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Introduction 
 
Welcome to Garrison Creek Community Daycare 
We are located at 222 Niagara Street, in the Niagara Street Public School. The Daycare is a non-profit 
organization that has been in operation since January 1982. 

Garrison Creek is licensed by the Ministry of Education – Childcare and Early Years and provides 152 
licensed spaces for children from 18 months to 10+ years of age. We have seven rooms which provide 
space for 15 toddlers (18 months to 2½), 20 preschool children (2½ to 4), 52 kindergarten children (4 to 
6) and 65 school-age children (6 to 10+).  We also have a Purchase of Service Agreement with Toronto 
Children’s Services for all of our programs, which enables us to provide subsidized child care for those 
families who qualify. 

Our staff includes a Director, an Assistant Supervisor, nine full and part-time registered Early Childhood 
Educators and four full and part-time non-registered Early Childhood Educators. The staff/child ratios as 
required by the Child Care and Early Years Act are as follows:  

1. Toddler 1:5 

2. Preschool 1:8 

3. Kindergarten 1:13 

4. School-age 1:15 

High school and college students, as well as volunteers are involved throughout the year. They assist our 
trained staff with activities and the daily routines of the Daycare. 

The following booklet has been developed to provide information you might need to know about our 
Daycare. 

Garrison Creek Community Daycare is a smoke free environment. 

Statement of Purpose 
 

Garrison Creek encourages each child to grow and develop to their full potential—physically, 
emotionally, intellectually and socially—in a safe, caring, healthy and stimulating environment where 
play is recognized as a positive avenue for learning. The Daycare makes inclusion a priority, and we offer 
our services to all children regardless of race, gender, ability/disability, language, faith, culture, ethnicity 
or family structure. 

Philosophy 
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Programme Statement 
At Garrison Creek Community Daycare, we provide a secure, trusting environment in which children are 
recognized as being competent, capable, curious and rich in potential. We are an inclusive play-based 
learning space that follows and reflects the Early Learning Framework (ELF) and How Does Learning 
Happen? (HDLH), Ontario’s Pedagogy for the Early Years, and the Minister of Education’s Policy 
Statement on programming and pedagogy made under the Child Care and Early Years Act, 2014. 
Children develop and grow at their own pace. The goals of our programme are to nurture independent 
thought and action, self-confidence, self-regulation, co-operation and social skills. Our families are an 
integral part of our programme and by forming trusting relationships with them, we are able to provide 
a strong sense of belonging and collaboration. Our Registered Early Childhood Educators are 
knowledgeable, empathetic and skilled. They provide a curriculum based on going observation of the 
children’s play and interactions. We see play and inquiry as key components to a balanced, 
comprehensive programme that fosters children’s health and well being 

GCCD has an access and equity/anti-bias policy, which promotes respect for Age, Ancestry, Colour, Race, 
Citizenship, Ethnic Origin, Creed, Disability, Family Status, Marital Status (including single status), Gender 
identity, Gender expression, Receipt of public assistance (in housing only), Record of offences (In 
employment only), Sexual orientation. 

Review and Acknowledgement Sign-Off 
All employees, volunteers and students, prior to commencement of employment or placement, will 
review the Programme Statement and sign an acknowledgement form that declares they have 
understood its purpose and practice. They will sign a new declaration annually and/or if there have been 
any changes. 

Programme/Pedagogy and Curriculum 
Pedagogy is the understanding of how learning takes place and the philosophy and practice that support 
that understanding of learning. “Curriculum (the content of learning) and pedagogy (how learning 
happens) in early years’ settings are shaped by views about children, the role of educators and families, 
and relationships among them”. 

For more information on: How Does Learning Happen? Ontario’s Pedagogy for the Early Years, (2014). 
http://www.edu.gov.on.ca/childcare/HowLearningHappens.pdf  

How Does Learning Happen at Garrison Creek 
At GCDC our pedagogical approach and subsequent emergent curriculum, reflects our view of children 
being competent, capable, curious and rich in potential. Our goal is to harness the inherent 
development of the children in our care. It is understood that each child arrives at our centre with 
unique talents, skills, family compilations, history, and family values.  By respecting and acknowledging 
every child as an individual, capable of complex thinking, we believe that it is our role to challenge and 
give them the opportunity to succeed. We provide opportunities to express differences and build on 
community values. By focussing on the four basic foundations of ELECT, our staff will help the children 
make real-life connections to their peers, adults, and the natural world. 

Belonging, Well-Being, Engagement, Expression 
We believe that by incorporating these foundations throughout all aspects of our program, we will 
ensure optimal learning and a healthy development. The children are encouraged to develop as 

http://www.edu.gov.on.ca/childcare/HowLearningHappens.pdf
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individuals, to learn to co-operate and interact with peers and adults within the Daycare’s environment, 
and in the larger world outside. We provide opportunities to test, and realize that all actions have a 
reaction and consequence. Our children are taught the skills necessary to achieve self-regulation, and 
the ability to solve interpersonal conflicts with minimal adult intervention. 

Through observations of each individual child, our staff program activities that will challenge each child’s 
interests and stimulate curiosity through play. Programme goals are established and evaluated by staff 
and the Director on a weekly basis to ensure quality care is consistent. 

Our Practice: Implementation 
General 
Before becoming a Board Member, Employee, Student Teacher, Volunteer with GCCD, each person will 
review and sign an acknowledgement, stating that they have read and understood the following:  

• The Programme Statement Document 
• All relevant policies and guidelines that support GCCDs Pedagogical Practices  

Board of Directors 
• Helps develop and oversee the implementation of GCCDs Programme Statement and all 

relevant guidelines 
• Annually reviews and may amend the Programme Statement, Guidelines and all other Policies 

and Practices  
• Provides a budget that invests in each staff member’s professional development 
• Evaluates the performance of GCCDs Directors  

Director/Assistant Director 
• Oversees the implementation of HDLH (Programme Statement) 
• Undertakes regular staff meetings in which GCCDs performance and how it relates to the 

Programme Statement is discussed 
• Oversees monthly team meetings in which the implementation of the Programme Statement is 

discussed 
• Meets regularly with individual staff to discuss their role in the implementation of the 

Programme Statement 
• Reviews with staff, the annual inspection results from Toronto Children’s Services and the 

Ministry of Education and resulting changes to practice that need to be made 
• Shares inspection results with the Board of Directors 
• Undertakes annual performance review with each staff that includes a self-reflection section on 

his/her implementation of the principles in HDLH 

Staff 
• Create a programme that complies with GCCDs Programme Statement 
• Create an environment that is welcoming and fosters a sense of belonging 
• Prepare a daily programme plan that allows children to explore, play and inquire 
• Listen, observe, document and discuss children’s learning with each other, with our families and 

with the community 
• Share ideas and best practices at staff meetings 
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• Evaluate own practice as part of the self-reflection section of the annual performance review 

Families 
• Attend an information session prior to starting with GCCD to learn about our programme 
• Meet with their child’s Early Childhood Educators 
• Annually review a copy of the Family Handbook, that includes the Programme Statement and 

further information about GCCDs practices 
• May join GCCDs Board of Directors or volunteer on a Board Committee 

Our Implementation Goals are to…  
Promote a sense of “Belonging” by: 
Seeing parents/guardians as those with the most knowledge about their children 

• Fostering relations with the child’s family, respecting family culture and, including them in 
decision making 

• Meeting formally and informally to discuss their child’s interactions, development and general 
well-being 

Providing opportunities for community building amongst families in our programmes 

• Hosting social events– Family Fun Nights, Family BBQ etc. 
• Fostering communication between families at drop off and pick up 
• Hosting opportunities for parents to share their experiences with each other 

Providing an environment where children ‘see’ themselves 

• Providing personal space allotted for belongings 
• Documenting children’s play and learning in the classroom:  photos, art work, etc. 
• Connecting with families and the GCCD Community and inviting their participation to ensure 

that environments and experiences reflect, and are relevant to children’s everyday lives 
• Taking the children into the community and beyond to experience how they fit into their 

environment   

Building warm, responsive relationships with each individual child 

• Engaging in one-to-one interactions with the children 
• Being aware of the children’s physical and emotional well-being 
• Recognizing and valuing each child 
• Interacting on the child’s level for face-to-face interactions 
• Following the children’s lead and interests during play 
• Using a pleasant, calm voice and simple language 
• Providing warm, responsive, non-intrusive physical contact 
• Acknowledging children for their accomplishments and efforts in a genuine manner 

Providing a consistent, predictable structure for the day, with consistent limits 

• Providing a consistent, but flexible, daily schedule and ensuring children are aware of it, using 
pictorial cues, etc. 
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• Planning smooth, minimal transitions, using transitional props and materials to aide with 
transitions 

• Planning for individual needs during transitions:  time for slower eaters, picture cues and verbal 
encouragement for reluctant dressers, etc. 

• Establishing clear, consistent and developmentally appropriate limits 
• Helping the children understand classroom expectations 

Providing an environment which fosters respectful communication and interaction 

• Supporting interactions among and between children, their families and GCCD staff, modeling 
positive, empathetic and communicative exchanges 

• Redirecting children when they engage in challenging behaviour 
• Providing natural and logical consequences that are age appropriate for the individual child   
• Listening to children and encouraging them to listen to others 
• Planning and implementing formal and informal social skills programmes/activities to help 

children develop positive social interactions, self-regulation, problem solving, cooperation, 
concentration, listening and waiting etc. 

• Reaching out to families to provide support and involving community partners that provide, 
guidance, strategies, child and family assistance, resources, financial support etc. 

• Reflecting on practices, discussing with peers, researching best practices  
• Recognizing and supporting each child, parent and staff member as an individual with unique 

strengths, needs, personality and story 
• Providing training for staff in personality/communication styles and temperament  
• Taking time to have ‘Welcome Visits’ with families prior to children starting to get to know each 

child and his/her family 
• Documenting children’s learning from a strength based perspective – highlighting the learning 

that is taking place for that individual instead of making comparisons between children or 
imposed benchmarks 

• Using self-reflection and strength based observations in staff reviews 
• Planning for each child’s needs - extra time to complete tasks, larger or smaller pieces, verbal 

support for social conflict resolution, etc. 

Promote a sense of “Well Being” by: 
Providing a clean and well-maintained environment 

• Ensuring equipment and furnishings are cleaned according CCEYA, Toronto Public Health and 
Children’s Services requirements   

• Providing a designated Safety Officer (staff member) to regularly inspect and ensure 
maintenance of equipment and furnishings 

• Undertaking daily, weekly, monthly and annual inspections of the playground are undertaken 
• Working with School Caretaking staff to ensure maintenance and cleaning of floors, washrooms, 

garbage, etc. 
• Ensuring linens, upholstery covers, etc. are laundered weekly, or more frequently if needed 

Maintaining Infection Control 
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• Ensuring Staff and children follow health and hygiene policies and practices dictated by Toronto 
Public Health 

• Incorporating health and hygiene practices into the daily classroom routines: handwashing, 
toileting etc. 

• Having staff perform a visual daily health check of each child 
• Isolating sick children, until parents pick up 
• Enforcing exclusion policies – ensuring children and staff, when sick, stay at home for the 

required length of time   
• Providing for children’s physical development 
• Incorporating exercise and active play into the daily programme 
• Providing time and space for outdoor play 
• Planning for development of large and small muscle skills, making necessary adaptions for 

individual needs and abilities 

Providing for children’s safety 

• Incorporating exercise and active play into daily programme 
• Providing time and space for outdoor play 
• Ensuring staff are all trained in Standard 1st Aid & CPR 
• Ensuring staff undertake regular head-counts as per GCCD’s attendance policy 
• Practicing monthly fire drills and quarterly “Lockdown” drills 
• Ensuring all staff, students and volunteers have undergone a Vulnerable Sector Screening 
• Training staff in how to “Support Positive Interactions” which includes annual formal behaviour 
• Guidance, reviewing practice, goals and strategies, monitoring, and signing-off on GCCD’s 

policies 
• Providing resources for parents/guardians on safety topics:  Home Alone Workshop, Helmet 

Safety, etc. 

Supporting healthy eating 

• Employing an in-house cook to develop nutritious, wholesome menus that are varied and 
appealing 

• Providing certification for all food handlers 
• Providing seasonal, rotating menus which are reviewed annually by a nutritionist 
• Ensuring menus reflect the dietary, religious, and medical needs of the children where possible 
• Following all guidelines from governing agencies – Toronto Public Health, etc. regarding safe 

food handling and transportation 
• Providing resources to parents regarding healthy eating habits for children:  parent workshops, 

lunchbox ideas, etc. 
• Providing food experiences for children to explore new foods and consider healthy options 

Promoting Mental Health and Wellness 

• Incorporating opportunities and time to practice self-help and self-care skills as part of daily   
programming:  gross motor exercise, calm down spot, etc. 
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• Support staff in developing tools and skills to manage stress and maintain a balance between 
work and life through trainings, social gatherings, sick leave policies, time during work hours to 
complete tasks, etc. 

• Putting a strong focus on programming for children’s social/emotional development 
• Providing training for staff related to children’s mental health challenges:  depression, stress, 

anxiety 
• Encouraging children to develop strategies to regulate their emotions and deal with stress:   

calm down spot, role play, deep breaths, time for a break, etc. 
• Providing tools and resources to assist families related to mental health & wellness:  stress 

reduction tips, information about importance of sleep, Healthy eating, etc. 

Promoting “Self-Expression” by: 
Being aware of the many “languages” children and adults use to communicate 

• Providing a variety of media with which children can represent their learning and understanding:  
paint, clay, blocks, print, creative movement, dramatic play, etc. 

• Encouraging children to try different tools for expression: computer programmes, teaching 
dance, etc. 

• In planning and providing different ‘entry points’ for children to explore a topic or inquiry 
• Providing flexibility to staff in the way they plan and document children’s exploration and 

learning  
• Providing individualized support so children of all abilities can express themselves and be heard 
• Providing time, space, and materials to encourage expression through creative materials that 

reflect children’s capabilities as well as their social and cultural background 
• Engaging in authentic, reciprocal communication with children, where children participate as 

both initiators and equal partners   
• Facilitating successful communication between children by helping children listen to and express 

themselves to one another 
• Documenting children’s communication to help them revisit thoughts and ideas expressed to 

extend their understanding 

Supporting children’s engagement with language and stories 

• Providing a wide range of reading materials:  different styles, levels and languages 
• Providing many opportunities for oral storytelling:  guests, circle time, cuddle time on the couch, 

etc. 
• Engaging and cultivating children’s connections with stories and books in a variety of contexts 

(e.g., by sharing books and telling stories with individuals, small groups, and large groups), and 
for a variety of purposes (e.g., to foster close relationships, explore and play with language 
structures, recount past events, research ideas, spark conversations, and connect with cultural 
traditions) 

• Weaving language- and literacy-related activities and materials into all daily experiences, 
routines, and physical spaces 

• Working with families and community members to find ways to support and enrich the 
transmission of language and culture 
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• Endeavoring to incorporate home languages in written and spoken word in the classroom 

Encouraging participation from families and the community in the daily programme and the children’s 
learning 

• Providing opportunities for professional development related to communication style, etc. 

Supporting a sense of “Engagement” by: 
Recognizing the key role that the environment plays in how children interact and engage 

• Providing a warm, inviting and comfortable space 
• Providing space for children to work and play 
• Providing a wide range of open ended materials that are organized in a way for children to easily 

access 
• Promoting use of materials in a variety of ways and locations 
• Providing space and time for children to engage in active and passive play and inquiry 
• Ensuring there are sufficient and varied play materials, for children to explore with their senses, 

manipulate, and investigate 
• Providing space for individual and group play 
• Providing materials, equipment and experiences that offer challenge and are responsive to the 

needs   of all children 

Recognizing the key role that the organization of time plays in how Children interact and engage 

• Providing a daily schedule that is flexible yet predictable with minimal interruptions and 
transitions 

• Providing a daily schedule that allows for large periods of time for children to play and explore 
both inside and out, rest and quiet time, considering the needs of the individual child 

• Providing time for individual, small and large group play opportunities 

Fostering a culture of collaboration - Providing opportunities for sharing of thoughts, ideas and skills 

• Participating with children as co-investigators, co-learners and co-planners, allowing them to see 
themselves as collaborators 

• Allowing children to continuously question and test their own theories, strategies and ideas; 
being there to facilitate the process 

• Regularly engaging the children and parents in finding solutions to classroom challenges or 
questions 

• With children and families, seeking resources from the community to help provide information 
related to our inquiries, challenges, or play experiences 

• Seeking feedback from families, staff and children through casual conversation, Board meetings, 
etc. as part of regular decision making processes 

• Providing time and opportunity for staff to collaborate on planning and projects related to their 
work with children:  committees, team meetings, etc. 

• Displaying the value placed on collaboration and engagement by documenting the process, not 
just final product 
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• Engaging families in Parent Chats to discuss their child’s learning and any suggestions they might 
have for the programme 

Encouraging participation from families and the community in the daily programme and children’s 
learning 

• Offering a wide variety of ways for families to participate in the daily programme: sharing a 
favorite story, providing props for the drama centre, adding an observation to their child’s 
portfolio, assisting with a special event, proofreading policy, helping create a garden, etc. 

• Involving the community in children’s explorations: artwork display at the bank, purchasing 
groceries at the local fruit market, borrowing books from the community library, arranging a 
visit from the local fire department, etc. 

Planning & Documentation 

• Staff are given programme planning time, with their room partners and team, to discuss and 
document children’s learning and to prepare a weekly programme plan 

• The programme plans are reviewed and signed by GCDC’s Assistant Director and posted in the 
classroom 

Integration and Inclusion 
At Garrison Creek, it is our intention to ensure that all children in our care are recognized for their 
abilities and talents, are given opportunities to learn and play and are encouraged to grow alongside 
their peers. “Integration” and “inclusion” are used to express the view that all people, including in this 
instance, children with exceptional needs, hold rights and responsibilities as equal and essential 
members of our community. The Daycare strives to include all children into our programmes, and work 
collaboratively with the parents and outside service providers in a three-prong process to help ensure 
the needs of children are met. Currently, most resources / accommodation programmes are operated 
off-site service providers. The following process is undertaken either when enrolling a child with 
exceptional needs or when such needs are identified. 

The Director and the parents will meet to establish the child's needs and/or limitations. 

a. The Director and the parents will discuss what services are currently being utilized (if any). It 
being understood that this process is essential to integration, and that full dis-closure of services 
being provided to the child and any given diagnoses will enhance the proper implementation of 
integration for the child. In working collaboratively with the parents, the Daycare expects that 
parents will provide all recommendations and suggestions provided from external agencies in 
respect to the needs of the child and the integration of the child. Parents will be asked to sign a 
consent form to allow for the sharing of information between the agencies involved with the 
child and the Daycare to assist with effective integration. 
 

b. The Daycare will access resources from outside service providers with the consent of the 
parents that may help aid in the integration and identification process, if necessary. 
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The Daycare's goal is to work in a partnership with parents, staff, and external agencies to assist the 
child in partaking in all aspects of our programme by anticipating necessary modifications, and 
adaptations. For appropriate integration to occur, we must determine together how we can help the 
child and the family to get the greatest benefit from the programme we provide. It is our belief that 
every child belongs, is valued, and is an important member of our society. 

We provide activities and experiences which enhance awareness and promote acceptance of the ethnic 
and cultural diversity within our daycare centre and throughout the world. 

Engagement and Self-Regulation Policy 
 

Purpose 
To ensure all staff are aware of and adhere to Garrison Creek Community Daycare’s Engagement and 
Self-Regulation Guidelines. 

Rationale 
All children have the right to quality care which is positive, safe, and healthy. This is integral to healthy 
growth and development. It is crucial for children to feel included, and accepted as a critical component 
in becoming happy, well adjusted, productive, secure members of society. They must learn how to 
successfully deal with problems in interpersonal relationships, as well as learning to self-regulate. They 
must also learn positive, constructive ways to interact with other people. The role of the staff is to 
support a child’s sense of self and well-being while providing opportunities for him or her to learn 
appropriate ways to interact with others. 

To ensure a child’s safety and well-being, and to foster social and emotional development, it is necessary 
at times to impose limits or set standards of acceptable behaviour. Our goal is to teach the children self-
regulation. Staff are guided by a strong foundation of knowledge and understanding in Pedagogy (child 
development). All staff follow Ontario’s “How Learning Happens”. 

As in all areas of child development, the pedagogy of self-regulation and social skills follow a sequence 
from birth to adulthood. Within this sequence our Toddlers would require closer supervision and 
guidance, whereas the school age child may need less. As children grow older they capable of exercising 
more self-regulation, and have a greater understanding of concepts such as health, safety and respect 
for others and property. Therefore, external controls can gradually be removed as the child develops a 
sense of responsibility for his/ her own behaviour. 

A Problem Solving Approach – Intervention Strategies 
Children need the opportunity to explore their environment and discover their abilities. This inevitably 
involves testing limits and experimenting with social interactions. This experimentation occasionally 
results in behaviors that are unacceptable. When these situations occur it is necessary to assist the child 
by imposing limits or identify acceptable limits of behaviour. 

Children are by nature, problem-solvers and intervention strategies must reflect a problem-solving 
approach that guide a child to think the problem through and to develop a solution. This process 
involves asking children to identify their issues, to think of alternatives, to predict consequences, and to 
make decisions. The process must of course be geared to the developmental level of the child. The role 
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of staff is to establish limits, to ensure children’s health and safety and to follow through with logical 
consequences when reasonable expectations are not met. 

What Can Staff Do? 
Each child is different, so your approach or method of dealing with a child may vary, depending on that 
particular child’s need in that particular situation. Be patient and calm in your behaviour, actions and 
responses 

Many undesirable behaviours can be prevented by: 

• Planning each day to meet children’s needs and establishing positive relationships with each child 
• Establishing expectations that are reasonable and consistently applied 
• Creating environments that are arranged to support the child’s needs 
• Having routines that assist in transition from one activity to another 
• Developing positive relationships with parents and sharing information with them 
• Responding to children’s behaviours pro-actively by making program and/ or room adjustments to 

reduce frustration levels and promote social skill development 

Self-Regulation Intervention Strategies 
The following suggests a number of principals upon which staff should consider the Self-Regulation 
strategies that can help children regulate their behaviour. 

All self-regulation strategies should be a teaching opportunity, where facilitators can help children to 
identify and express emotions appropriately. Building strong, healthy relationships with children will 
help staff to know what works best for each child. Strategies for effectively managing behaviour of 
Toddlers, Preschool, JK/SK and School Age children should be through the use of problem solving and 
conflict resolution. Children will remember the strategies if they are a part of the solution. Children 
should be involved in the development of the guidelines for acceptable behaviour in their room. 

Strategies | Approaches | Tips 
• Support children to work through problems or anger by helping them to verbalize their issues. Be 

sure the guidelines are worded positively, for example use “talk to someone when you are angry” 
rather than “don’t hit others”. 

• Do start with prevention; reasonable adult expectations, a consistent daily routine and a 
developmentally appropriate environment and program can prevent many behaviour problems. 

• Anticipate problems; intervene positively before they happen. 
• Use positive language; redirect behaviour by focusing on what the child may, can or should do (i.e. 

“shovels are for digging”) 
• Encourage and praise behaviours. 
• Allow the child choices when possible; if a choice is not possible then state that clearly (i.e. “it is 

time to go inside”) 
• Do not change routines or activities suddenly or without explaining why or what will happen next. 

Prepare children for transitions by telling them about changes in the routine or activities (i.e. an 
upcoming field trip or that it’s almost time to go outside); explain the new expectations for self-
regulated behaviour. 
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• Use poor self-regulation as an opportunity to teach the child problem solving skills; to help the child 
identify problems and feelings, to think of alternative ways of behaviour, to understand 
consequences and to make good decisions. 

• Set reasonable limits that are clear and consistent. 
• Act with caution, care and respect when enforcing limits. 
• Remove a child from a situation or activity as a last resort; introduce the child to an alternative 

situation/ activity and allow them to return to the original situation/ activity when the child feels 
able to act/ play appropriately. 

• Do not use ‘TIME OUT’ as a means of encouraging self-regulation, it can be emotionally harmful, and 
is not an acceptable behaviour guidance strategy. 

• Do not remove a child from a situation or activity without giving them the opportunity to change 
their behaviour. 

• Do not blame the child for behaviour which is the result of inappropriate expectations, daily 
routines, environment or program. 

• Do not limit directions to what the child cannot do or give generalized directions (i.e. “share”) 
• Do not reinforce poor self-regulation through direct or indirect attention. 
• Do not view poor self-regulation as an interruption or as developmentally inappropriate; all children 

test the limits. 
• As per the Child Care and Early Years Act, the legislation clearly states that staff are not to use any of 

the following prohibited practices; 
o Corporal punishment (which may include but is not limited to, hitting, spanking, slapping, 

pinching)Using harsh or degrading measures or language which would humiliate a child or 
under-mine the child’s self-confidence 

o Physical restraint of children, including but not limited to confining to high chair, car seat 
etc. for discipline or in lieu of supervision unless for the purposes described in the regulation 
(to prevent self-harm, harm to others and only until risk of harm/injury is no longer 
imminent) 

o Locking the exits of the Daycare centre for the purpose of confining the child, or confining 
the area or room without adult supervision, unless such confinement occurs during an 
emergency (i.e. isolating a child in a locked or lockable room). 

o Use of harsh, degrading, measures or threats or derogatory language directed at or used in 
the presence of a child that would humiliate, share or frighten the child or undermine their 
self-respect, dignity or self-worth 

o Depriving the child of basic needs including food, drink, shelter, sleep, toilet use, clothing or 
bedding 

o Inflicting any bodily harm on children including making children eat or drink against their will 

Staff confirm that these practices are not allowed and do not occur in the program. If staff fails 
to adhere to the legislation, the follow up action could result in disciplinary action or possible 
termination. 

Reminder: Do not work in isolation and make sure that you discuss difficult situations with the 
Supervisor and parent, and your co-workers. Remember that staff, Supervisor and family form a 
partnership and must work together in the child’s best interests. 
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Policies and Procedures 
 

Wait-List Policy 
There is a high demand for space in GCCD.  Parents may apply for a space on the centres website 
(garrisoncreek.squarespace.com) under ‘Apply”.  The centre does not offer a facility tour until a space is 
available for your child.  Once a space is available you will be contacted to visit the centre prior to 
determining if you would like the space.  

• There is no fee to place your child on the waitlist. 
• Families will be given their position on the waitlist in a manner that maintains the privacy and 

confidentiality of other children and families on the list. 
• Spaces are offered on a first-come first-serve basis in the following order: 

a. Siblings to children already enrolled in the centre 
b. Staff children 
c. Children enrolled in Niagara Street Public School 
d. Children enrolled in a French Immersion Public School who live in the Niagara Street district 
e. Families within the community 

• Priority families should notify the centre as soon as possible when a child will be placed on the 
waitlist.  

• It is the responsibility of each family to ensure that their correct contact information is entered at 
the point of application. 

• Families will be contacted by phone or email when a space becomes available 
• Families will be given three (3) business days to respond to the centre when contacted regarding a 

space. After three (3) business days the next eligible family will be offered the space. 
• Families who decline the space at the time it is offered will be removed from the waitlist 
• Garrison Creek Community Daycare fees increase on an annual basis.  

 Admission 
An interview is set up for families selected for registration. During this interview, areas such as feeding, 
toilet training and dressing are discussed so that the Daycare is aware of how these routines are handled 
at home, and how they may be continued or modified in the daycare setting. 

Anaphylaxis (if necessary), immunization and registration forms must be completed before any child 
starts a program at Garrison Creek. 

No child will be accepted on their scheduled first day without all necessary forms completed and 
returned to the staff. 

Deposit 
A deposit equal to two weeks' fees based on the fees for the program that your child will be entering at 
the Daycare is payable upon registration, and will be held by Garrison Creek in a non-interest bearing 
bank account. This deposit will be returned to you or applied to your final month’s fees, provided that 
one month’s notice is given of the withdrawal of your child from the Daycare. 

http://www.garrisoncreek.squarespace.com/
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Fees and Arrears Policy 
Fees are set by the Board of Directors as part of the annual budget process.  The current fees can be 
found in ‘Schedule A’ and are updated annually.  

If you have a subsidy, multiply your per diem rate by the number of weekdays in each month. 

Daycare fees must be paid on a monthly basis, on the first day of the month, throughout the year in 
order to maintain your daycare space. If you wish to withdraw your child and discontinue fee payments 
for an extended holiday, your daycare space cannot be held for you. One months’ notice of withdrawal 
is required. In lieu of proper notice, your deposit will be forfeited. 

Payment Options 
• Postdated Cheques made payable to ‘Garrison Creek Community Daycare’  

o A $20.00 fee will be charged for all NSF cheques 
• E-Transfer – emails to be sent to the Director at garrisoncreekdaycare@gmail.com 

o The password that you use to send your e-transfer should be based on information which 
the Director readily knows.  

o Please discuss this option with the Director to obtain further details.  

Overdue Fees 
The following procedure will be applied for any overdue fees 

a. A late fee of $20.00 will be applied to your account on the 10th of the month, if your monthly 
fees have not been paid. 

b. Parents will be reminded of the overdue amount on the 12th of the month. 
c. At the end of the month, if your fees have still not been paid, the Director will send you a final 

notice of overdue fee amounts, at which time you will have three business days to pay the 
amount in full. 

d. As a last resort, the Board of Directors may decide to refuse admittance of a child, if the overdue 
fees remain unpaid after a final notice. These fees must be paid in full in order for your child to 
be re-admitted to the Daycare. 

Income Tax Receipts 
Income tax statements of fees paid will be provided to all registered users of the Daycare programs 
before the end of February each year. If you withdraw your children during the year, please ensure the 
Daycare has your correct address to mail your income tax statement to you. 

If you have lost or misplaced your income tax statement and require a second one, a fee of $10.00 will 
be charged and 48 hours’ notice will be required. 

NOTE: Income tax receipts will not be issued until all outstanding fees and charges have been paid in 
full. 

Notice of Voluntary Withdrawal 
One month’s advance written notice is required of your intent to withdraw your child from the centre. 
You are still responsible for the final month’s fees, regardless of attendance or early removal in the final 
days. 

mailto:garrisoncreekdaycare@gmail.com
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If you are able to provide us with more than one month’s written notice, it would be much appreciated. 

Hours of Operation 
The Daycare is open from 7:30 a.m. to 6:00 p.m. daily, Monday to Friday. The kindergarten and school-
age programs are also open on all scheduled P.A. days and during March Break. As we follow the 
Toronto Board of Education’s holiday policy, we can only remain open when the school custodians are 
on duty, with the exception of Christmas holidays which shall be arranged at the discretion of the Board. 
The Daycare will be closed during the following 10 statutory and 2 non-statutory holidays each year. 

New Year’s Day Family Day Good Friday Victoria Day 
Canada Day The Civic Holiday Labour Day Thanksgiving 

Christmas Eve Christmas Day Boxing Day New Year’s Eve 
 

Absences | Sickness | Vacation  
Fees must be paid for all days the Daycare is open, regardless of whether any sickness/absence/vacation 
days are used by the child during the year. Failure to pay for days during sickness/absence/vacation will 
be considered a withdrawal from the Daycare, and your child’s place can be filled. 

Please inform the Daycare when your child is sick, will be absent or will take vacation days. 

Child Care Subsidy 
Children on a Child Care Subsidy through the Toronto Children’s Services Department are allowed a 
maximum of 35 absence days (including sickness, vacation, or any other reason) per calendar year, 
January to December, at their subsidized rate. 

Subsidized parents may not take their child out of daycare for 20 or more consecutive days, at their 
subsidized rate. If a child is absent for more than 20 consecutive days, Toronto Children’s Services will 
not pay the subsidized fee. The parent(s) are then responsible for the full-day fee for the rest of the time 
the child is absent. 

If a child receiving a subsidy uses more than the 35 allowable absence days, the parent(s) or guardian(s) 
are responsible for paying the full cost of the child care fee. If there are too many unexplained absences, 
Children’s Services may terminate the subsidy. For more information on this policy, visit 
www.toronto.ca/children, or contact your Children’s Services Consultant. 

Arrival and Departure Procedures 
When you arrive with your child to begin the day with us, ensure that a staff member is aware of your 
arrival. Children must never be left alone in a room. A staff member must acknowledge your arrival, 
and be aware of the child before a parent departs. At the end of the day, we assume responsibility until 
you have approached a staff member and have greeted your child. It is essential that you make contact 
with a staff member prior to your child leaving. 

Arrival 
In order to allow your child to settle into the program, and to maintain the continuity and smooth 
operation of the planned activities for all children in the Daycare, we encourage parents to arrive by 
9:30 a.m. If your child is sick and will not be in for the day, please notify the Daycare before this time. 

http://www.toronto.ca/children
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Parents are also requested to notify the Daycare in advance if your child will arrive at the Daycare after 
9:30 a.m. for any reason. 

Departure 
Children must be picked up no later than 6:00 p.m. Please let staff know if your child will be picked up 
later or earlier than your usual pick up time 

If at all possible, children should not be picked up at sleep time, as this is disruptive to the child in question, 
as well as the other children in the classroom. 

Children will only be allowed to leave the Daycare with their custodial parent, unless otherwise stated by 
a parent, in writing or by phone. In addition, the staff should be notified in advance who will be picking 
up the child. The Daycare reserves the right to request identification from anyone picking up the child, 
who is not the parent of the child. Daycare staff will not allow a child to leave the Daycare with a person 
they do not know, unless these precautions have been taken. The Daycare will honour all court orders.   

Late Departure 
Parents who are late picking up their child will be charged a late fee. Late fees are to be paid to 
the staff on duty, at the time of the late pick up. Late fees are charged at a rate of $1.00 per 
minute. In case of an emergency, e.g., heavy snowfall, car breakdown, or an accident, please 
notify the Daycare as soon as possible. Emergencies, weather, or traffic, do not eliminate the late 
fee charge, so if possible, parents should try to arrange for someone else to pick up your 
child(ren). 

Diapers | Strollers | Supplies 
 
Diapers 
It is required that you supply your toddler with a bag of diapers and wipes that the staff will use only on 
your child. Include any special creams or lotions to be applied.  Staff will let you know when you need to 
supply more. 

Parents are asked to ensure that your child has a clean diaper when being dropped off in the morning. 
You are welcome to use the change table in the room if needed.  The staff will ensure that your little one 
has a fresh clean diaper upon pick up. 

Strollers 
Garrison Creek does not have indoor storage for strollers, they must be left outside.  Please do not park 
strollers in the stairwells, or in the hallways, as this poses a safety hazard for the Daycare and the school.  

Supplies 
Please do not send toddlers with baby bottles, sippy cups are required. Only milk and water will be 
allowed in the sippy cups supplied. Juice will not be provided as it may cause tooth decay. A child who is 
still using a soother may bring it for nap times, as well as a favorite blanket and stuffed toy. Blankets and 
stuffed toys will be sent home weekly to be washed, or earlier if soiled. 

PLEASE BE SURE TO LABEL ALL OF YOUR CHILD’S ITEMS WITH THEIR NAMES TO AVOID ANY 
CONFUSION. 
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Toys from Home 
Our rooms are equipped with a wide variety of toys and equipment. To avoid loss, damage or 
unhappiness, we ask that the children do not bring toys to the Daycare, except for toddlers and 
preschoolers who are allowed a stuffed toy for nap time. 

Health Policy 
IT IS ESSENTIAL THAT THE STAFF BE ABLE TO LOCATE A PARENT OR GUARDIAN AT ALL TIMES. 

For everyone’s well-being, sick children cannot be admitted to the Daycare. In the best interest of your 
child, and the other children and staff at the Daycare, we ask that any child with the following symptoms 
does not come to the Daycare: 

a. A temperature of 101ºFahrenheit or over 
b. Indication of an infectious illness e.g. Hand Foot Mouth, Strep Throat, Pox  
c. Vomiting and/or diarrhea 
d. Extreme cold symptoms: excessive yellow/green discharge from nose, eyes, and ears, 

continuous heavy coughing 
e. Unexplained rash 
f. Pink Eye 
g. Head Lice 

If your child develops any of these symptoms while at the Daycare, the staff will call the parent or the 
emergency contact person to pick up the child. We ask you to be as prompt as possible in picking up 
your child. We will do our best to keep your child comfortable until your arrival. Children with any of the 
following symptoms of vomiting, diarrhea, or a fever of 101ºF/39ºC or over, must be symptom-free for 
24 hours before they can return to the daycare. 

In accordance with the Child Care and Early Years Act, a signed and fully documented medical certificate 
and Emergency Consent Form must be presented on or before the first day of daycare. It is the parent’s 
responsibility to provide the Daycare with up-to-date medical information to ensure that the Daycare’s 
records are up current. This includes updated immunization charts. 

Garrison Creek will make use of the SickKids Hospital Emergency Department in the event of accidents 
or extreme illness. The Daycare will notify the parents immediately of any such emergency. 

Head Lice Procedure 
 

a. Parents of children identified with head lice are required to pick up their child from the Daycare 
immediately. The parents are required to keep the child at home until the problem is cleared. 

b. Upon returning to the Daycare, children must be free of lice and nits. 
c. Parents will remain with their child until a staff checks the child’s head. 
d. If a child is not free of lice and nits, they will not be readmitted to the Daycare. 
e. Staff must use a new pair of disposable gloves or sticks to go through a child’s hair.   
f. A sign will be posted informing parents of any incidence of head lice. 
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Allergies | Training | Epi-Pens 
WE ARE A NUT FREE DAYCARE. THERE ARE CHILDREN IN OUR DAYCARE WITH LIFE-THREATENING NUT 
ALLERGIES. PLEASE ENSURE THAT ALL FOOD PRODUCTS SENT TO THE DAYCARE ARE NUT FREE. 

All of the staff at Garrison Creek are first-aid trained, with renewal training every 2 years. Our training 
places an emphasis on child-centered first-aid, and EpiPen use. If your child has an allergy, and/or 
requires an EpiPen, please be sure to disclose this to the Director during your initial meeting, so proper 
arrangements can be made at the Daycare. If any EpiPen is required to be left at the Daycare for your 
child, it is your responsibility to ensure it is replaced to ensure it has not expired. 

Medication 
The Daycare staff are only allowed to administer prescription medication, which must be in the original 
packaging, which states the name of the child who must receive the medication and the amount to be 
administered. The daycare staff may not administer medication that does not state the correct name on 
the prescription (i.e., sharing of a sibling’s medications) or non-prescription medications without an 
instruction letter from the child’s physician. 

The Child Care and Early Years Act requests that staff administer any prescriptions that the child 
requires, provided that the parent sign and provide written instructions. If a parent requests the 
Daycare to administer an “over the counter” or non-prescription drug, a medical doctor must approve 
(in writing) the administration and duration of the drug.  

A school age child (6+) who requires prompt administration of asthma and/or other emergency 
medication may carry their own asthma medication or emergency allergy medication in accordance with 
a written procedure established by a legally qualified medical practitioner or a nurse registered under 
the Health Disciplines Act. No record of self-administration of drugs is required. D.N.A. 37. (2) 

Dealing with Biting 
Biting is one of the most difficult behaviours to deal with in young children. It can happen in an instant, 
even when staff are standing right there. 

Biting is quite common among toddlers and is a very normal reaction for this age group. Children bite for 
many reasons. Sometimes they are teething and the biting feels good. Others seem to enjoy the strong 
reaction they get. Sometimes it starts out as a kiss and just goes too far. Most of the time, biting occurs 
because a child is frustrated and does not know what else to do. They may be angry because someone 
tried to take a toy away. Since the child has not yet learned appropriate words or actions to express his 
frustration, he/she resorts to biting. 

Staff Protocol for Biting Incidents 
Looking directly into the child’s eyes, staff will calmly and firmly tell the child, “No! Sara, it's not okay to 
bite. It hurts Jon when you bite him. He's crying. I won't let you bite Jon or another child.” If the child is 
able to talk, you might also say, “You can tell Jon with your words that you need him to move, instead of 
biting him. Say “Move, Jon.”  

Depending on the situation, staff may ask the biter to help wash, bandage and comfort the victim. 
Making a child part of the comforting process is a good way to teach nurturing and empathy. 
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The biter is then redirected to another activity, while the focus of attention is on the child who has been 
bitten. 

Bites are to be washed and ice applied.  

Chronic biters are to be shadowed to try to figure out if there are patterns in their behaviour. For 
example, is the child stressed, tired or hungry? Is teething an issue?  

An accident form will be completed and the parent of the victim will be notified. The name of the biter 
will be kept confidential to avoid angry parents from targeting the biter, and to keep the children who 
are just learning how to talk from repeating what they hear, and from making false accusations of future 
biting episodes. Parents of a biter will be informed of the incident and, if there are multiple incidents, 
will be consulted regarding possible solutions to prevent reoccurrence. 

Biting can be an uncomfortable issue for parents. Parents of a child who is bitten are often out-raged 
and angry. Parents of the biter may feel embarrassed and frustrated.  We all need to work together in a 
supportive way to get through this tender situation. 

How the situation will be monitored 
• Toys and/or activities will be provided for the child 

o Provide more play equipment to alleviate fighting over the toys. Possibly buying more than 
one of the “popular toys” so very young children will not have to wait long to play with 
them. 

o Decrease or monitor the number of children the child plays near. 
o Shorten the playtime, or watch more carefully to see when the child starts to escalate. 
o Rearrange the furniture to “open” the room up to relieve cramped or crowed areas. 

• Teach Acceptable Alternatives to Biting 
o Teach the child to say "no" if another child is doing something he doesn't like. 
o Substitute a teething ring if the child looks like she is about to bite another child. 

• Provide Close Supervision 
o Staying very close to the child in order to monitor things, especially in situations where staff 

think biting is likely to occur. 
o If the child does bite, then the child will be immediately removed from the situation and the 

other children. The child will be told that biting hurts others and will not be allowed. The 
consistent removal of the child when he/she bites is to convey to that child must stop biting 
if he/she wants to play with others. 

• Praise Children For Appropriate Behaviour 
o The child will be complimented when he is playing well with others. This will help the child 

realize that we value this kind of behaviour. It will also help build the child's self-esteem. 
o We will tell the Biter’s parents, in his/her hearing, when their child was in a situation and did 

not bite, and used words to tell another child to stop, or to wait for their turn to play with 
the desired toy. 

o Staff will tell the other staff, in the child’s hearing that this child used words to let the other 
children know what he/she wanted. 
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Toddler and Preschool Rest Time and Sleep Supervision Policy 
Policy 
Young children benefit from periods of quiet relaxation to balance their day. When children are new to 
the centre, staff will be sensitive to each child’s needs while gently, at the same time transition them 
into the daycare routine. During nap, staff will assess each child’s circumstances and current health to 
determine whether higher supervision levels and checks are required.   

GCCD complies with the following requirements of the Child Care and Early Years Act: 

Before a child starts at GCCD, staff working with the child will meet with their parents to discuss the 
sleep and supervision policies and procedures.  The staff will take notes about the child’s rest/sleep 
patterns, and will discuss them with the staff working in the rest/sleep rooms. 

Procedure 
• Every child who attends GGCD for more than six hours per day, toddler and pre-school children, will 

have a rest period not exceeding two hours in length after they have fallen asleep. Each child will 
bring their favorite blanket, soft toy or have their pacifier to be used to help make the child more 
comfortable. 

• Parents may request in writing for a child to sleep shorter or longer than the two-hour period. 
• Each child will be assigned their own labelled cot. 
• A plan of the cot layout is posted in each sleep room. 
• A tranquil and relaxing atmosphere will be created for both children and staff by playing relaxing 

music, soft lighting and curtains drawn. Staff will sit near resting children and support them by 
encouraging them to relax. 

• Naps are not mandatory, children are encouraged to rest their bodies and minds for approximately 
20 – 30 minutes. If children are awake after this time, they will be provided quiet activities for the 
duration of rest time. 

• Children who are unable to sleep, or who wake early may rest on their beds for no longer than one 
hour. They may then play quietly on their beds with individual toys/activities. When ratios and space 
permits they may go to an assigned “awake/rest” room. 

• Movement of children from one room to the next will be recorded on the room attendance. 

Supervision 
Children will be supervised by GCCD staff at a minimum of a 2/3 ratio in the sleep room and at full ratio 
in the awake/rest room, as permitted by the Child Care and Early Years Act.  

Visual Checks of Sleeping Children and Daily Communication Chart 
• The sleep room will have enough light for staff to conduct visual checks on each child. 
• The visual checks require staff bending to the child’s level to look for indicators of distress or 

unusual behaviours. 
• Visual checks will take place every half an hour; toddlers will have their length of sleep recorded on 

their daily communication chart. 
• If there is any significant changes in a child’s sleeping patterns or behaviours during sleep will be 

communicated to parents and will result in adjustments to the manner in which the child is 
supervised during nap. 
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Field Trips 
Field trips and community outings are included in the Program. Parents will be notified in advance, and 
are encouraged to assist in these activities by volunteering their time and providing suggestions of 
possible outings. 

A field trip within walking distance of the Daycare may take place on any day. The application form 
signed upon enrollment represents the authorization for staff to take your child off the premises of 
Garrison Creek. A typical example of this would be a walk to a local park. When trips requiring 
transportation are planned, parents will be asked to sign a separate consent form. Children are to arrive 
no later than 15 minutes prior to the scheduled departure for the field trip, or they will not be able to 
participate. No children shall be dropped off/picked up on route during a field trip. 

Snacks and Lunches 
We ensure that all snacks and meals provided by the Daycare meet Canada Food Guide regulations, and 
are approved by a dietitian 

Age Group Snacks Lunches 
Toddler & Pre-School 3 per day (8:00am, 3:00pm, after 

5:00pm) 
Daily hot lunch including the four basic 
food groups 

Kindergarten 2 per day (8:00am, 4:00pm) Lunch provided by parents to eat at 
school 

School-Aged (Grades 
1-6) 

2 per day (8:00am, 4:00pm) Lunch provided by parents to eat at 
school. Microwavable food is allowed 
during the school year but not the 
summer 

• Thermos’ are suggested for food that needs to be kept warm. Ice packs or frozen juice boxes are 
required for keeping food cold. 

• Ministry regulations require that school-age lunches must meet Canada Food Guide standards. 
Weekly menus are posted and lunch and snack ideas are often included in newsletters. The Daycare 
is responsible for monitoring children’s lunches to ensure they meet Canada Food Guide standards, 
and will meet with families individually to offer support when needed. In the event that a child has a 
lost or misplaced their lunch, a lunch will be provided by the Daycare. A fee of $4.50 will be charged 
to the family. 

• Do not freeze water bottles as ice packs. This will compromise the plastic which may leak chemicals 
into the water 

Students and Volunteers 
Garrison Creek has regular involvement with College students interested in the field.  These students are 
placed in the Daycare to develop their skills as educators. All students undergo criminal reference checks 
prior to joining us, are supervised by our staff and never left alone with the children. 

Birthday Celebrations 
A birthday is a very special day in a child’s life. Your child’s birthday will be joyfully celebrated at 
Garrison Creek. Due to the allergies we have experienced at the Daycare, we celebrate all of our 
birthdays with ice cream that is labelled as nut and peanut free (Chapmans). No other brand of ice 
cream or treat will be accepted.  Frozen fruit is welcome and can be made into frozen ‘ice cream’ Please 



P H B v 1 - 2 0 1 7 . 1 2   P a g e  |  2 6  

contact the staff in your child’s room prior to this day, to share in the details of how the event will be 
handled. 

Movement to the Next Age Group 
The Director shall organize the movement of a child from one age group to the next, in accordance with 
general age guidelines, and in consultation with both staff and parents concerning the readiness of the 
child. The final decision as to when to move a child will be the Director’s. 

Transferring from the Toddler Room to Pre-School 
If your child joined our Centre as a toddler, they will be eligible to move to one of our pre-school room 
at the age of two and a half years. This move cannot be guaranteed and is subject to availability in the 
preschool room. In the event that there is not a spot in the preschool room when your child is age-
eligible, there are two options available to you.  Your child may remain in the toddler room at toddler 
rates until a space is available or you may choose, with one months’ notice, to withdraw your child from 
the centre.  Please be aware that for the period your child remains in the toddler room, we will provide 
an altered age-appropriate program for your child. As well, your child will continue to benefit from the 
higher teacher-child ratio. 

Toddlers who are age-eligible to move to the preschool room, are given priority over any family on the 
waitlist.  Every effort will be made to ensure a spot for your child. 

After School Programs 
Niagara Street Public School offers many after school programs throughout the school year. If your child 
chooses to enroll in any of these, please advise the staff at Garrison Creek, so that they will know when 
to expect your child at the Daycare program each day. 

Babysitting 
Due to possible conflicts of interest, Garrison Creek staff are not permitted to partake in private 
babysitting for families enrolled in Garrison Creek. 

Outdoor Activity | Weather 
The Daycare staff will make daily decisions on whether it is appropriate to bring the children outside. 
The Child Care and Early Years Act requires that children play outside every day.  If your child is too ill to 
participate in outdoor play, then he/she is too ill to be at daycare. 

Daycare staff make every effort to ensure the safety of the children and, as professionals, we can trust 
that they will take all things into account when determining if the children should play outside. 

Rain, snow and sunshine are typical occurrences in Toronto, and as long as our children are properly 
protected from the elements with appropriate clothing, they can take advantage of the health benefits 
of playing outside in the playground and in the local parks. 

Children should be exposed to fresh air and sunlight and should experience the outdoor environment. 

Rain 
If it is overcast, misty or raining slightly, and there is no prediction of imminent thunderstorms, the 
children will be brought outside. 
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Snow and Cold Conditions 
If it is snowing, once again, unless there is a storm forecast, the children will go outside. The staff will 
take into consideration wind chill conditions. When the wind chill exceeds -15º C, the time outside is 
limited to 10–15 minutes. 

Smog and Heat Alerts 
The Daycare staff adhere to the City of Toronto smog warnings and will keep children indoors as much 
as possible on these days, at the very least during the peak hours. 

Daycare will check air quality on a daily basis at www.airqualityontario.com.  

If the staff do choose to go out with the children on these days, the following precautions will be 
taken: 

a. Water for water breaks will be available 
b. Staff will avoid walking along streets with heavy traffic to avoid fumes 
c. Staff will go to locations with shaded areas 
d. All children will wear hats 

On days where pollution is deemed to be at “acceptable” levels, the children will be let outside to play. 

Sunscreen 
Parents are required to apply sunscreen before their child arrives at daycare. The Daycare will reapply 
the child’s sunscreen in the afternoon. School-agers will apply their own with supervision. 

Clothing 
It is suggested, for the child’s comfort, that an extra set of clothing be in the child’s cubby at all times. This 
should include shirt, pants, underwear and socks. Wet or soiled laundry will be put in a plastic bag and 
placed on the child’s hook. Children’s clothes must be labeled with their name. Parents are asked to bring 
in a blanket for nap time. 

Remember to dress your child for the weather, as the children will go outside each day. Also, it is 
suggested that the children wear clothing that is easily handled by little fingers and comfortable for 
table and floor play both indoors and outdoors. 

THE DAYCARE IS NOT RESPONSIBLE FOR THE LOSS OR DAMAGE TO ANY PERSONAL EFFECTS LEFT AT 
THE DAYCARE. 

NOTE:  Parents are urged to dress children appropriately for inclement weather, be it rain or snow, and 
such dress should include the following depending on weather conditions: 

a. Jacket or coat 
b. Snow pants or splash pants 
c. Boots 
d. Hat 
e. Mittens 
f. Scarf 

http://www.airqualityontario.com/
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During the summer, appropriate clothing is also encouraged, which includes hat, sunscreen, etc. in order 
to protect them from the heat of the sun. 

General Safety | Accident Protocol 
The staff shall ensure that the children are playing in a safe environment. No child shall be left without 
adequate supervision. In particular, staff members will ensure that children on the playground are 
visible by at least one staff member at all times.  Equipment which possesses higher levels of risk to 
children shall have a staff member positioned at that point to minimize the hazards. Other safety 
measures such as controlling access to equipment, etc., will be taken. 

All accidents in the Daycare will be documented by the staff most closely involved, then reviewed and 
filed by the Director. Staff are trained in First Aid (standard) & CPR (Infant/Child). 

Copies of the Emergency Procedures are available from the Supervisor or Director and are posted in 
each room. 

Staff are required by law to report all suspicions of child abuse to the Children’s Aid Society. The school 
principal will also be informed as he/she is legally responsible for all children on the school premises. 

Emergency Management Policy and Procedures 
Purpose 
The purpose of this policy is to provide clear direction for staff at Garrison Creek Community Daycare to 
follow in dealing with emergency situations. The procedures set out steps for staff to follow to support 
the safety and well-being of everyone involved.  

Clear policies and procedures will support all individuals to manage responses and responsibilities 
during an emergency, resulting in the safest outcomes possible. 

Definitions 
All-Clear: A notification from an authority that a threat and/or disaster no longer pose a danger and it is 
deemed safe to return to the child care premises and/or resume normal operations. 

Authority: A person or entity responsible for providing direction during an emergency situation (e.g. 
emergency services personnel, the licensee). 

Emergency: An urgent or pressing situation where immediate action is required to ensure the safety of 
children and adults in attendance. These include situations that may not affect the whole Daycare 
centre (e.g. child-specific incidents) and where 911 is called. 

Emergency Services Personnel: Persons responsible for ensuring public safety and mitigating activities 
in an emergency (e.g. law enforcement, fire departments, emergency medical services, rescue services). 

Evacuation Site: The designated off-site location where shelter is obtained during an emergency. The 
evacuation site is used when it is deemed unsafe to be at or return to the Daycare centre. 

Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation 
and management of each Daycare centre it operates (i.e. the operator). 
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Meeting Place: The designated safe place near the where everyone is to initially gather before 
proceeding to the evacuation site, or returning to the Daycare centre if evacuation is not necessary. 

Staff: Individual employed by the licensee (e.g. program staff, supervisor). 

Unsafe to Return: A notification from an authority that a threat and/or disaster continue to pose a 
danger and it is unsafe to return to the child care premises. 

Policy 
Staff will follow the emergency response procedures outlined in this document by following these three 
phases: 

a. Immediate Emergency Response; 
b. Next Steps during an Emergency; and 
c. Recovery. 

Staff will ensure that children are kept safe, are accounted for and are supervised at all times during an 
emergency situation. 

For situations that require evacuation of the Daycare centre, the meeting place to gather 
immediately will be located at: The #4 exit, proceed to the far of the playground fencing on Niagara 
St. where the townhomes are located. Also at the #2 exit by the Adelaide St. doors, at the south-
east edge of the property line. 
 
If it is deemed ‘unsafe to return’ to the, the evacuation site to proceed to is located at: Charles G. 
Fraser P. School, 79 Manning Ave., Toronto, Ontario. 
 
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. 

 

For any emergency situations involving a child with an individualized plan in place, the procedures in the 
child’s individualized plan will be followed. 

If any emergency situations happen that are not described in this document, the Supervisor, or 
designate will provide direction to staff for the immediate response and next steps. Staff will follow the 
direction given. 

If any emergency situations result in a serious occurrence, the serious occurrence policy and procedures 
will also be followed. 

All emergency situations will be documented in detail by the Supervisor or designate in the daily written 
record. 

Additional Policy Statements 
E.g. regular drills with staff for training/practice, emergency bag preparation, etc. 

Regular monthly Fire Drills will be held for the staff and children to practice the evacuation of the 
Daycare Centre. The emergency evacuation bag will be taken with the staff each time in case an “All 
Clear” is not given, and temporary relocation becomes necessary. 
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Procedures 
Phase 1: Immediate Emergency Response 
 

Emergency Situation Roles and Responsibilities 
Full Internal Lockdown 
When a threat is inside 
the school or Daycare 
centre. E.g. a suspicious 
individual in the school 
building, or inside the 
daycare, who is posing a 
threat. 

1. The staff member who becomes aware of the threat must inform all 
other staff of the threat as quickly and safely as possible. 

2. Staff members who are outdoors must ensure everyone who is 
outdoors proceeds to a safe location. 

3. Staff inside the Daycare centre must: 
a. remain calm; 
b. gather all children and move them away from doors and 

windows; 
c. take children’s attendance to confirm all children are 

accounted for; 
d. take shelter in closets and/or under furniture with the 

children, if appropriate; 
e. keep children calm; 
f. ensure children remain in the sheltered space; 
g. turn off/mute all cellular phones; and 
h. wait for further instructions. 

4. If possible, staff inside the program room(s) should also: 
a. close all window coverings and doors; 
b. barricade the room door; 
c. gather emergency medication; and 
d. Join the rest of the group for shelter. 

5. The Caretaker will immediately: 
a. close and lock all Daycare centre entrance/exit doors, if 

possible; and 
b. Take shelter. 

 
Note: only emergency service personnel are allowed to enter or exit the 
Daycare centre during an internal lockdown. 

Full External Lockdown 
When a threat is very 
near, or outside the 
centre. E.g. a suspicious 
individual in the 
neighborhood who is 
posing a threat. 

1. The staff member who becomes aware of the threat must inform all 
other staff of the threat as quickly and safely as possible. 

2. Staff members who are outdoors must ensure everyone who is 
outdoors proceeds to a safe location. 

3. Staff inside the Daycare centre must: 
a. remain calm; 
b. gather all children and move them away from doors and 

windows; 
c. take children’s attendance to confirm all children are 

accounted for; 
d. take shelter in closets and/or under furniture with the 

children, if appropriate; 
e. keep children calm; 
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f. ensure children remain in the sheltered space; 
g. turn off/mute all cellular phones; and 
h. Wait for further instructions. 

4. If possible, staff inside the program room(s) should also: 
a. close all window coverings and doors; 
b. barricade the room door; 
c. gather emergency medication; and 
d. Join the rest of the group for shelter. 

5. The Caretaker will immediately: 
a. close and lock all Daycare centre entrance/exit doors, if 

possible; and 
b. Take shelter. 

 
Note: only emergency service personnel are allowed to enter or exit the 
Daycare centre during an internal lockdown. 

Hold & Secure 
When a threat is in the 
general vicinity of the 
school or Daycare 
centre, but not on or 
inside the child care 
premises. E.g. a 
shooting at a nearby 
building. 

1. The staff member who becomes aware of the external threat must 
inform all other staff of the threat as quickly and safely as possible. 

2. Staff members who are outdoors must ensure everyone returns to 
their program room(s) immediately. 

3. Staff in the program room must immediately: 
a. remain calm; 
b. take children’s attendance to confirm all children are 

accounted for; 
c. close all window coverings and windows in the program room; 
d. continue normal operations of the program; and 
e. Wait for further instructions. 

4. The caretaker must immediately: 
a. close and lock all entrances/exits of the Daycare centre; 
b. close all blinds and windows of the program rooms; and 
c. Take shelter. 

 
Note: only emergency services personnel are allowed to enter or exit the 
centre during a hold and secure. 

Bomb Threat 
A threat to detonate an 
explosive device to 
cause property damage, 
death, or injuries E.g. 
phone call bomb threat, 
receipt of a suspicious 
package.   

1. The staff member who becomes aware of the threat or the Supervisor 
or designate must: 

a. remain calm; 
b. call 911 if emergency services is not yet aware of the situation; 
c. follow the directions of emergency services personnel; and 
d. Take children’s attendance to confirm all children are 

accounted for. 
2. Where the threat is received by telephone, the person on the phone 

should try to keep the suspect on the line as long as possible while 
another individual calls 911 and communicates with emergency 
services personnel. 

3. Where the threat is received in the form of a suspicious package, staff 
must ensure that no one approaches or touches the package at any 
time. 
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Disaster Requiring 
Evacuation 
A serious incident that 
affects the physical 
building and requires 
everyone to leave the 
premises. E.g. fire, 
flood, power failure. 

1. The staff member who becomes aware of the disaster must inform all 
other staff of the incident and that the centre must be evacuated, as 
quickly and safely as possible. If the disaster is a fire, the fire alarm pull 
station must be used and staff must follow the centre’s fire evacuation 
procedures. 

2. Staff must immediately: 
a. remain calm; 
b. gather all children, the attendance record, children’s 

emergency contact information any emergency medication; 
c. exit the building with the children using the nearest safe exit, 

bringing children’s outdoor clothing (if possible) according to 
weather conditions; 

d. take children’s attendance to confirm all children are 
accounted for; 

e. escort children to the meeting place; and 
f. keep children calm; and 
g. Wait for further instructions. 

3. If possible, staff should also: 
a. take a first aid kit; and 
b. Gather all non-emergency medications. 

4. Designated staff will: 
a. help any individuals with medical and/or special needs who 

need assistance to go to the meeting place (in accordance with 
the procedure in a child’s individualized plan, if the individual 
is a child); and 

b. In doing so, follow the instructions posted on special needs 
equipment or assistive devices during the evacuation. 

c. If individuals cannot be safely assisted to exit the building, the 
designated staff will assist them to the daycare office and 
ensure their required medication is accessible, if applicable; 
and 

d. Wait for further instructions. 
5. If possible, the site designate must conduct a walk-through of the 

Daycare centre to verify that everyone has exited the building and 
secure any windows or doors, unless otherwise directed by emergency 
services personnel. 

Disaster: External 
Environmental Threat 
An incident outside of 
the building that may 
have adverse effects on 
persons in the Daycare 
centre. E.g. gas leak, oil 
spill, chemical release, 
forest fire, nuclear 
emergency. 

1. The staff member who becomes aware of the external environmental 
threat must inform all other staff of the threat as quickly and safely as 
possible and, according to directions from emergency services 
personnel, advise whether to remain on site or evacuate the premises. 

 
If remaining on site: 
1. Staff members who are outdoors with children must ensure everyone 

who is outdoors returns to their program room immediately. 
2. Staff must immediately: 

a. remain calm; 
b. take children’s attendance to confirm all children are 

accounted for; 
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c. close all program room windows and all doors that lead 
outside (where applicable); 

d. seal off external air entryways located in the program rooms 
(where applicable); 

e. continue with normal operations of the program; and 
f. Wait for further instructions. 

3. The Caretaker must: 
a. seal off external air entryways not located in program rooms 

(where applicable); 
b. place a note on all external doors with instructions that no one 

may enter or exit the Daycare centre until further notice; and 
c. Turn off all air handling equipment (i.e. heating, ventilation 

and/or air conditioning, where applicable). 
 
If emergency services personnel otherwise direct the Daycare centre to 
evacuate, follow the procedures outlined in the “Disaster Requiring 
Evacuation” section of this policy. 

Natural Disaster: 
Tornado / Tornado 
Warning 

1. The staff member who becomes aware of the tornado or tornado 
warning must inform all other staff as quickly and safely as possible. 

2. Staff members who are outdoors with children must ensure everyone 
who is outdoors returns to their program room(s) immediately. 

3. Staff must immediately: 
a. remain calm; 
b. gather all children; 
c. go to the basement or take shelter in small interior ground 

floor rooms such as washrooms, closets or hallways; 
d. take children’s attendance to confirm all children are 

accounted for; 
e. remain and keep children away from windows, doors and 

exterior walls; 
f. keep children calm; 
g. conduct ongoing visual checks of the children; and 
h. Wait for further instructions. 

Natural Disaster: 
Major Earthquake 

1. Staff in the program room must immediately: 
a. remain calm; 
b. instruct children to find shelter under a sturdy desk or table 

and away from unstable structures; 
c. ensure that everyone is away from windows and outer walls; 
d. help children who require assistance to find shelter; 
e. for individuals in wheelchairs, lock the wheels and instruct the 

individual to duck as low as possible, and use a strong article 
(e.g. shelf, hard book, etc.) to protect their head and neck; 

f. find safe shelter for themselves; 
g. visually assess the safety of all children.; and 
h. Wait for the shaking to stop. 

2. Staff members who are outdoors with children must immediately 
ensure that everyone outdoors stays away from buildings, power lines, 
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trees, and other tall structures that may collapse, and wait for the 
shaking to stop. 

3. Once the shaking stops, staff must: 
a. gather the children, their emergency cards and emergency 

medication; and 
b. Exit the building through the nearest safe exit, where possible, 

in case of aftershock or damage to the building. 
4. If possible, prior to exiting the building, staff should also: 

a. take a first aid kit; and 
b. Gather all non-emergency medications. 

5. Individuals who have exited the building must gather at the meeting 
place and wait for further instructions. 

6. Designated staff will: 
a. help any individuals with medical and/or special needs who 

need assistance to go to the meeting place (in accordance with 
the procedure in a child’s individualized plan, if the individual 
is a child); and 

b. In doing so, follow the instructions posted on special needs 
equipment or assistive devices during the evacuation. 

c. If individuals cannot be safely assisted to exit the building, the 
designated staff will assist them to click here to enter text. and 
ensure their required medication is accessible, if applicable; 
and 

d. Wait for further instructions. 
7. The site designate must conduct a walkthrough of the Daycare centre 

to ensure all individuals have evacuated, where possible. 
 

Phase 2: Next Steps during the Emergency 
 

a. Where emergency services personnel are not already aware of the situation, the Supervisor 
on Duty must notify emergency services personnel (911) of the emergency as soon as 
possible. 

b. Where the Daycare centre has been evacuated, emergency services must be notified of 
individuals remaining inside the building, where applicable. 

c. If the licensee is not already on site, the site designate must contact the licensee to inform 
them of the emergency situation and the current status, once it is possible and safe to do 
so. 

List of Emergency Contact Persons 
Local Police Department 911 
Local Fire Services 911 

Site Supervisor 
Thea Cappellacci 416.272.7896 garrisoncreekdaycare@gmail.com  

Licensee Contacts 
Daycare Centre Site Designate 

Suzy Meunier 416.524.0849  

mailto:garrisoncreekdaycare@gmail.com
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Board of Directors 
Lynn Benton de Batista 416.564.8796 lynn.bentondebatista@rci.rogers.com 
Lindsay Chambers 416.508.2457 Lindsay.chambers@gmail.com  
Heather Donohoe 647.407.1614 hrdonohoe@gmail.com  
Andrea Evans (President) 416.504.5584 andrea@bnmmodels.com  
Kara MacKillop 416.546.4433 kara.mackillop@gmail.com  
Lisa McCalla 416.258.3117 lisamccalla@yahoo.ca  
Amanda McGoey 416.913.3771 akoivuranta@gmail.com  

 
d. Where any staff, students and/or volunteers are not on site, the Supervisor or designate 

must notify these individuals of the situation, and instruct them to proceed directly to the 
evacuation site if it is not safe or practical for them return to the Daycare centre. 

e. The Supervisor or designate must wait for further instructions from emergency services 
personnel. Once instructions are received, they must communicate the instructions to staff 
and ensure they are followed. 

f. Throughout the emergency, staff will: 
a. help keep children calm; 
b. take attendance to ensure that all children are accounted for; 
c. conduct ongoing visual checks and head counts of children; 
d. maintain constant supervision of the children; and 
e. engage children in activities, where possible. 

g. In situations where injuries have been sustained, staff with first aid training will assist with 
administering first aid. Staff must inform emergency personnel of severe injuries requiring 
immediate attention and assistance. 

Procedures to Follow when ‘All-Clear’ Notification is Given 
Procedures 1. The individual who receives the ‘all-clear’ from an authority must inform all 

staff that the ‘all-clear’ has been given and that it is safe to return to the 
Daycare centre. 

2. Designated staff who have assisted individuals with medical and/or special 
needs with exiting the building will assist and accompany these individuals 
with returning to the Daycare centre. 

3. Staff must: 
a. take attendance to ensure all children are accounted for; 
b. escort children back to their program room(s), where applicable; 
c. take attendance upon returning to the program room(s) to ensure 

that all children are accounted for; where applicable; and 
d. re-open closed/sealed blinds, windows and doors. 

If applicable, School Principal will determine if operations will resume and 
communicate this decision to staff. 

Communications 
with 
parents/guardians 

1. As soon as possible, the daycare Supervisor or designate must notify 
parents/guardians of the emergency situation and that the all-clear has 
been given.  Parents / guardians will be communicated with via email. 

2. Where disasters have occurred that did not require evacuation of the 
Daycare centre, the Supervisor or designate must provide a notice of the 
incident to parents/guardians by email. 

mailto:lynn.bentondebatista@rci.rogers.com
mailto:Lindsay.chambers@gmail.com
mailto:hrdonohoe@gmail.com
mailto:andrea@bnmmodels.com
mailto:kara.mackillop@gmail.com
mailto:lisamccalla@yahoo.ca
mailto:akoivuranta@gmail.com
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3. If normal operations do not resume the same day that an emergency 
situation has taken place, the Supervisor or designate must provide 
parents/guardians with information as to when and how normal operations 
will resume as soon as this is determined. 

Procedures to Follow When ‘Unsafe to Return’ Notification is Given 
Procedures 1. The individual who receives the ‘unsafe to return’ notification from an 

authority must inform all staff of this direction and instruct them to 
proceed from the meeting place to the evacuation site, or the site 
determined by emergency services personnel. 

2. Staff must take attendance to confirm that all children are accounted for, 
and escort children to the evacuation site. 

3. Designated staff who have assisted individuals with medical and/or special 
needs with exiting the building will assist and accompany these individuals 
to the evacuation site. 

4. The Supervisor or designate will post a note for parents/guardians on the 
Daycare centre entrance with information on the evacuation site, where it 
is possible and safe to do so. 

5. Upon arrival at the evacuation site, staff must: 
a. remain calm; 
b. take attendance to ensure all children are accounted for; 
c. help keep children calm; 
d. engage children in activities, where possible; 
e. conduct ongoing visual checks and head counts of children; 
f. maintain constant supervision of the children; 
g. keep attendance as children are picked up by their parents, 

guardians or authorized pick-up persons; and 
h. remain at the evacuation site until all children have been picked up. 

Communications 
with 
parents/guardians 

1. Upon arrival at the emergency evacuation site, the Supervisor or designate 
will notify parents/guardians of the emergency situation/ evacuation and 
the location to pick up their children. 

2. Where possible, the Supervisor or designate will update the Daycare 
centre’s voicemail box as soon as possible to inform parents/guardians that 
the Daycare centre has been evacuated, and include the details of the 
evacuation site location and contact information in the message.  An email 
will also be sent to parents / guardians. 

 

Additional Procedures for Next Steps during an Emergency 
E.g. documenting children’s accidents/injuries, providing water and/or snacks, etc. 

Usual policies and practices apply for accident and injury reporting, as appropriate. 

Phase 3: Recovery (After an Emergency Situation has ended) 
 

Procedures for Resuming Normal Operations 
E.g. where, applicable, reopening the Daycare 
centre, contacting the Ministry of Education 
Program Advisor, responding to media and 

Procedures for Debriefing Staff, Children and 
Parents/ Guardians 
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community inquiries, contacting the insurance 
company, informing the caterer, temporarily 
relocating, etc. 
Procedures for Providing Support to Children 
and Staff who Experience Distress 

Supervisor to convene with Board of Directors to 
assess the situation and what communications to 
staff and children/families is appropriate. 

Procedures for Debriefing Staff, Children and 
Parents/ Guardians 
 

The Supervisor or designate, must debrief staff, 
children and parents/guardians after the 
emergency. 

 

Video and Photography 
From time to time, we may take photographs or videos of your child. The photos etc., will be for 
activities or displays in our classrooms. They will not be used for any other purpose, without your 
permission. Please see the permission form in your registration package. 

When your children are under Garrison Creek’s supervision, i.e. in the classroom or playground, you may 
not take photos or videos of any of the children other than your own. It is understood that at special 
events you may take photos or videos of the performance or activities. 

Parent Participation and Communication 
Parents may visit their children in the Daycare during their free time. However, it is requested that the 
Director be called in advance to confirm the appropriateness of the visit on each occasion. Parents may 
set up a system with the Director for regular visits (i.e., lunchtime). 

In order to facilitate communication between parents and staff on a daily basis, staff are avail-able at 
the beginning and end of each day for short discussions about your child, or arrangements can be made 
for staff and parent to sit down at a time convenient to both. 

Each year the Board of Directors hosts the Annual General Meeting. At this time, elections are held to 
select members of the Board. If you are interested in a position on the Board of Directors, or would like 
to offer your services in some other way, please do not hesitate to inform the Director. We encourage 
all parents to attend the Annual General Meeting and to get involved in the Daycare’s community. 

Parent Issues and Concerns Policy and Procedures 
Purpose 
The purpose of this policy is to provide a transparent process for parents/guardians of Garrison Creek 
Community Daycare/ GCCD and staff to use when parents/guardians bring forward issues/concerns 
under Ontario Regulation 137/15 

Definitions 
Board of Directors: The licensee/agency licensed by the Ministry of Education responsible for the 
operation and management of each Daycare centre it operates (i.e. the operator). 

Supervisor/ Assistant Supervisor: Individual(s) employed by the Board of Directors to oversee Daycare 
operations. 

Staff: Individual employed by the Board of Directors (e.g. program room GCCD staff). 
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Policy 
Parents/guardians are encouraged to take an active role at GCCD 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 and 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 GCCD 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. Every effort will be made to respond to 
an initial issue or concern brought forth by parents/guardians within two 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, students 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 
Garrison Creek Community Daycare maintains high standards for positive interaction, communication 
and role-modelling 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 supervisor and/or 
the GCCD Board of Directors. 

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) Children's Aid Society at 416-924-4640 

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. 

For more information, visit 
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx  

Procedures 
 

http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx
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Nature of 
Concern 

Steps for Parent/Guardian to Report Issue/Concern Steps for Staff and/or 
Supervisor / Board Of 
Directors in 
responding to 
issue/concern 

Program 
Room-Related 
E.g.: schedule, 
indoor/outdo
or program 
activities, 
snacks, trips, 
school pick 
up, 
supervision of 
children, etc., 
or any issues 
unable to be 
solved by 
immediate 
supervisors 

Raise the issue or concern to 
• GCCD staff directly or 
• the supervisor or assistant supervisor 

• Address the 
issue/concern at 
the time it is raised 
or 

• Arrange for a 
meeting with the 
parent/guardian 
within 2 business 
days are as soon as 
reasonably possible 
thereafter. 

 
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. 

General, 
Centre- or 
Operations-
Related 
E.g.: child care 
fees,  hours of 

Raise the issue or concern to 
• GCCD Board of Directors 

• Provide the 
information for the 
appropriate person 
if the person being 
notified is unable 
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operation, 
policies and 
procedures, 
staffing, 
waiting lists, 
centre 
closures, 
snack 
concerns, 
room 
equipment, 
refunds, any 
issues unable 
to be solved 
by the 
supervisors 

to address the 
matter. 

• Ensure the 
investigation of the 
issue/concern is 
initiated by the 
appropriate party 
within 2 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. 

Staff-, parent 
volunteers-, 
Supervisor-, 
and/or Board 
of Directors -
Related issues 

Raise the issue or concern to 
• the individual directly or 
• the supervisor/ assistant supervisor or Board of 

Directors 
 
All issues or concerns about the conduct of staff, parent 
volunteers, etc. that puts a child’s health, safety and well-
being at risk should be reported to the supervisor as soon 
as parents/guardians become aware of the situation. 

 

Student- / 
Volunteer-
Related issues 

Raise the issue or concern to 
• the staff responsible for supervising the volunteer or 

student or 
• the supervisor / assistant supervisor 
 
All issues or concerns about the conduct of students 
and/or volunteers that puts a child’s health, safety and 
well-being at risk should be reported to the supervisor as 
soon as parents/guardians become aware of the situation. 

 

Trinity 
Community 
Recreation 
Centre , 
Parks & 
Recreation 
programs,  
building 
maintenance, 

Raise the issue or concern to 
• the  area supervisor or program coordinator assistant 

supervisor (416) 392-0743 
 
www1.toronto.ca/parks/prd/facilities/complex/287/index.
htm 

 

https://www1.toronto.ca/parks/prd/facilities/complex/287/index.htm
https://www1.toronto.ca/parks/prd/facilities/complex/287/index.htm
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building 
structure 

 

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 GCCD Board of Directors (Board of 
Directors contact information is posted in the office) 

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. 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. 

Contact Information 
Ministry of Education, Licensed Child Care Help 
Desk 

1.877.510.5333 or childcare_ontario@ontario.ca  

City of Toronto Children’s Services Program 
Consultant: Sandy Misthios 

416.397.7388 

Ministry of Education Licensing Specialist: 
Marlene Da Silva 

marlene.dasilva@ontario.ca  

Children’s Aid Society 416.924.4646 
Jewish Family and Child Services 416.638.7800 
Catholic Children’s Aid Society 416.395.1690 
Native Child and Family Services 416.969.8510 
Public Health 416.338.7600 
Trinity Community Recreation Centre 416.392.0743 
College of Early Childhood Educators Ontario 416.961.8558 or info@college-ece.ca  

 
Policy and Procedure: Withdrawing a Child from Care due to Problematic Behaviour 
Garrison Creek is committed to providing a safe, caring and enriching environment for all the children 
who attend our Daycare. It is the practice of our Daycare to communicate with parents on a regular 
basis, and to keep them informed of their child’s development, including any difficulties that their child 
may be experiencing. 

Garrison Creek promotes professional development of its staff to assist them in developing their skills in 
working with children who have challenging behaviours. 

In situations where the regular childcare program is having difficulty meeting the needs of a particular 
child: 

a. Staff will log incidents in an assigned notebook. 
b. Staff will consult with the parents and keep them informed. 

mailto:childcare_ontario@ontario.ca
mailto:marlene.dasilva@ontario.ca
mailto:info@college-ece.ca
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c. With the parent’s permission, the child will be referred to an outside agency for assessment, 
support, strategies including the Child Development Institute. 

d. If the behaviour results in an accident, an “Accident/Injury” form will be completed as per our 
regular procedures and a copy of the form will be attached to the assigned notebook. Staff will 
verbally review the incident with the parent on the day of occurrence. The Director will be 
notified. 

e. If three or more serious incidents, reports or documented cases of problematic behaviour occur 
within a two month period, a meeting will be held with the child’s parents/guardians, child care 
staff and the Director. Minutes will be taken of the meeting with a copy given to the parents and 
another copy attached to the assigned notebook. 

In the event that the Daycare centre is unable to meet the needs of the child, the Director, in 
consultation with the Board of Directors, staff and the parents/guardians, has the right to decide 
whether a child will be withdrawn from the Daycare. A decision to withdraw the child will be made 
considering the best interests of the child, and the safety of all children and staff. 

The Director will meet with the parent(s) to suggest alternative care. A written notice of 30 days will be 
given to the parents to seek alternative care for their child. If a child is asked to withdraw from Garrison 
Creek, the centre will inform Toronto Children’s Services subsidy division. 

The following is a non-exhaustive list of problematic behaviour: 

a. Physical harm to any member of the Daycare. 
b. Verbally abusive behaviour. 
c. Damage to the Daycare’s property. 
d. Non-compliance with the rules of the Daycare. 
e. Unwillingness of the parent to seek assistance for their child, and/or follow through on the 

recommendations made by the Daycare or outside resources. 
f. Breakdown in the parent/Daycare relationship. 
g. Behaviour which requires staff to spend an unreasonable amount of time with the child to deal 

with the problematic behaviour, thus taking away time and attention needed to ensure a safe 
program. 

Violation of Policies and Procedures 
If for any reason you violate any of Garrison Creek’s policies and procedures, the following will apply for 
a first time occurrence: 

• Garrison Creek’s Director and a representative of the Board of Directors will meet with you to 
ensure you have copies of Garrison Creek’s policy and procedure guidelines. 

• Garrison Creek’s Director and a representative of the Board of Directors will discuss the situation, 
and inform you of the consequences of a repeated occurrence, which is withdrawal from the 
Daycare. 

• A letter outlining the incident, the resolution and the consequences will be given to you. 
• If the incident involves other persons, staff, other parents and/or the children as outlined in 

Garrison Creek’s Parent Code of Conduct will be followed. 
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Parent Code of Conduct and Issue Resolution 
The following expectations are intended to ensure an atmosphere that is safe and comfortable for all 
staff members and the children at Garrison Creek. 

Guidelines 
Parents/guardians at all times shall: 

• Show respect for staff and children through his/her behaviour and words. 
• Conduct themselves in a manner which allows each child and staff member to feel safe from verbal 

and physical abuse. 

The abuse of staff or children will not be tolerated under any circumstances. 

In the event that you wish to communicate a concern, start by communicating your concern to the staff 
member. If you feel the issue was not satisfactorily resolved, then speak to the Director or the President 
of the Board of Directors. 

Please note: at all times communicate your concern in private, not in front of the children or other 
parents. If you have a concern regarding a situation that includes children other than your own, you 
must speak directly with a staff member, not with the child/children involved or their parent(s). Failure 
to adhere to the guidelines may be cause for withdrawal from the Daycare. If withdrawal is the result of 
a violation of the Daycare’s Policies and Procedures including these guidelines, parents/guardians will be 
given two weeks’ notice to withdraw from the Daycare and any remaining fees reimbursed. 

Suspected Child Abuse Policy 
Purpose 
This policy is in place to make staff, students, volunteers, board members and parents aware of their 
responsibilities for the recognition, documentation and reporting of suspicions of child abuse. 

The Daycare is committed to the prevention of child abuse through: 

a. Ongoing observations of the children in our care 
b. Education with respect to early identification, effective response, and adherence to legal 

obligations including reporting 
c. Keeping abreast of developments in legislation and relevant issues 
d. Communication and support of the child and family 
e. Working together with other community service providers 

Legal Requirements 
• Duty to Report: In accordance with the Child and Family Services Act, it is the responsibility of every 

person in Ontario to immediately report to a Children’s Aid Society if they believe that child abuse 
has occurred or there is a risk of abuse. The legislation places additional responsibility on people 
who perform professional duties with respect to children, i.e. the staff of Child Care Daycares. It is 
an offence to contravene one’s reporting responsibilities. The penalty imposed (a fine of up to 
$1,000) emphasizes that a child’s safety must take precedence over all other concerns. 

• Reporting Procedures: In making the decision to report, the following information will be utilized: 
o Observations of the child’s behavior and other indications of child abuse 
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o The child’s disclosure, whether purposeful or accidental 
o Consultation with others 
o Other information available to the staff 

It is the responsibility of the person who suspects the abuse to make the report; not someone else on 
their behalf. If abuse is suspected and not reported to C.A.S. there are two effects: the child is probably 
at risk of further abuse, and the Daycare can be considered as having colluded with the family or alleged 
abuser in keeping the abuse a secret. In this case, the Daycare can be held civilly and criminally liable. 

Contact regarding the abuse must first be made with a C.A.S. before any discussion with parents or 
caregivers involved. Discussion with the family first can jeopardize the child and/or contaminate the 
investigation into the abuse. 
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Schedule A 
 

Fee Schedule for 2017 
 

Age Group Age Range Monthly Rate Daily Rate 
Toddler 18 months – 2.5 years $1,450.50 $67.20 
Pre-School 2.5 – 4 years $1,033.00 $47.90 
Kindergarten 3 – 5 years $684.00 (Sep – Jun) 

$928.00 (Jul – Aug) 
$31.20 
$41.25 

School Age 6 – 10 years $533.00 (Sept – Jun) 
$872.00 (Jul – Aug) 

$23.80 
$38.75 
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