suspicion of a child's abuse is liable, 

upon conviction, to a fine of up to $1,000. (C.F.S.A. s.81(1)) 

 

 

 

 

  



 

 

 

Back to Table of Contents                                                Page 65 of 65 

 

 

Handbook Revised Sept. 2024 

 

If you have any questions regarding the information in this Handbook or any of our policies, please 

contact Katherine Cheung, our Executive Director at 416-443-9394 or info@denlowchildcare.ca 

mailto:info@denlowchildcare.ca

