Ontario @

Child Care Licensing System

Reference Guide
for
Applicants / Licensees

Version: December 2024



Document Update Summary

Date

December 2024

Change

As of December 2024, the following changes have
been made to this reference guide:

Revised: Completing and Updating Your Licensee
Profile

Revised (new enhancement): Child Care Centre
Applications

Revised: Home Child Care Agency Applications
New enhancement: Request a Replacement
Decal

Revised (new enhancement): Child Care Centre
Revisions

Revised: Home Child Care Agency Revisions
Revised: Managing Users

Revised: Managing Home Child Care Premises
Revised: Licensed Child Care Operations Survey
Revised: Read updates to the Appendix — Terms
and Acronyms

Page
reference

97-132
150-154

185-209

210-231
264-270
271-274
277
278-283




Table of Contents

Table of Contents

INtrodUCtion........co e —————— 1
L0 1Y YT 1
Using this GUIde.........cooiiieecccciiirrrre s 1
Getting more information or assiStance ..., 3

TOOIS @NA RESOUITES ...ttt 3
Viewing and / or Saving @ Document................uuuiiiiiiiiiiiiiiiiiiiiiiiiiieee 3
(O] o] = T3 A0 LR 4

Performing the BasicCs........cccoomimiiiiicciiirccrrccr s e e 5
INErodUCEION ... —————— 5
Logging In to CCLS........coo i 5

My ONtario ACCOUNL.............ooveeeeeeee ettt e e eette e e e e e e aaannans 5
SIGNIN PAITNCGE ... ssssnnnnnnnnes 10
[0 Yo o 114 Ve T U | R 16
Working with your Home Page ... 17
Expanding / Collapsing @ Section............cccoiiiiiiiiiiceecccciicr s 18
SOrtiNg ENTrEs ... 19
Moving to the Next / Previous WIindow ..........ooiiieeecciiiiiii s s e e e e 19
Entering Data...........ooiiiiiiiiiiiiiiiiiiis s 19
NOLIfiCAtiONS .....ceeeii e 21
Supporting DOCUMENTS........ccoiiieeeciiiiir s e s s e s s s s s s s s e s s nnnsssssssssssennnns 21
0o [N o1 o o 21
Uploading @ DOCUMENL .............ccoeeeeeeeeeeeee et ea e e 22
Uploading / Adding an Additional Document or Updated Inspection Report .... 23
Revising a Supporting DOCUMENL ...............coovvueeeieeeeeeeeeeiee e 25
Revising an ENtry ... 26
Responding to @ Comment.............oooieeecciiiiiiiiirricees e e s ssnsss s s e s s e nnnnnnns 26
Uploading Required Compliance Documents ...........ccccoviimmmmmmmennnnsnnnnennnnnnsanees 28
INEFOQUCTION. ... ettt 28
NoN-Compliance SEAtUSES..............ueeeee e 29
UPIO@AING PIOCESS ...ttt ete e e taa e e e eeanas 30

Viewing the Licensee Orientation Video ........ccccoovvmciirieciiieeccciececceees 33
INErodUCtioN ....... .o 33
Viewing the Licensee Orientation...........cccooiiiiiis 33

Completing and Updating Your Licensee Profile .........ccccoorveeiinennnnnns 34
4 e T LW T2 4 o o 34
Completing and Updating Your Profile ... 34

Child Care Licensing System - Reference Guide for Applicants/Licensees i



Table of Contents

Licensee Type: COIMPOIALION ...........ccoueeeeeeeeieeee et eeeeae e e aaeeens 35
Licensee Type: FirSt NGLION................cceeeeeeeieeeeeeee e 43
Licensee Type: INAIVIAUAL................cccoooeeieeeeeeeeeeeeeeeeeeeee e 47
APPHICAtIONS ... . e e e 50
Applying for a Child Care Centre Licence..........ccoooirirrrnninnnnnnnnnnnnnns 50
INEFOQUCTION. ...t 50
Step 1: Enter Application Information .....................cooeveeeiiiiieeeeeeeeeee 51
Step 2: Complete the Licensing HiStOry.............ceeeeeeeeeeeeiiieeeeeeeeeeaaaa 53
Step 3: Review the Applicant Type Information................cccccoeveeeeiieeiiiicaaann.. 54
Step 4: Review the Applicant Information................cccceeeeeueeeeeeeerieeeeeiieeaaannnn, 55
Step 5: Enter the Child Care Centre Information................cccccoeeeevveeiiiiceanenn.. 56
Step 6. Enter Operational Information ...................ccceeeeeeeeueeeeeeeerieeeeeiiieaeeann, 60
Step 7: Upload Initial DOCUMENIS ...........cooveeeeeieee e 67
Step 8: Review and Submit your Application..................eeeeeeeeeeeeeeiiiiaaann. 67
Step 9: Reviewing CWELCC AQVICE ........cooeeeeeeeeeeeeeeeeeeeeee e 71
Step 10: Remit Initial Deposit Payment.............cccceeeeeeeeeemeiieeeeeeeeeeiiiiiaaaenn 75
Step 11: Submit Supporting DOCUMENLS ............cccceeeeeeeeeeeeeeeeeeee e 79
Step 12: Review Staffing Information ...................cccoovveeeemeieiieeeeieieeeiiiaaen 82
Adding a Staff member to your staff list............cooooeeiiiii 83
Requesting a Staff Director Approval if Required .............ccoovvvviiiiieenen... 84
Editing Staff Members if Required ..., 89

Step 13: Review Space Information .................cccooeuueeeeeeeeueeeeeeiiiieeeeeiiieaaeeenn, 90
Step 14: Print Floor / Site Plan Letter ................coooeee oo 92
Step 15: Remit Fee Balance Payment (if applicable) .................cccccevvvvunn.... 94
Ny RS (=T 1 U 96
Applying for a Home Child Care Agency Licence..........cccooorrinininninnnnnnnnnncninnnns 97
INETOQUCTION. ... et 97
Step 1: Enter Application Information ....................coooeeeeeeiciieieeeeeieeeee 98
Step 2: Complete the Licensing HiStOry .............ueeeeeeeeeeeieeiiieeeeeeeeeee, 100
Step 3: Review the Applicant Type Information...............cccccceeeeeeeeeeeeeeennnnnnnn. 101
Step 4. Review the Applicant Information..................cccceuveeeeeeerreeeeeeiieeeaannnn, 102
Step 5: Enter the Agency Information..................cccoeeeeeeeeeeiiiiiieeeeeeeeeee 103
Step 6. Enter Operational Information ..................ccceeeeeeeeeeeeeeerieeeeeiiieeeannnn, 106
Step 8: Review and Submit your Application.................cooeeeeeeeeeeeeeeeeeeeenn. 109
Step 9: Reviewing CWELCC AQVICE ..........cooeeeueeeeeeeeeeeeeeiieee e 112
Step 10: Remit Initial Deposit Payment ...............ccoeeeeeeeeeeeeeeieeeee e 116
Step 11: Submit Supporting DOCUMENtS ..............cccceeeeeeeeeeeeiiieeeeeeeeeeei 120
Step 12: Review Home Child Care Visitor / Staffing Information................... 122
Adding a Staff Member to your staff list ..., 123
Requesting a Director Approval (if required).........coooeeiiiiiiiniieeieeeinn. 125
Editing a Staff Member if required ..............cooiiiiiiiii e, 128

Step 13: Remit the Fee Balance Payment (if applicable) .............................. 130
Ny GRS (= o 1 USSR 132
Working with a Draft or Submitted Application...........cccccmmmiecccciiiiiiinnneeenne. 133
Viewing an Application Status ................ueuueeeeeeeeeeeeeeeeee e, 133
Opening an APPIICALION .............ccoeeeeeeeeeee et 133
Printing your APPIICAtION...............ccoeeeeeeeeeee et 133
Updating a Submitted AppPliCation .................ccoeuuuueeeeeeeeeeieeiiiieee e 134

Child Care Licensing System - Reference Guide for Applicants/Licensees ii



Table of Contents

Requesting an Update to an Application under Review ................cccccccceeeee. 136
Withdrawing an AppliCation ................coooveeeiieiiiiiiieeeeeeeeeeeee 137
Withdrawing a Draft Application............coooriiiiiiii e 137
Withdrawing an application that is under the following statuses............. 137

I o= T 139
Viewing Your Licences and Licence Information...........ccccooiiiiiiiiiiiiiiiniiiinnnn. 139
Understanding Your Licence WIindows...........cccooviiiiiiiiiiiiniicnscsssssssssssseeseeeeeee 140
INETOQUCTION. ... 140
LiCENCE DEIAIIS ..ottt 140
Operating CAPACIHY ..........uuueeeeeeeeeeeeeeee ettt e e e e 141
€ INTOIMALION ...ttt 142
MIUDT SUIVEY ...ttt ettt e e e etts e e e e aaaaenens 142
Tiered Licensing Information ... 142
Summary of Non-COoOmPli@NCES.............ccceeeeeeeeeeeee et 143
SUpPPOrting DOCUMENES........cceeeeeeeeeeee e 143
SpPace INFOrMatioN ................ccoooeeeeeeeeee ettt 145
Printing and Posting Your Licensing Documents...........cccceeviiiiiiiiiinincnccennnn, 146
Viewing your Licensing HiStory...........uoiiiicciiiireccrsrrmes s s e 147
Updating your Licence Information............ccciiiiinnrrcnes s 148
Uploading Updated Inspection Reports.......ccccccciimmrmciiiimrecciiirrecse e seeeeans 149
Requesting a Replacement Decal and New Provider Cards.............. 150
INErodUCtioN ....... oo 150
Requesting a Replacement Decal / Provider Card ..........cccceeeeecciiiiininnneennnnns 150
Submitted Replacement Decal / Provider Card Requests..........ccccccemmemmmnnnnees 154
ReNEWALS ... e e e e e e e 155
INErodUCtioN ....... oo 155
Viewing / Opening a Licence to be Renewed...........cccoooiiiiinniniinnniinninnincnnnnn, 155
Opening a Licence Renewal that you Previously Started............cccceeunnnnnnnnnn. 155
Renewing a Child Care Centre Licence..........ccccoeviriiiiiiiiiiiiiiisisnscssseeseeee e 157
INEFOQUCTION. ... snnnsnnnnnnes 1567
Step 1: Make sure your profile is up-to-date...............cccooeeeeeeeeeeeeeeeeeienn. 158
Step 2: If you have not started the renewal................cccceeevvvveeeeeeeeeeieennnnnnn, 158
Step 3: If you have already started the renewal...............cc.ooveeeieeeiiieninnnnnn. 159
Step 4: Enter your Licensing HiStOIY .............oouuuueeeeeeeieeeeeiieee e 161
Step 5: Review and Revise the Information................ccccoeevviioeeeeeeeeieeenn. 161
Step 6: Submit Your Renewal Application ...............ccccoeeuueeeeeeeereeeeeeiieaeaannnn, 163
Step 7: Remit FEE PAYMENL ..............eeeeeeeiaasssnannnnes 165
Step 8: Review the Staffing Information ..................ccceeveeeeeeeeiviieeeeeeeeeeeiinnn, 167
Step 9: Review the Licence Inspection Overview................cccceeeeeeeeeeeeeennnnnnn. 168
Step 10: Review the Tiered Licensing Information ....................cc..cccvvvevvnnnn. 169
YOU @re dONE! ... . 169

Child Care Licensing System - Reference Guide for Applicants/Licensees iii



Table of Contents

Renewing a Home Child Care Agency Licence .........ccccceriiiiiiiiiiiiiiiinnccscceneen, 170
10T [V o1 o o I 170
Step 1: Make sure your profile is up-to-date...............cccceeevvveeeeeeeeeeeeeeirnnnn. 171
Step 2: If you have not started the renewal.................ccccevvvveeeeeeeeeeeeeeennnnnn, 172
Step 3: If you have already started the renewal...........ccccccovveeeeveiveeveennnnnn. 172
Step 4: Complete the Licensing History Information.......................ccccccuuu.... 172
Step 5: Review and Revise the Information................ccccccevvveeeeeeeeeeeeeeeninnn. 173
Step 6: Submit Your Renewal Application...................cooeevveeeeeeeeeeeeeeennnnnn. 176
Step 7: Remit FEE PAYMENL .............uueeeeiiiieiiiiiiiiaaasassaansnnsnsnnnnes 177
Step 8: Review the Home Child Care PremiSes...............ueeueeeueeeeeuuenneennnnnnnns 180
Step 9: Review the Staffing Information .................ccccoouuueuuiiiiiieiieiiiiiiiiiinnnns 181
Step 10: Review the Licence Inspection OVeIVIEW................ccccceueeeeeuuneennnnnnns 181

YOU @re dONE! ... .o aaeaae 182
Reinstating an Expired Licence...........ccccceiimmeiiiimeiiiinciinrenneneneeeas 183
INtrodUCEION ... ———————— 183
PrOCESS ... s 183
=7 L] o o 1 185
BEfOre YOU BEQIN..........ccoeeeeeeeeee ettt e e e eeta e e e e e e aaaanns 185

Revising a Child Care Centre Licence..........cccccrriiiiiiiiiiiiiiiiniisssscsssseeeeee e 185
Step 1: Start the Revision and Select the Type..........cccooveevvvveeeeeeeeeeeeeirnnnn. 185
Step 2: Indicate the Changes RequUIired................cccoeeeeeeeeeeeiieiieeeeeeeeeeenn 185

Changing the licensed capacity and / or licensed space (if required).... 185
Changing the program option/duration (if required) ...........cccccceeieeiieeees 195
Changing the Child Care Centre Name (if required)...........cccceeeeeeiinnes 196
Step 3: Submit the Revision ReQUESE.................ueeeeeeeeeeeeeeeeee e 197
Step 4: Reviewing CWELCC AQVICE ..........ccoeeveeeeeeeeeeeeeeeiieee e 200
Step 5: Remit Initial Deposit Payment .................cceeeeeeeeeeeeieieeee e 203
Step 6: Submit Supporting Documents (if required) ..............ccccceevvvveveeennnnn. 206
Step 7: Pay the Fee Balance (if reQuIreq)................cccoouuuuueuuuiuiuuieiiiiiniiiniinnnns 208
NEXE S EPS . ettt 210

Revising a Home Child Care Agency Licence .........ccccceiiiiiiiiiiiiiiiiincccccsccceeen 211
Step 1: Start the Revision and Select the Revision Type(s) ..........cccccuvvrunn... 211
Step 2: Indicate the Changes RequIired................cccoeeeeeeeeeeieiiiieeeeeeeeeeen 211

Changing the program option / duration (if required) ............cccceeeeeeeees 211
Changing the agency civic address (if required) ..........ccooeeiiiiinnninnnens 213
Changing the number of home child care premises (if required) ........... 215
Changing the Home Child Care Agency Name (if required).................. 217
Step 3: Submit the RevisSion REQUEST..............ccceeeeeueeeeeeiieeeeeeiieeeeeiieeaeeeaa, 219
Step 4: Reviewing CWELCC AQVICE ........ccooeeeeeeeeeeeeeeeeeeeeee e 221
Step 5: Remit Initial Deposit Payment................cceeeeeeeeeeeeeeiiiiieeeeaeeeeeeiiinnnn 225
Step 6: Submit Supporting Documents (if required) ..............cccceeeeeeeeeveennnnnn. 228
Step 7: Pay the Fee Balance (if require€d).............ccccceveveeeeevreriiieeeeeeeeeeinnnnnnn. 230
NEXE S EPS . oottt 232

Opening an Active Licence Revision Request ..........cccveeeeccciiiiiiinnseeeenncsennn, 232

Updating a Revision Request..........cooiiiiiiiiiniecissr e 233

Withdrawing a Submitted Revision Request........c....ccccovviiiirreenccciiiiiiieeeeennnnn. 234

Child Care Licensing System - Reference Guide for Applicants/Licensees v



Table of Contents

Withdrawing a Draft Revision Request ... 234
SerioUS OCCUITENCES......cceuueeiirrrrmnnsasrrennnsssssrrrnnnssssserrnmssssssernnnsssssssennns 235
INErodUCEION ... ..o ——————— 235
Reporting a Serious OCCUITENCE ........ccovviiiiiiiimiiisiiss e 235
Revising a Serious Occurrence Report.........cccoveeeecciiiiiiiimnnsssssssssss e esessnnnnes 241
Updating a Serious Occurrence Report..........oociiiiiiiiiinnsees s 242
Searching for a Serious Occurrence Report...........cccommmeeeecciiiiissrsnsessssssnnnnns 245
Staff Director Approvals........ccccoieeciiiiiciiiirr e 247
INErodUCEION ...... ..o 247
Adding a Staff Member to your Staff List.........ccccceiiiiiiiiiiircccccneeeeee e, 248
Requesting a Staff Director Approval ... s 251
Printing a Staff Director Approval Letter........cccceeeecciiiiiiiirrecccc e 254
Searching for a Staff Director Approval............ccooiiiiimmm e 255
Amending an Existing Staff Director Approval ..........cccmiiieecccciiniciseneeennnnn. 256
CCLS Administration...........ccoiieeiiiiiiiiciirr s e e s s s s e e 258
Updating Your Personal Account Information .............cmmiieecciiiinnniinnneennnnes 258
Managing Staff Information...........oouciiii e ——— 258
Adding a Staff Member to your Staff LiSt................uuuueuuuuiieiiiiiiiiiiiiiiiiiiiiiiininns 258
Viewing the EXiSting Staff LiSt ............covvmeeeiieeeeeeieeeeeeee et 261
Viewing a Staff Member ReCOId.................ooeeeeeeeeeeeeeeeee e 261
Editing a Staff Member’s Location / Position / Percentage in Program .......... 262
Deactivating a Staff Member from a Certain Site ................coooveeieeieeeeeeennnn, 263
Deactivating a Staff Member from All Sit€s ............oovveeeeeeeeeeiiiieiiieeeeeeeeaan, 264
Putting a Staff Member on Temporary Leave...............cccceeeeeeeeeeiiicieaaaaaeaann, 265
Reactivating a Staff MEmBEr ................ccooeeeeeeeeeee et 265
1= T =T T g T TR0 =T 266
INETOQUCTION. ... 266
WAV (o] gTo = T U = 266
Deactivating @ USEF ............e oottt 268
ReaCHIVatiNg @ USEX .........cooeeeeeeeeeeeeeeeee et e e 270
Removing a Site from a Site Designate / Agency Designate (Supervisors and
Home Child Care VISITOIS) .........cooeeeeeeeeeeeeeeeeeeeeeeee e 271
Managing Home Child Care Premises..........ccccommeeecciiiiiiiinnssesssssss e s esesnnnnnns 272
Viewing Home Child Care Premises Details...............ccccoeeeeeeeeeeiiiiiiiaaeeaaeaaa, 272
Adding a Home Child Care PremiSEes............couuuuuuueeeeeeeeieeeeiiiiieeeeeeeeeeiiin 273
Changing the Home Child Care Provider Information ....................cccccccou...... 274
Making a Home Child Care Premises Temporarily Inactive / Re-activating.... 275
Permanently Deactivating a Home a Child Care Premises ............................ 275
Child Care Licensing System - Reference Guide for Applicants/Licensees v



Table of Contents

Taking the CCEYA Licensing Standards Test ...........ccovvmmcciiiinnennnnnn. 276
Completing the Test.......... s 276
Generating Your Certificate........ccccciiiiiiiiiieccccr e 277

Completing the Licensed Child Care Operations Survey................... 278
INtrodUCTIiON ... ———————————— 278
Completing the SUIVeY ... e 278
Opening @ Draft SUIVEY ... nnnnnnns 278

Appendix — Terms and ACroNYMS ........cccoieeiirieirrecremsrrss e e s s s rnnsens 279

Child Care Licensing System - Reference Guide for Applicants/Licensees vi



Introduction

Introduction

Overview

Using this Guide

Prospective licensees can perform several functions in the Child
Care Licensing System (CCLS). They can:

= view the orientation video

= create and update a profile

= apply for licences

Once an application is submitted, applicants can also:

= check the status of an application

= send updates

= withdraw an application

= add staff members and request staff director approval (once the
licence application is assigned to a Program Advisor)

Once a licence has been issued, applicants, now called licensees
use the system to:

= renew licences

» report serious occurrences

= request staff director approval

= ask for a licence revision (if required)

= And more!

This guide provides step-by-step instructions for applicants and
licensees to use CCLS. Portions of the guide can be used by Site
Designates — Supervisors, Agency Designates - Home Child Care
Visitors and Service System Managers.

Before using this guide, you should have already registered for
CCLS, watched the Orientation Video, and started creating your
profile. Instructions on how to complete your profile can be found
under Completing and Updating Your Licensee Profile.

= This guide includes instructions for individuals, corporations,
and First Nations. When required, different processes are noted

by group.

= When there is a note to “see page x”, you can click the page
number and it will jump automatically to that page.

= See Appendix — Terms and Acronyms for terminology used in
this document.
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Introduction

= Tips and shortcuts appear with a hand symbol: &
| | | oy
= Warnings appear with a caution symbol:
= Important notes appear with an information symbol: ®

= Window samples are used to provide a general point of
reference and may not show all the fields in of a window. In
addition, your window may not be exactly as shown in the
example. Any data appearing in window samples is fictitious.

» Fee tables are used to provide a general point of reference. The
information in the table is subject to change without notice.
Please refer to the payment amount on CCLS.

Child Care Licensing System - Reference Guide for Applicants / Licensees 2
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Getting more information or assistance

Tools and Resources

You can view and download resources such as reference guides,
the child care licensing manual, sample policies and procedures,
etc. directly in CCLS. You will be notified by email when a resource
has been added or updated. Any new or modified resources are
indicated by a “New” symbol.

Click in the left navigation panel.

Child Care Licensing System

MY ONTARIO ACCOUNT | HOME | WELCOME CARLY(MY ACCOUNT) | LOG ouT

Licensee Orientation Home >

Profile il Drafts

New Licence Application bl  New Licence Applications Total: 0

Staff Director Approval

Staff Director Approvals Total: 0
Administration

Police Record Check Total: 0
CCEYA Licensing Standards Test >

Police Record Check-Other Total: 0

Tools and Resources
In Process Items (Items located in this section have been submitted to the Ministry or Service System

Need Help? Manager)

The Tools and Resources window appears.

Viewing and / or Saving a Document
To view and / or save a document, click “Download”.

Rules and Regulations

Child Care Centre Licensing Manual, January 2024
Document Description Date Action
This manual provides guidance on how to meet regulatory requirements, Jan 24, 2024 Download
including special instructions, indicators of compliance and links to useful
resources for child care centres.

The document may open automatically in a browser or application
(e.g., Microsoft Word, Adobe, etc.). If not, you may need to go to
your browser or computer’s downloads folder to double-click on the
document.

Child Care Licensing System - Reference Guide for Applicants / Licensees 3
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Contact Us

For more information about child care licensing, contact the
Licensed Child Care Helpdesk:

Toll-free: 1-877-510-5333
Email: childcare_ontario@ontario.ca

For assistance with the Child Care Licensing System, contact the
Child Care Licensing System Helpdesk (CCLS Helpdesk):

Email: childcare.helpdesk@ontario.ca

Child Care Licensing System - Reference Guide for Applicants / Licensees 4
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Performing the Basics

Performing the Basics

Introduction

This section contains information about how to perform basic tasks
in CCLS such as logging in.

In addition, common tasks that can be performed in several
modules are documented in this section for reference.

Logging In to CCLS

CCLS is an internet-based application that is accessed when you
enter your My Ontario Account email and password. You must use
your My Ontario Account email and password (that were created
during the registration process) to securely log into CCLS.

&Warning: If you do not have a My Ontario Account, do not
continue. Please see the Registration Guide for New Applicants at:

Child care licensing system: registration guide for new applicants (Ontario.ca)

My Ontario Account
1. Open your browser (it is recommended to use Microsoft Edge).
2. Right-click the hyperlink below, then click “Open Hyperlink”.
OR

Right-click the hyperlink below, then click “Copy Hyperlink” and
paste it in your browser’s search bar:

Child Care Licensing System (gov.on.ca)

3. Press the [Enter] key. The Child Care Licensing System landing
page appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees 5
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Performing the Basics

Ontario @
MINISTRYOF EDUCATION

Child Care Licensing System
» Contact Us

Welcome to Ontario's Child Care Licensing System. To 'login' or 'register' please click on the
button below which will take you to the My Ontario login page.

Login/Register >

CONTACT US | OFFER OF ACCOMMODATION | ACCESSIBILITY | PRIVACY @ KING'S PRINTER FOR ONTARIO, 2024 | IMPORTANT NOTICES

4. Click ‘eein/Register>  The Sign in to My Ontario Account
window appears.

Ontario @

Don’t have an account? Creale Account

OR

Sign in to My Ontario Account

Email

The email address you registered with

Password

| °

OR

Sign-In Partner

Forgot password?
Unlock account?

Expired activation link or code?

Child Care Licensing System - Reference Guide for Applicants / Licensees 6
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5. Enter your My Ontario Account email and password. Then click
“Sign in”.

Ontario @

Verify with Email Authentication

Send a verification code to t...l@yopmail.com

Send me the code

6. Click “Send me the code”.

Action Required: One-time Verification Code / Mesure requise : Coded
‘g STG No Reply [My Ontario Account | Compte My Ontario] <noreply@stage.signin.ontario.ca>

(O Friday, September 08, 2023 3:29:45 PM

[=) show pictures
Un message en francgais suit.
Hi,

You are receiving this email because a request was made for a
one-tfime code that can be used for authentication.

Please enter the following code for verification:

176687

The one-time code will expire in 15 minutes or earlier if your session
becomes inactive.

If you believe you have received this email in error, please report
this problem by signing into your My Cntario Account and clicking
“Contact us”.

”

7. Go to your email inbox to find your “One-time Verification Code
email. Copy the verification code.
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Ontario @

Verify with Email Authentication

A verification code was sent to
t..layopmail.com Check your email and enter
the code below.

Haven't received an email? Send

again

Verification code

176657

Verify

8. Enter the verification code and click “Verify”.

Ontario @

Set up multi-factor authentication

Email verification set up is required. In addition
to receiving a one time verification code by
email, you can set up a Mobile Authenticator
App below. You have the option to sel these up
later, under settings within the My Ontario
Account

Optional setup

E Mobile Authenticator App
You can use any third party
authenticator of your choice to
generate a one time verification code.

Setup

0 Okta Verify

This option simplifies the
authentication process by allowing
push notifications. Before proceeding
with set up, install the Okta Verify app
from the App Store or Google Play

Setup

Set up later

Back to Sign In

Child Care Licensing System - Reference Guide for Applicants / Licensees 8
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9. Optional: If you have set up multi-factor authentication, please
follow the instructions on the screen for this step. If you do not
have multi-factor authentication set up, please skip to the next
step.

Ontario @

MINISTRY OF EDUCATION

Child Care Licensing System

MY ONTARIO ACCOUNT | HOME | WELCOME IND_UATUSER_7FN(MY ACCOUNT) | LOG ouT

Licensee Orientation Home >
New Licence Application P9 Serious Occurrences Total: 0
Current Licences > Serious Occurrence Update Total: 0
ST R L | = New Licence Applications Total: 2 v
Staff Director Approvals Total: 0
Administration >
Licence Reinstatements Total: 0
o

10.You have successfully logged into the Child Care Licensing
System.

Child Care Licensing System - Reference Guide for Applicants / Licensees 9
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Sign-In Partner
1. Open your browser (it is recommended to use Microsoft Edge).
2. Right-click the hyperlink below, then click “Open Hyperlink”.
OR

Right-click the hyperlink below, then click “Copy Hyperlink” and
paste it in your browser’s search bar:

Child Care Licensing System (gov.on.ca)
3. Press the [Enter] key. The Child Care Licensing System landing
page appears.

Ontario @
MINISTRYOF EDIUCATION

Child Care Licensing System

» Contact Us

Child Care Licensing System

Welcome to Ontario's Child Care Licensing System. To 'login' or 'register' please click on the
button below which will take you to the My Ontario login page.

Login/Register >

CONTACT US | OFFER OF ACCOMMODATION | ACCESSIBILITY PRIVACY © KING'S PRINTER FOR ONTARIO, 2024 IMPORTANT NOTICES

4. Click ‘'egin/Register>  The Sign in to My Ontario Account
window appears.
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Ontario @

CR

Don't have an account? Creale Account

Sign in to My Ontario Account

Email

The email address you registered with

Password

-

CR

Sign-In Partner

Forgot password?
Unlock account?

Expired activation link or code?

5. Click on “Sign-In Partner”. The Interac® sign-in service page

appears.

!,.werﬂc Interac® sign-in service

Please select language

The Interac® sign-in service lets you access an online service
by using a "Sign-In Partner” such as your online bank. No
passwords or other personally identifiable information is
exchanged. The online service name is not disclosed to the

Sign-In Partner.

E"gliSh

|£UE”° Service d'ouverture de session Interac™

Veuillez sélectionner la langue

Le Service d'ouverture de session Interac™® vous permet
d'accéder aux services en ligne par I'intermédiaire d'un «
partenaire de connexion » tel que votre banque en ligne.
Aucun mot de passe ni autre renseignement d'identification
personnelle n‘est divulgué au service en ligne ou a le Service
d'ouverture de session /nterac™®. De méme, le nom du
service en ligne n'est pas communigué au partenaire de

connexion.

Frangais

6. Select either “English” or “Francgais” (French).
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7. Select a Sign-in Partner: Select a bank that you already have an
account with.

@Note: The screenshot below is an example. More bank
options are available on the Interac® sign-in service website.

Help FAQ  ContactUs  Switch My Sign-In Partner Francais m

Government Sign-In by Verified.Me® is now Interac® sign-in service

For you, nothing changes. You can continue to rely on the same secure sign in service with the financial institution
that you've used for many years.

Select a Sign-in Partner

By using the Interac® sign-in service to select a Sign-In Partner, you are agreeing to the Terms and
Conditions and Privacy Notice of the Interac® sign-in service.

fﬂ,ﬁi 1 . ' Caisse
uﬂlty m BMO 9 A Alliance

. ,>\:/A<, .
CIBCO coastcapital conexus connectFirst
O Desjardins LIbI"O e Ak %

®

8. Enter the username and password for your bank.

Secure Login @ SoRImeESlan- i
Y .

Description of Service
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9. You will be re-directed to My Ontario Account. Enter your email
then click “Send me the code”.

Ontario @

Verify with Email Authentication

Send a verification code to t.1@yopmailcom

Send me the code

10.Go to your email inbox to find your “One-time Verification Code”
email. Copy the verification code.

Action Required: One-time Verification Code / Mesure requise : Codede

‘g STG No Reply [My Ontario Account | Compte My Ontario] <noreply@stage.signin.ontario.ca>
(OFriday, September 08, 2023 3:29:45 PM

[ Show pictures
Un message en francais suit.
Hi,

You are receiving this email because arequest was made for a
one-fime code that can be used for authentication.

Please enter the following code for verification:

176687
The one-time code will expire in 15 minutes or earlier if your session
becomes inactive.

If you believe you have received this email in error, please report
this problem by signing into your My Ontario Account and clicking
“Contact us™.

11.Enter the verification code and click “Verify”.
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Ontario @

Verify with Email Authentication
A verification code was sent to

t..layopmail.com. Check your email and enter
the code below

Haven't received an email? Send

again

Verification code

‘l?ﬁﬁaﬂ ‘

12.Optional: If you have set up multi-factor authentication, please
follow the instructions on the screen for this step. If you do not
have multi-factor authentication set up, please skip to the next
step.

Child Care Licensing System - Reference Guide for Applicants / Licensees
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Ontario @

Set up multi-factor authentication

Email verification set up is required. Ir

lo receiving a one lime verification ¢

e by

email you can set up a Mobile Authenticator

App below. You have the option to set these up
later, under settings within the My Ontario

Account
Optional setup

E Mobile Authenticator App
You can use any third party
authenticator of your choice to
generate a one time verification code.

Setup

0 Okta Verify

This option simplifies the
authentication process by allowing
push notifications. Before proceeding
with set up, install the Okta Verify app
from the App Store or Google Play

Setup

Set up later

Back to Sign In

13.You have successfully logged into the Child Care Licensing

System.

Ontario @

MINISTRYOF EDUCATION

Ontario.ca | Francais

Child Care Licensing System

MY ONTARIO ACCOUNT | HOME | WELCOME IND_UATUSER_7FN(MY ACCOUNT) | LOG ouT

Licensee Orientation Home >
Profile Pl Drafts

New Licence Application Py  Serious Occurrences Total:
= Iy L > New Licence Applications Total:

Staff Director Approvals Total:
Administration >
Licence Reinstatements Total:

o

o

2

o

o

Child Care Licensing System - Reference Guide for Applicants / Licensees
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Logging Out
1. Click [IEIEKENE. The following window appears.

Ontario @
MINISTRYOF EDUCATION

Child Care Licensing System

» Contact Us

You have successfully logged off the website.

To ensure the security of your personal information from others who may also use this computer, we strongly
advise you to close your browser before leaving the computer.

Login Close Browser

2. Click Close Browser
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on

Working with your Home Page

The first window to open after you log in is your home page.

Child Care Licensing System

MY ONTARIO ACCOUNT | HOME | WELCOME IND_UATUSER_SFN(MY ACCOUNT) | LOG OUT

Licensee Orientation

W

New Licence Application

Current Licences

Staff Director Approwval

Senous Docurrences

Administration

CCEYA Licensing Standards Test >

Tools and Resources

Operations Survey

Need Help?

Home =

Drafts

Serious Occurrences Total: D
Serious Occurrence Update Total: O
MNew Licence Applications Total: 2 v
Staff Director Approvals Total: 0
Licence Reinstatements Total: D
Licence Renewals Total: 0
Licence Revisions Total: D
Licensee Survey Total: 0
Palice Record Check Total: D
Police Record Check-Other Total: 0

(Your window may look different)

The left navigation panel allows you to:

View the Licensee Orientation video;

Update your profile;

Apply for a new licence;

Renew an existing licence;

Request a licence revision;

Request a replacement decal (and new home child care
provider cards);

Request a staff Director approval;

Report a serious occurrence;

View active licence applications, active licence revisions, and
active licence renewals;

Perform administration such as adding information about staff
members, managing CCLS user access, and adding / managing
home child care premises and provider information;

Complete the Child Care and Early Years Act, 2014 (CCEYA)
Licensing Standards Test;

Find helpful tools and resources such as reference guides, child
care licensing manuals, etc.;
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= Complete the Licensed Child Care Operations Survey;
= Find Ministry contact information in the “Need help?” section.

The top centre provides links to:

=  Your My Ontario Account information;

= Your home page from any screen,;

= Your personal CCLS account information;
» The log out button.

The dashboard is divided into sections. The sections include:

» Drafts — These are items you have started but have not
submitted yet to the Ministry. This can include an application,
renewal, revision, serious occurrence report, police record
check, survey, etc.

» In Process Items — These are items that you have submitted to
the Ministry or Service System Manager for review, and items
that have been submitted back to you by either the Ministry or
Service System Manager for you to review and / or provide
updates. The Ministry may send you requests for revisions or
additional information. Such requests will appear here.

= Ministry Actions — These are items that reflect ministry
decisions (e.g., the issuing of new / renewed / revised licences,
floor plan approval, the granting / denial of staff Director
approval requests, etc.). Items will remain under the Ministry
Actions section for 30 days.

Expanding / Collapsing a Section

To see the items in a section, click the down arrow hd

New Licence Applications Total: 1 v

The window expands.

New Licence Applications Total: 1 &

Applicant Name Name of Child Care Centre/Home Site Address Action
Child Care Agency
Six Nations of the Grand Select
River
1]

To collapse the section click the up arrow
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Sorting Entries
The information in each dashboard section is typically sorted in
descending order by date. To change the sort order or to sort by a
different column, simply click a green column heading.

—J

Applicant Mame Mame of Child Care Centre/Home Site Address Action
Child Care Agency

Moving to the Next / Previous Window

MNext Save & Next .
Generally you use or to continue to the

next window.

<Previous

is used to return to the previous window without
saving.

Save

is used to save the information on the page.

Exit

usually returns to your home page.

1
& Warning: Do not use the back button < on your browser.
It may disrupt your session in CCLS, and you may have to log in
again.

Entering Data
= Ared asterisk *indicates that a field is mandatory, meaning it
must be completed.

= The way information is collected varies depending on the field
type.

> Free-form text field: Any information can be typed in a
free-form text field.

> Drop-down field (also known as “a list of values”): Click
the arrow and a list of options appears. Select the option
required.
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| Please select... v |

Schedule 1

Schedule 4

Schedule 1 and Schedule 4

» Date picker: To enter a date, click the field then select the
date required.

0 (s v[20 v] @]

5 M T W T F 5

Current Date Close

If you do not see the date required, you may click the left
arrow to shuffle to the previous month. Or you may click the
right arrow to shuffle to the next month.

You may also click on the month to select a different month,
or click the year to select a different year.

You may also click “Current Date” to select today’s date, or
click “Close” to close the date picker.

» Radio button: Radio buttons usually allow you to only select
one option. Click inside the circle to select that option.

‘ @® child Care Centre ) Home Child Care Agencv‘

» Check box: Check boxes usually allow you to select more
than one option. Click inside the box to select that option.

‘ English B French ] Other‘
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Notifications

You will receive email notifications from CCLS, such as My Ontario
Account verification codes, confirmation that your application has
been submitted to the Service System Manager(s), notice that
CWELCC advice has been provided, and more.

(D Note: Please note that emails from CCLS are automatically
produced and any replies to the email are not monitored.

CWELCC Advice Provided by SSM/ Conseil du SPAGJE fourni par le GSS R S Y

2, DO-NOT-REPLY <do-not-reply@ontario.ca> e e L e S
®Thursday: September 21, 2023 1:48:57 PM

A service system manager has provided CWELCC advice for IND_UATUser_7FN IND_UATUser_7LN, Test Child Care Six located at 666 Sixth Street, Toronto, ON M3M
3M3. Please log in to CCLS to view the advice provided

Should you have any questions with respect to the advice provided, please contact the applicable service system manager.

Un gestionnaire de systéme de services a prodigué des conseils en lien avec le SPAGJE pour IND_UATUser_7FN IND_UATUser_7LN, Test Child Care Six situé au 666
Sixth Street, Toronto, ON M3M 3M3. Veuillez ouvrir une session dans le SGPSGE pour prendre connaissance des conseils prodigués.
Pour toute question au sujet des conseils prodigués, veuillez joindre le gestionnaire de systéme de services compétent

*This message has been automatically produced by a computerized system and will not be monitored for your reply.

Supporting Documents

Introduction
In several modules you have the option to submit / upload
documents from your computer to the CCLS website. The process
is documented here for reference.

@Note: You can upload updated municipal documents at any
time, for example, if updates are made to your fire evacuation
procedure or if a new health inspection report is received since the
last inspection. Your Program Advisor will automatically be notified
of the updated document.

The documents that can be updated include:
Child Care Centre:
v’ fire code approval
v building approval
v health approval, and
v space sharing attestation (for child care centres located
in Publicly-Funded Schools)

Home Child Care Agency:
v’ fire code approval
v building approval and
v health approval
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Whenever the status of the document is updated, either by you
submitting a document or the ministry reviewing it, the status will
appear along with the date. The document list always shows the
most recent status. Following is an example of the status of the
“Approved fire evacuation procedures” document.

Policies and Procedures

Document Type Date Status Status Date
Submitted
Approved fire evacuation procedures Jan 3, 2018 | Document Satisfactory | Jan 3, 2018 Select =

@Note: If one document contains more than one page, upload it
as one document only. Do not upload each page separately.

Uploading a Document

1. Open the application.

2. Click Upload Document. The Attachments window appears.

Attachments

Document Type Zoning approval

Date Aug 28, 2024

File * Choose File | No file chosen

Comments

Ministry Comments:

Comment Date Submitted Submitted By

Cancel S5ave & Return

(Your window may look different)

3. Click [L€hee=¢Fie || The choose File to Upload window appears.
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C
« v I ';m » Libraries v © | Search Libraries el
Organize ~ = - [ o
£ Windows (C) A~
Camera Roll ‘_  Documents
=~ (R}) CCB (\\csc.ac l:, Library = Library
= (£:) CCB Regiona
) Music Pictures
r Libraries By Library -; Library
=l Documents
b Music Saved Pictures ﬁ Videos
-:/ Library T Library
=l Pictures
B Videos
¥ Network
v
File name: ~ | All files v
Upload from mobile Open Cancel

4. Select a file.

5 Click %= |

6. Enter comments in the Comments field if applicable or

required.

Save & Return

7. Click

Uploading / Adding an Additional Document or Updated Inspection Report

If a document type does not appear in the supporting documents
list, you can add it as an “additional document”.

You can also add a document to an application or licence such as
an updated inspection report.

Your Program Advisor is automatically notified when you add a

document.

1. Open your application / licence.

2. Click

» Supporting Documents

3. Scroll to the section where you want to add the document.
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4. The next step depends on the type of document you are going
to upload and when.

Click either Add Additional Document, or Upload Document,
or Select. The Attachments window appears.

Attachments

Document Type Floor plan

Date Sep 2, 2024

File * | Choose File | No file chosen

Comments

Ministry Comments:
Comment Date Submitted Submitted By

Cancel Save & Return

5. Specify the Document Type such as “public health report”. If
the document type is already there, skip this step.

6. Click [LC°2=Fie | The Choose File to Upload window appears.

7. Select the file to be uploaded.

8. Click %= |

9. Enter the name of the document in the Please Specify
Document Type field.

10.If applicable, enter comments in the Comments field if
applicable or required.

11.Click _ Your Program Advisor is notified that you

have updated the document.
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Revising a Supporting Document

You will receive an email if a revision is requested for a supporting
document. This means that the Program Advisor is requesting a
change to the document that was previously submitted, and that the

document will need to be re-submitted.

@Note: The revision request will not appear in your dashboard.

1. Open the record (application, revision, etc.).

» Supporting Documents

2. Click

3. Open the document with the status “Pending Revision”, and
click Select. The details of the submitted document appears.

Attachments

Document Type
Date
File =

Comments

Supporting Document Summary

File Name
Insurance certificate.docx

Ministry Comments:

Comment
Please sign the document.

Insurance certificate
Sep 2, 2024

| choose File | Mo file chosen

YA

Hide Comments

Revision Submitted By Date
Vi Erica, Sep 2, 2024

Date Submitted Submitted By

02/09/2024 Aba

Cancel Save & Return

4. Review the comment from your Program Advisor under the
Ministry Comments section.

Ministry Comments:

Comment
Please sign the document.

Date Submitted Submitted By
02/09/2024 Aba

5. Open the original document and make the revision.

6. Upload the document again. (See page 21 for details on
uploading a document.) Both the original file and revised file
appear in the Supporting Document Summary list.
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Supporting Document Summary Hide Comments
File Name Revision Submitted By Date

Insurance certificate.docx V2 Erica, James Sep 2, 2024
Insurance certificate.docx Vi1 Erica, James Sep 2, 2024

Revising an Entry
On the Review Application Details / Review Renewal Details /
Review Revision Details pages, you can revise information before
submitting.

1. Click Revise.

@ Note: The word “Revise” must be green. If it is grey, that
section cannot be edited at this time. If the application / revision
is with a Service System Manager, you must wait until it is
returned to you to revise information. If the applicaton / revision
is with the Ministry, you can ask to make a section available for
review. See Requesting an Update to Application under
Review on page 136. The page of the section you selected to
“‘Revise” will open.

2. Make the changes.

3. Click until you reach the Review Application

Details page again.

Submit

4. Click

@Note: The Program Advisor or Service System Manager(s)
will not be able to view the revisions until you have clicked the
“Submit” button.

Responding to a Comment

Before your application is submitted to the Ministry, you may
receive comments from your Service System Manager(s) regarding
CWELCC advice.

From time to time after your application is submitted to the Ministry,
your Program Advisor may send you a comment requesting
revisions or additional information for an item you have submitted
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(for example a new licence application, a serious occurrence report,
etc.).

These comments can be found in CCLS. An email is also sent to
you notifying you that CWELCC advice has been provided, or of
your Program Advisor’s request.

Here is how to identify an item requiring revisions and / or
additional information:

1. On your home page, click the down arrow ¥ of the In
Process Items section.

2. The window expands. Look in the Status column.

New Licence Applications Total: 4 '
Applicant Name MName of Child Care Site Address Status Date Action
Centre/Home Child Care
Agency*

462525 Ontario Inc. | CCC Test R15.1 2400 Thomas Street ,... Under Select
System
Service
MGR
Review

462525 Ontario Inc. | Child care centre test 1000 Thomas Avenue Pending 29/08/2024 Select

E... Revision/Ad

ditional
Information

3. Click Select to open the record. A window appears.

@Note: You may need to use the left navigation panel to
click your required page (e.g., Operational Information
page or Supporting Documents page).

4. Scroll down to the Comments area.

Comments to Ministry

History of Ministry/Applicant Comments: v

Comment Submitted Date Submitted By

Please check your licensing history answers. 04/09/2013 02:27 PM Deb Manager

5. Read the comment(s) and make the changes and / or
provide the information required. (If necessary, see the
previous section entitled Revising an Entry for details.)

6. Enter a comment in the Comments to Ministry or
Comments to SSM section to advise the changes you have
made.

7. Click Add to upload the comment.
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8. Click

Save B MNext

9. Click . The Declaration and Consent window

appears.

10.1f you agree, select the “I Agree” radio button.

to shuffle through the pages.

11.Click . The Ministry or Service System Manager will

receive the updated information.

Uploading Required Compliance Documents

Introduction

If a non-compliance is cited during a licensing or monitoring
inspection, you will receive an email advising you to upload
documentation addressing the non-compliance. You will receive
another email reminding you the day before the document is due
and on the compliance requirement due date. You will also be

notified if your Program Advisor requests a revision to an uploaded

document.

In addition to the email, you will be able to see the compliance

follow-up requirement on your dashboard.

In Process Items

Saricus Decurrences

Campliance Fallow-up Reguired — Licansing Indpeclions

Total: O

Tabal: 1

Cantra

EERE Chid Care 22082018 2 o 05/09/2018
CEfire

Compliance Follow-up Reqguered = Mondtorndg Inspesclions Total 4

antia Hama [ £ S miglisas [

Care Agancy F -] Jate

SR06E 855 Child Care R/0E/2018 2 o 29082018
Cantra

E06E 555 Child Care LLCE2018 kKl o 26/04/2018
Cantre

SBOGE 555 Child Carw 11062018 1 o 2506 201E
Cantra

S806& 585 Child Care Od/0d/2018 ] 20/06/ 2018

The dashboard section displays the following information:
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Licence ID Number

Name of Child Care Centre / Home Child Care Agency

Inspection Date

Total Number of Compliance Follow-up Required (i.e., the

number of non-compliance(s) without follow-up)

= Total Number of Compliance Follow-up Submitted (i.e., the
number of non-compliance(s) with follow-up submitted by an
applicant or licensee)

= First Non-Compliance Due Date (i.e., the smallest date of all

non-compliance(s) or “Refer to Director”, where there is no non-

compliance due date)

If the required document or document revision is not uploaded by
the due date, the system will change the Status to “Requirement
Not Met” at 12:01 a.m. after the due date. A message will be
posted on the Licence Inspection Overview window stating: “The
final compliance requirement due date has passed. For more
information, please contact your Program Advisor”.

If you cannot upload the document, you can send it to your
Program Advisor. If compliance requirements are received by your
Program Advisor before or after (up until licence issuance) the final
compliance requirement due date, the Program Advisor can upload
it on your behalf.

Non-Compliance Statuses
There are five non-compliance statuses:

1) Pending Follow-up: No compliance requirement has been
submitted.

2) Submitted: A compliance requirement has been submitted.

3) Pending Revision: A Program Advisor has requested a
revision to a previously submitted compliance requirement,
before the compliance requirement due date.

4) Requirement Met: A compliance requirement submitted by an
applicant or licensee met the compliance requirement.

5) Requirement Not Met: A compliance requirement submitted
by an applicant or licensee did not meet the compliance
requirement.
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Uploading Process

1.

In Process Items

Serious Occurrences

Compliance Follow-up Required — Licensing Inspections

1D Name of Child Care
Centre/Home Child

Inspection Date
Care Agency Follow-up
Required
Z¥Z Child Care 22/08/2018 2

Centra

Total Number | Total Number
of Compliance of Compliance Compliance Dua

Total: 0

Total: 1 &

First Non-
Follow-up Date
Submitted

o 05/05/2018 Select =

From your home page, click Select> on the compliance follow-
up you want to work on. The Licence Inspection Overview
window appears showing a list of non-compliances for that

licence.

Non-Compliances ¥

Risk
Level

Leg. Observed Non-Compliance Date of Non-
Section

5. B3

Compliance

Low The licenses has not Aug 22, 2018
developed written pelicies
and proceduras with respect
to vulnerable sector checks.
Or The licensea has not
adeopted and complated zll
customizable areas of the
standard policy provided by
the Ministry. Specifically...
Critical The child care centre is not | Aug 22, 2018
equipped with telephone
service or an approved
alternative means of
obtaining emergency
assistance, Specifically...
ss. 25(4) Meodar

ate

A licensee or person who has Aug 22, 2018
applied for a licence, or an
employee of the licenses or
applicant, OR a person with
contrelling interest in the
corporation, OR a person
who provides home child
care or in-home services, OR
a person prescribed by the
regulations has not provided
the director with a valid
criminal reference check as

scon as reasonably possible.

Date to be Status

Completed

Sep 05, Pending Follovw-up | Add =
2018

Refer to Refer to Director | Wiew =
Director

Sep 05, Pending Follovw-up | Add =
2018

2. Click Add> for the non-compliance you want to work on. The
Non-Compliance Details window appears.
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Mon-Compliance Details =
Checklist Section:

Checklist Question:
Legislation Section:

Risk Level:

Date of Non-Complianca:

Observed Non-Compliance:

Compliance Requirements:

Date to be Completed:
Status:

Compliance Follow-up: #
{Max 4000 characters - 4000

remaining)

Additional Comments for the
Ministry:

Supporting Documents *

Document Mama: #

Document Name

Activity History *

Date/Time Action

Staff Screening Measures and Criminal Referance Chacks

Palicies and Procedures - Wulnerable Sector Checks

5. 65

Low

Aug 22, 2018

The licenses has not developed written policies 2nd procedures with respect to

wulnerable sector checks. Or The licensee has not adopted and completad all

customizable areas of the standard policy provided by the Ministry. Specifically...

The licensee shall develop written policies with respect to vulnarable sector
checks or adopt and complete all customizable areas of the standard policy
provided by the Ministry.

Sep 03, 2018

Pending Fellovi-up

Browse... Upload>

Do Not upload any documents that contain personal information.

File Name Date Uploaded Uploaded By

Date

N Additional Comments Compliance
Compliance Follow-up .

for/from the Ministry Follow-up

Received by PA

Processed By

The Non-Compliance Details window displays the following

sections:

= Non-Compliance Details: Including information from the

Non-Compliance(s) table on the Licence Inspection
Overview window (e.g., checklist section, checklist question
etc.), as well as, Compliance Follow-up and Additional
Comments to the Ministry.

= Supporting Documents: This is where evidence of
compliance may be uploaded.
@ Note: Users can only remove supporting documents
from CCLS prior to submission.

= Activity History: This area displays the history of applicant

/ licensee and ministry action regarding non-compliances.

3. Enter notes in the Compliance Follow-up field.

4. You can enter Additional Comments for the Ministry if

required.
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5. Click = |

6. Upload the supporting document(s):
6.1. Enter the document name / description.

6.2. Click LBrowse-. |

6.3. Select the file.
6.4.Click %= |

6.5.Click . The filename appears in the supporting
documents table.

7. Click |Save & S“h’"""‘. The Declaration and Consent window

appears.

8. If you agree, click the “I agree” radio button then click .

The table in your dashboard updates showing the number of
follow-ups submitted.

Compliance Follow-up Required — Licensing Inspections Total: 1 A
ID MName of Child Care | Inspection Date |Total Number | Total Number First Mon-
Centre/Home Child of Compliance of Compliance| Compliance Due
Care Agency Fallow-up Fallow-up Date
Required Submitted
ZY¥Z Child Care 227082018 i 1 05/09/2018 Select =
Centre
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Viewing the Licensee Orientation Video

Introduction
Before a new applicant can apply for a licence, they must view the
licensee orientation video. No options will be available in the
software until the orientation is completed.

Existing licensees and applicants can review the video at any time.

Viewing the Licensee Orientation

Click . The video starts. If you can't finish the
orientation, the system will save the location where you left off. The
next time you run the orientation, the system will ask you if you
want to continue or start again.

= Use the and buttons to go through the slides.

= Click to view a list of all the topics so you can see how
you are progressing. You can also jump to a topic to review it
again.

= The contains a list of definitions of terms used in the
video.

. provides links to relevant sites and documents.
= To read a transcript of the narrative, click Transcript.

* To download the audio of the video in segments, click
Download.
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Completing and Updating Your Licensee Profile

Introduction
Your profile contains information about your:
= Preferred language of correspondence
= Applicant/ licensee type
= Contact information (including your mailing address)

It is important for you to keep the information up-to-date.

@Note: Once you have registered for CCLS, you cannot change
your applicant / licensee type, nor your licensee / applicant name.

@Note: The m option is not available to prospective
licensees until the Licensee Orientation video is completed. For
licensed child care licensees, the profile is always available.

Completing and Updating Your Profile

1. Click I

|} Profile Information

2. Click | The Applicant / Licensee Type window

appears.

@ Note: The profile window that appears varies depending on
your applicant / licensee type (individual, corporation or First
Nation). Make sure you follow the instructions for your
licensee type.

3. Enter/ review the information, and make changes as required.
If a field that is not editable is incorrect contact the CCLS
Helpdesk.
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Licensee Type: Corporation

1
& If your licensee type is not “corporation”, please skip this
section.

Applicant/Licensee Type

Preferred Language of

® English O French
Correspondence: *
Applicant/Licensee Type: () Individual ® Corporation ) First Mation
Corporation Number: # | |
Corporation Name: * | |
Is the corporation a co-operative O ves O No
corporation?: *
Is the corporation: * ) For-profit ) Non-Profit

Please select the type of
organization (if applicable): *

) Consolidated Municipal Service System Manager /District Social
Services Administration Board

O publicly-Funded School Beard

Hospital /Health Facility

() College/University

) Church/Religious Group

O Other

Has an initial return been filed O ves O Ne
with the Ministry of Government
and Consumer Services (MGCS)
within 60 days of the date of
incorporation?: *

Is the corporation carrying on
business with a name different
than its corporate name?: *

Is this corporation a multi-service ) ves () No
corporation (i.e. the board of

directors is responsible for child

care and other services in the

community)? *
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Directors of the Corporation

Director's Director's Start Date Date Ceased PRC Required Telephon Signing CECE Action

Last First e No. | Authority Number
Name Name
Add
Director
Officers of the Corporation
Officer's Officer's Role Date Date PRC Telephon Signing CECE Action
Last First Elected Ceased Required e No. Authority Number
Name Name
Add
Officer

Please Note: Corporations must complete and submit an Initial Return to the Ministry of Government and Consumer
Services within ©0 days after the date of incorporation, amalgamation or continuation. A Notice of Change must be
submitted within 15 days after any change takes place (e.g., change in address, directors or officers)

Exit Save Save & Next

(Depending on your corporation type (Publicly-Funded School
Board, Hospital/Health Facility, etc.), your window may look
different.)

1. Enter/review / edit the information as required.

@Note: The following information will be locked once you
save your entries:

Applicant / Licensee Type

Corporation Number

Corporation Name

Is the corporation a co-operative corporation?

Is the corporation For-Profit or Non-Profit
Organization Type

O O O O O O

@DTip: Click the Ministry of Government and Consumer Services
link to go directly to their site to complete a return if required.

2. Click .

3. To add a director:

@ Note: This section is for directors of the corporation as
listed in the incorporation documentation submitted to the
Ministry of Public and Business Service Delivery and
Procurement (formerly known as the Ministry of Government
and Consumer Services).

3.1.Click Add Director. The Director window appears.
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Director

Director's First Name: * | |

Director's Last Name: * | |

Date Elected:(dd/MM/yyyy) * I:I

Country: [CANADA v]

Address: * Street #: * Street Name: * Street Type: Street Dir:
1l | | v | =

Unit Designator: [ v No_:| |

Extra Address Information: l:l
o )

Province:

Postal Code: I:I

P.0. Box: No.: Box Type: Box Qualifier: Box Area Name:
| [~ | |

Rural Route: | V|No.:| |

reeshone e E—

Signing authority for the
corporation: #

Cves Omo

Is this person a Registered
Early Childhood Educator? *

Oves O No

Police Record Check:

Will this individual be interacting

Yes No
with children? =
Does this individual have a Police ) o)
‘. Yes ') No
Record Check? *
Is the date of their Police Record Yes No

Check older than 6 months from
today's date? *

Written Confirmation for Non-Interaction
with Children Form

Offence Declaration Form

Police Record Check Documents

Document Type Date Date of Status
Submitted Document
Police Record Check Upload
Document >
Proof of Police Records Check Applicaticn Upload
Document =
Offence Declaration Upload
Document >
Written Confirmation of Nen Interaction with Upload
Children Document =
Cancel Save

(Depending on your corporation type, your window may look
different.)

3.2.Enter the director’s information.

3.3.You can print / download, complete, and upload two forms if
required:
(1) Written Confirmation for Non-Interaction with Children
Form, and (2) Offence Declaration Form.

@Note: Skip this step if you are a CMSM / DSSAB or
Publicly-Funded School Board.
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3.3.1. Click the applicable form button.
3.3.2. Click L_9een | A PDF copy of the form
appears.
3.3.3. Complete the form online.
3.3.4. Save the form. Make note of the name and
location of the form. You will be uploading it in the
next step.

3.4.To upload a Police Record Check Document:
@Note: Skip this step if you are a CMSM / DSSAB or
Publicly-Funded School Board.
@Note: All police reference check documents are
encrypted to protect privacy.
@Note: Updated police reference check documents can

be added at any time. Your Program Advisor will be notified
when you upload a document.

3.4.1. Click Upload Document. The Attachments
window appears.

Attachments
Document Type Proof of Police Recerd Check Application

Date of Police Records Check Application 1= Ex: 28/04/2012
Submission Date Aug 27, 2018

File * Browse

Comments to Ministry

Ministry Comments:

Comment Date Submitted Submitted By

Cancel Save & Return

3.4.2. Select the date the document was obtained.

3.4.3. Click (L Browse... ],
3.4.4. Select the file to be uploaded then click
[ Open |,

3.4.5. Click

3.4.6. Repeat step 3.4 as required.

3.5.Click . The person appears in the director’s list.

4. To update a director:
4.1.Click Update. The Director window appears.
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4.2.Make changes as required. See steps 3.3 and 3.4 for more
information.

4.3.Click

5. To deactivate a director.
5.1.Click Deactivate. The Director window appears.
5.2.Enter the Date Ceased.

5.3. Click .

6. To add an officer:

@ Note: This section is for officers of the corporation as listed
in the incorporation documentation submitted to the Ministry of
Public and Business Service Delivery and Procurement
(formerly known as the Ministry of Government and Consumer
Services).

6.1.Click Add Officer>. The Officer window appears.

Officer

Officer's First Name: * | |

Officer's Last Name: * | |

Title/Role: * Please select . v

Date Elected:(dd/MM/yyyy) I:I

Country: [CANADA v

Address: * Street #: * Street Name: * Street Type: Street Dir:
| | | | v | hd

Unit Designator: | V] No.:| |

Extra Address Information: l:l

ot E—

Province:

Postal Code: * l:l

P.0. Box: No.: Box Type: Box Qualifier: Box Area Name:
| | M | |

Rural Route: | v| No | |

Signing authority for the O ves O no

corporation: # ) )

1s this person a Registered O ves O No

Early Childhood Educator? = i i
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Police Record Check:

Will this individual be interacting

Yes No
with children? *
Does this individual have a Police

Yes No
Record Check? *
Is the date of their Police Record Yes No

Check older than 6 months from
today's date? *

Written Confirmation for Non-Interaction
with Children Form

Offence Declaration Form

Police Record Check Documents

Document Type Date Date of Status
Submitted Document
Police Record Check Upload
Document =
Proof of Police Records Check Application Upload
Document =
Offence Declaration Upload
Document =
Written Confirmation of Non Interaction with Upload
Children Document >

Cancel Save

(Depending on your corporation type, your window may look
different.)

6.2. Enter the officer’s information.

6.3.You can print / download, complete, and upload two forms if
required:
@Note: Skip this step if you are a CMSM / DSSAB or
Publicly-Funded School Board.
(1) Written Confirmation for Non-Interaction with Children
Form, and (2) Offence Declaration Form.

6.3.1. Click the applicable form button.
6.3.2. Click L_9een | A PDF copy of the form
appears.
6.3.3. Complete the form online.
6.3.4. Save the form. Make note of the name and
location of the form. You will be uploading it in the
next step.

6.4.To upload the Police Record Check Documents:
@Note: Skip this step if you are a CMSM / DSSAB or
Publicly-Funded School Board.
@Note: All police reference check documents are
encrypted to protect privacy.

@Note: Updated police reference check documents can
be added at any time.
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6.4.1. Click Upload Document.
6.4.2. Select the date the document was obtained.
6.4.3. Click (Browse.. |
6.4.4. Select the file to be uploaded then click
| open |,
6.4.5. Click .
6.4.6. Repeat step 6.4 for all documents.

6.5.Click . The person appears in the officer’s list.

7. To update an officer:
7.1.Click Update. The Officer window appears.
7.2.Make changes as required. See steps 6.3 and 6.4 for more
information.

7.3, Cick

8. To deactivate an officer:
8.1.Click Deactivate. The Officer window appears.
8.2. Enter the Date Ceased.

5.5,

9. Click . The Applicant / Licensee Information window
appears.
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Applicant/Licensee Information

Applicant/Licensee Name: Corporation 324

Phone: * |

Ext:

Fax: |

Email: * |

Waebsite: |

Contact Name: *

Contact Title:

Contact Phone: * |

Applicant/Licensee Mailing Address

Country: *

[CANADA ]
Address: = Street #:*  Street Name: = Street Type: Street Dir:

— | | > | =
Unit Designator: | ~ | No. ;| |
Extra Address | |
Information:
City: * | |
Province: * [ Ontario v
Postal Code: * \:\
P.0. Box: No.: Box Type: Box Qualifier: Box Area Name:

~| |
Rural Route: | ~ |N0.:| |
Previous Exit Save
10.Enter / update the information as required.

Save

11.Click

12.Click .Your home page appears.
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Licensee Type: First Nation

1
& If your licensee type is not “First Nation”, please skip this
section.

Applicant/Licensee Type

Preferred Language of ® English O Erench
Correspondence: *
Applicant/Licensee Type: * O 1ndividual O corporation ® First Nation
Select First Nation: * [Please select v
Add Child Care Manager
Manager's Manager's Start Date Date Ceased PRC Required Telephon Signing CECE Action
Last First e No. Authority Number
Name Name
Add
Manager
Add First Nation Member
Role * First Name * Last Name * Signing Registered CECE Action
Authority * ECE * Number
Please sele v | O ves O No | O Yes O No \:\ Add First
Nation
Member
First Nation Member
Role First Name Last Name Date Ceased Signing CECE Number Action
Authority
Exit Save Save & Next

@Note: The fields Applicant Licensee Type and First Nation
cannot be changed.

1. Enter/review / edit the information as required.

2. To add a First Nation member:

@ Note: A chiefis mandatory.

2.1.Select the Role from the dropdown list.

2.2.Type in the First Name and Last Name.

2.3.Indicate if the individual has Signing Authority.

2.4.Indicate if the individual is a registered early childhood
educator (RECE) and their College of Early Childhood
Educators (CECE) number.

2.5.Click Add First Nation Member. The person appears in
the First Nation member list.

3. To update a First Nation member:
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3.1.Click Update. The First Nation Member window appears.
3.2.Make the changes.

Save

3.3.Click

4. To deactivate a First Nation member:

4 1.Click Deactivate. The First Nation Member window
appears.
4.2.Enter the Date Ceased.

4.3.Click .

5. To add a Child Care Manager:
5.1.Click Add Manager. The Manager window appears.

Manager

Manager's First Name: = | |

Manager's Last Name: = | |

Start Date:(dd/MM/yyyy) * |:|

Country: * |CANAD}-\ v|
Address: * Street #: * Street Name: * Street Type: Street Dir:
| | | v | v
Unit Designator: | v| No.:| |
Extra Address Information: l:l
Province:
Postal Code: * I:I
P.0. Box: No.: Box Type: Box Qualifier: Box Area Name:
[ VI |
Rural Route: | v| No.:| |
Telephone No.: l:l
Signing Authority: * O ves O No
Is this person a Registered ves No

Early Childhood Educator? *
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Police Record Check:

Will this individual be interacting

Yes Mo
with children? *
Does this individual have a Police
Yes Mo
Record Check? *
Is the date of their Police Record Yes No
Check older than 6 months from
today's date? =
Written Confirmation for Non-Interaction
with Children Form
Offence Declaration Form
Police Record Check Documents
Document Type Date Date of Status
Submitted Doc
Police Record Check Upload
Document =
Proof of Police Records Check Application Upload
Document =
Offence Declaration Upload
Document =
Written Confirmation of Non Interaction with Upload

Children Document =

Cancel Save

5.2. Enter the manager information.

5.3.You can print / download, complete and upload 2 forms if
required:
@Note: Skip this step if you are a CMSM / DSSAB or
Publicly-Funded School Board.
(1) Written Confirmation for Non-Interaction with Children
Form, and (2) Offence Declaration Form.
5.3.1. Click the applicable form button.
5.3.2. Click L_9en_| A PDF copy of the form appears.
5.3.3. Complete the form online.
5.3.4. Save the form. Make note of the name and location

of the form. You will be uploading it in the next step.

5.4.To upload the Police Record Check Documents:

(D Note: All police reference check documents are
encrypted to protect privacy.

@Note: Updated police reference check documents can
be added at any time.

5.4.1. Click Upload Document.
5.4.2. Select the date the document was obtained.

5.4.3. Click | Browse. |
5.4.4. Select the file to be uploaded then click .

5.4.5. Click

5.4.6. Repeat step 5.4 for all documents.
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Save

5.5.Click . The person appears in the First Nation
Member list.

6. Click . The Applicant/ Licensee Information window
appears.

Applicant/Licensee Information

Applicant/Licensee Name: ABC Corp

Phone: *

Fax:

Email: * S ——

Website:

Contact Mame: * Jehn 777

Contact Title:

Contact Phone: *
=

Applicant/Licensee Mailing Address

o L CANADA -

Address: * Street =:*  Strest Nama: * Street Type: Street Dir:

- -

Unit Designator:
ik emana  No.:

Extra Address
Information:
City: *

Provinoe: * Ontario -

Postal Code: *

P.0. Box: Mo.: Box Type: Box Qualifier: Box Area Name:

Rural Route:

< Prewvigus Exit Save

7. Enter / update the information required.

8. Click L™=

9. Click . Your home page appears.
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Licensee Type:

Individual

1
& If your licensee type is not “individual”, please skip this

section.

Applicant/Licensee Type

Preferred Language of @® English O French
Correspondence: *

Applicant/Licensee Type: ® Individual ) Corporation ) First Nation

First Name: * | |

Last Name: * | |

Has the business name been
registered with the Ministry of
Government and Consumer
Services (MGCS)? *

Are you a Registered Early
Childhood Educator? *

O ves O No

O ves O No

Police Record Check:

Will you be interacting with
children? *

O ves O No

Do you have a Police Record
Check? *

O ves O No

Written Confirmation for Non-Interaction
with Children Form

Offence Declaration Form

1. Enter/ review / edit the information.

@Note: The following information will be locked once you
save your entries:

o Applicant/ Licensee Type

o First Name

o Last Name

2. You can print / download, complete and upload two forms if
required:

(1) Written Confirmation for Non-Interaction with Children Form,

and (2) Offence Declaration Form.
2.1.Click the applicable form button.

2.2.Click L_%e=n | A PDF copy of the form appears.
2.3.Complete the form online.
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2.4.Save the form. Make note of the name and location of the
form. You will be uploading it in the next step.

3. To upload the Police Record Check Documents:

@ Note: All police reference check documents are encrypted
to protect privacy.

@Note: Updated police reference check documents can be
added at any time.

3.1.Click Upload Document>.
3.2.Select the date the document was obtained.

3.3. Click L Browse=. |
3.4. Select the file to be uploaded then click .

3.5. Click .

4. Click . The Applicant / Licensee Information window
appears.

Applicant fLicensee Information

Applicant/Licensee Name: 277, Mike

i e [(222) 222-2223 B2
Fax: [ 1
Email: * :zzz@ e

Website:

Applicant/Licensee Mailing Address

Country: * CANADA, b
Address: * Siraat 2% 5.".".'?“ Mame: * Street Type: Street Dir:

2 [rood . L =
Unit Designator: | M.

Extra Address
Information:

City: *

Markham
Province: * Ontario v]
Postal Code: « L3R 3M4
P.O. Bosx-: Ne.: Box Type: Box Qualifiar: Eox Area Name:
v.
Rural Roule: | Ha.:

<Previous Exit Save

5. Verify / edit the information.

6. Click L=

Child Care Licensing System - Reference Guide for Applicants / Licensees 48



Updating your Licensee Profile

7. Click . Your home page appears.
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Applications

Applying for a Child Care Centre Licence

Introduction

The New Licence Application module is where you apply for a
new child care centre licence. You may also view a list of your
licence applications.

You can apply for a new licence as an individual, corporation or
First Nation. The process is similar for each type however the
windows may be slightly different. Only the windows for a
corporation applicant type are shown in this guide.

This section walks you through the application process, generally
following the left navigation panel. As sections are completed, a
check mark appears on the navigation panel.

New Licence Application v

» Apply for a New Licence

v Program type

Licensing History

v
v Applicant Type
v

Applicant Information

» Child Care Centre Information

» Operational Information

» Initial Documents

» Review Application Details

3 Initial Deposit

» Fee Balance

» Supporting Documents

» Staffing Information

» Licence Inspection Overview

» Space Information

» View New Licence Applications

@Note: You will not complete all steps in one sitting. If you are
applying for CWELCC, you will send the application to the Service
System Manager(s) for them to provide CWELCC advice. You will
receive an email when CWELCC advice has been provided, and at
that time can either re-submit the application to the Service System
Manager(s), or complete the Initial Deposit page and submit the
application to the Ministry of Education, or withdraw the application.
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If you are not applying for CWELCC, you will be able to complete
the Initial Deposit page. At that time your application will be
reviewed and assigned to a Ministry of Education Program Advisor.
You will be advised through email when you can continue the
application process.

Step 1: Enter Application Information

1. Click |

2. Click | #eriy foraewticence | o Notice of Collection of
Personal Information page appears.

Notice of collection of Personal Information

Please be advised that the business and personal information provided in connection with this licence application
is collected under the authority of the Child Care and Early Years Act, 2014 (CCEYA) to administer and enforce
the CCEYA and its regulations.

Administration and enforcement of the CCEYA includes reviewing and verifying this application, making licensing
decisions, conducting inspections, dealing with complaints about licensed child care centres and home child care
agencies, enforcing the CCEYA and its regulations and any conditions placed on the licence, public reporting on
licensed child care and policy analysis, evaluation, monitoring and research related to child care.

In administering and enforcing the CCEYA, the Ministry may collect personal information relevant to the issuance
and renewal of a licence to operate a child care centre or home child care agency from sources other than the
applicant including: municipal building, fire and zoning departments, public health departments, police services
and other law enforcement agencies, the College of Early Childhood Educators, the Ontario Ministry of
Government and Consumer Services, the Department of Consumer and Corporate Affairs Canada and other
persons, departments or municipalities or District Social Services Administration Boards, other provinces,
territories or countries that may have information relevant to the administration and enforcement of the CCEYA.

Business information about the applicant may appear on the Ministry of Education (MEDU) Licensed Child Care
Website and may be made available to the public on request.

If you have questions about the collection of the personal information, please contact the Child Care Branch,
Early Years and Child Care Division, Ministry of Education, 77 Wellesley Street West, PO Box 980, Toronto ON,

M7A 1N3, 416-314-8373.

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Exit Next

(Your window may look different)

3. Read the Notice of Collection of Personal Information.

4. Click .The Program Type window appears.

Program type

Please select the type of licence you are applying for: *

() Child Care Centre ) Home Child Care Agency

Exit Next
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5. Select the Child Care Centre radio button. The window
expands.

Program type

Please select the type of licence you are applying for: =

& Child Care Centre Home Child Care Agency

Please select the schedule you are applying for: *

|Pleazz zalect w |

Schedule 1

Schedule 4 Exit Mext
Zchedule 1 and Schedulz 4

6. Use the dropdown arrow to select the schedule you are applying
for.

@ Note: Age groupings are categorized into schedules. For
more information, please see the Child Care and Early Years
Act, 2014 (CCEYA) and / or Child Care Centre Licensing
Manual | Ontario.ca.

7. Click .The Licensing History window appears.
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Step 2: Complete the Licensing History

Licence Documents

Licensing History

1. Have you, or a corporation that
you are/were a director or officer
of, ever been refused a licence to

O ves O No

operate a program under the DNA
or the CCEYA? *

2. Have you, or a corporation that
you are/were a director or officer
of, ever had a licence revoked, not
renewed or suspended under the
DNA or the CCEYA? *

3. Have you, or a corporation that
you are/were a director or officer

O ves O No

O ves O No

of, ever been convicted of an
offence under the DNA or 5.78 of
the CCEYA? *

Exit Save Save & Next

(Your screen may not appear exactly as shown)

1. Answer all the questions about your licensing history.

@Note: More questions may appear depending on your
answers.

2. Click . The Applicant Type window appears.
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Step 3: Review the Applicant Type Information

Applicant Type

Preferred Language of English
Correspondence: *

Applicant/Licensee Type: * Corporation
Corporation Number: Not Available Pas disponible[04064]
Corporation Name: * 462525 Ontario Inc.

1s the corporation a co-operative No
corporation?: *

Is the corporation: = Eor-Profit

Please select the type of College/University
organization (if applicable):

Has an initial return been filed Yes

with the Ministry of Government

and Consumer Services (MGCS)

within 60 days of the date of
incorporation?: *

Is the corporation carrying on No
business with a name different

than its corporate name?: *

Is this corporation a multi-service .
corporation (i.e. the board of

directors is responsible for child

care and other services in the
community)?: *

Please MNote: Corporations must complete and submit an Initial Return to the Ministry of Government and Consumer
Services within 60 days after the date of incorporation, amalgamation or continuation. A Notice of Change must be
submitted within 15 days after any change takes place (e.g., change in address, directors or officers)

Previous Exit Next

(The window contents depend on the type of applicant you are:
individual, corporation or First Nation.)

1. Review your applicant type information. It has been populated
from your Profile.

@Note: No information can be changed on this window.

If your profile is incorrect, click and update your

profile. Only some profile information can be changed. See
page 34 for details on updating your profile.

MNext

2. Click . The Applicant Information window appears.
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Step 4: Review the Applicant Information

Applicant Information
Applicant Name:
Phone: #

Fax:

Applicant Email: #

Website:

Contact Name: *

Contact Title:
Contact Phone: *

Mailing Address

Address: * Street #: 2

Street Name: Xyz
Streest Typa: Square
Street Dir:

Unit Designator: No.:

Extra Address
Information:

City: * Markham
Province: # Ontario
Postal Code: * L3R IM4
P.0. Box: Ma.:
Box Type:
Box Qualifier:
Box Area Name:!
Rural Route: Mo.:
Country: * CANADA

ABCD Corp

{111} 111-1111

zzz.Zzzi@ezz.com

Moo, John

(111} 111-1111

< Previous

Exit

Next>

1. Review your applicant information. It has been populated from

your Profile.

@Note: No information can be changed from this window.

If the information displayed is incorrect, click

Exit

and

update your profile. For details on updating your profile see

page 34.

2. Click . The Child Care Centre Information window

appears.
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Step 5: Enter the Child Care Centre Information

Child Care Centre Information

Name of Child Care Centre: *

Child Care Centre Email: *

Website:

Fax:

Phone: *

Secondary Phone Number (if
different):
Contact Name: * | I |

Will this child care centre be
operated by a private school? *

O Yes
O No

Please indicate the primary use |F’Iease select v
of the building: *

Child Care Centre Civic (Site) Address

Address: Street #: * Street Name:* Street Type: Street Dir:

| I | v

Unit Designator: ~ Jo.| |

City/Municipality: *

|
|

Extra Address Information: | |
|

Province: * Intario -

Postal Code: * PostalCodel |

Consolidated Municipal Service = o_... ... o
Manager/ District Social

Services Administration MNotes: To find your local CMSM/DSSAE, click here
Board: *

Child Care Centre Mailing Address (if different than civic or applicant mailing address).

Country: * [CANADA v
Address:

Street #: Street Name: Street Type: Street Dir:
| | | 2 v

Unit Designator: | v | No.| |

Extra Address Information: | |

City/Municipality: | |

Province: [Please select .. v

P.0. Box: No.:

Box Type: Box Qualifier: Box Area Name:
| | v

Rural Route | - |No.:| |
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Program Description

Child Care Centre Language of

Service: *

[V English [ French [ other

Safe Drinking Water Act

Is water provided through service connections with a
municipal residential water system? *

Was plumbing in this building installed? *

DWIS ID#:

O Yes
O No

) Before January 1, 1990
) After January 1, 1990

Previous Exit Save Save & Next

1. Enter the information.

Field Notes and Tips

All fields: Do not type in all upper case.

@Note: More questions may appear depending on your
answers.

Consolidated municipal service manager / District social
services administration board (CMSM / DSSAB)

The CMSM / DSSAB, also known as Service System
Manager (SSM), is typically automatically mapped using
the postal code of the child care centre / home child care
agency location.

If the system is unable to map the CMSM / DSSAB using
the postal code, you will need to use the drop-down to
select the CMSM / DSSAB for your child care centre /
home child care agency.

Identifying your local CMSM / DSSAB will determine
which Ministry of Education Child Care Branch region
and office your application will be assigned to.

@Note: This section does not apply if the applicant
type is “First Nation”.

If the CMSM / DSSAB does not automatically
populate and you do not know what to enter:
(a) Click the here link.

MNotes: To find your local CMSM/DSSAB, click here

A file download window appears.

(b) Click . A document appears to help you

determine the CMSM / DSSAB for your area.
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(c) Scroll through the document and make note of the
Service System Manager for your area.

““"Tip: Search for the name of your town.
(d) Close the document (select FILE—>EXIT)

= |f the CMSM / DSSAB is City of Toronto, select the ward
where your child care centre will be operating.

Language(s) of Service Delivery
= This is the language(s) you will be providing service in
your child care centre. You can enter more than one.

= If you select Other, select the language then click
Add>>. More than one language can be selected.
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DWIS ID number
= When you register your child care centre with the Ministry
of the Environment, Conservation and Parks, your child
care centre will be assigned a unique Drinking Number
Information System number (DWIS ID). For more
information, please reference the Child Care Centre
Licensing Manual | Ontario.ca.

2. Click . The Operational Information window
appears.
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Step 6: Enter Operational Information

1.

Save

& Warning: Click regularly throughout the
application to ensure your information is not lost.

CWELCC Funding Information

Are you intending to apply for CWELCC funding?: * O ves O No

Consolidated Municipal Service Manager/District Social Services Administration Board *

City of Brantford

Proposed Program Options *

Please identify the types of programs you plan to offer

[CJFull Day(6 hours or more in a day) [CJeefore schaal [JExtended hours(more than 12 hours)
[CJHalf day(Less than 6 hours in a day) [ after school [ overnight

Months of Operation *

) Operates 12 months
() Operates fewer than 12 months {please check months below)

Days and Hours of Operation *

Please describe your days and hours of operation for all of the planned programs selected above

Use the radio button to indicate whether or not your program
intends to apply for Canada-wide Early Learning and Child Care
(CWELCC) funding.

@Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.
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2. Enter the remaining information.
@Note: All fields are mandatory.
@Note: More questions may appear depending on your

answers.
Add Room for Primary and Alternate Capacity *
Floor Level *
Primary Age Group * |Juni0r School Age v
Primary Capacity # This number must be greater than 0
Age Group Age Range Alternate Capacity
Infant under 18 months max. 10
Toddler 18 months up to 30 months max. 15
Preschool 30 months up to 6 years max. 24
Alternate Capacity *
Kindergarten 44 months up to 7 years max. 26
Primary/Junior
Y/ 68 months up to 13 years max. 30
School Age
Junior School Age 9 years up to 13 years N/A max. 20
Family Age Group under 13 years max. 15
Will this room be operating 6 hours or more in a day? * ® ves O No
Is this room shared and used by the school for instructional
U Yes ® No
purposes?
Add Room:>

(This window may look different depending on the schedule you
selected previously, and whether your centre will be located in a
Publicly-Funded School)

““"Tip: Definitions for licensed, primary, alternate, and total
capacity can be found on the Terms and Acronyms page.

3. Enter the room name, floor level, primary age group, and
primary capacity for the child care room.

@Note: All age groups have a capacity limit. This means that
there is a maximum number of children in that age group that
can be cared for in the room at a time. The capacity limit for
each group is noted in blue font beside each alternate capacity
free-form text field (box).

& Warning: Room names must be unique. The room name
and floor level will be locked and cannot be changed once your
Program Advisor begins a licence inspection.
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& Warning: Child care rooms on or above the third floor
require Director Approval. Please contact your Program Advisor
for more information.

& Warning: The primary capacity cannot be 0.

@Note for programs located in a Publicly-Funded School
(PFS): When entering information into the Primary and
Alternate Capacity tables for Kindergarten and School age
groups located in shared space in the school, you may enter a
generic room name (e.g., kinder room 1, school age group 1).
All rooms that will be used for these groups must be listed on
the signed Shared Space Confirmation form.

4. Enter the alternate capacities you want to have in this room.

““"Tip: If there is an age group you do not want as an alternate

capacity or you do not want any alternate capacities, enter “0” in
the alternate capacity free-form text field (box).

& Warning: The primary age group cannot also be an
alternate age group. The primary age group will be listed as N/A
in the alternate capacity section.

& Warning: An alternate capacity cannot be greater than
the primary capacity. As you enter alternate capacities, you may
need to update the primary age group / capacity to ensure it has
the greatest capacity.

5. Answer the question(s) using the radio button.

@Note: “Is this room shared and used by the school for
instructional purposes?” will only display if you indicated that the
centre will be located in a Publicly-Funded School.

6. Click Add Room >.

Primary Capacity Proposed by Applicant *
Schedule 1 and Schedule 4

Room Name Floor Level Age Group Age Range Capacity Action
‘ Remove
Room A Floor 1 Junior School Age 9 years up to 13 years 20 Edit
Total Capacity 20

Alternate Capacity Proposed by Applicant *
Schedule 1 and Schedule 4

Infant Toddler Preschool Kindergarten Primary/JuniorJunior Family
Floor (under (18 mths (30 mths (44 mths up toSchool Age School Age
Room Name Level 18 mths)upto 30 upto 6 7 yrs) (68 mths up to Age Group
mths) yrs) 13 yrs) (9 yrsup (under 13

to 13 yrs) yrs)
Room A Floor 1 10 15 15 15 18 N/A 15
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@Note: The information you entered in the “Add Room for
Primary and Alternate Capacity” box will then populate in the
“Primary Capacity Proposed By Applicant” and “Alternate
Capacity Proposed By Applicant” tables.

@Note: The total capacity is calculated automatically. It is the
sum of the primary capacity for all the rooms in the proposed
child care centre.

& Warning: If you selected Schedule 1 and 4 as your
schedule type but do not have any family age group capacities
in your application, you will need to change the schedule type to
Schedule 1. If you selected Schedule 1 and 4 as your schedule
type but only have family age group capacities in your
application, you will need to change the schedule type to
Schedule 4.

& Warning: If you change the schedule type during the
application, you will receive an error message if the age groups
you have entered no longer match the schedule type.

For example, if you originally selected Schedule 1 and 4 and
later change to Schedule 1, you must edit the rooms with family
age group to remove all the family age group capacities.

If you need to change any of the information in these tables,
click Edit, and the information will populate in the “Edit Room for
Primary and Alternate Capacity” box for you to update (see
previous page for information).

Once you are done making updates, click Add Room >.

If you need to remove a room, click Remove. The information
for the room will be deleted from “Primary Capacity Proposed
By Applicant” and “Alternate Capacity Proposed By Applicant”
tables, and any sleep areas for the room will also be removed
(see next page for sleep areas information).

Rooms operating LESS than 6 hours in a day:

Rooms NOT shared and used by the school for instructional purposes:

Room A

(®Note: The rooms that you indicated will not be 6 hours or
more in a day, and the rooms you indicated are not shared and
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used by the school for instructional purposes will populate in the
sections above.

@Note: The “Rooms NOT shared and used by the school for
instructional purposes” section will only display if you indicated
that the centre will be located in a Publicly-Funded School.

If you need to change any of the information in these sections,
find the applicable room in the “Primary Capacity Proposed By
Applicant” table then click Edit. The information will populate in
the “Add Room for Primary and Alternate Capacity” box for you
to update (see previous page for information).

Once you are done making updates, click Add Room >.

Will the family age group serve children younger than 24 months? *

Room A O ves O No

7. Rooms that you indicated will have family age group (as a
primary or alternate capacity) will populate in this section. Use
the radio buttons to indicate whether or not the family age group
in each room will serve children younger than 24 months.

@Note: This section is only applicable to Schedule 4, and
Schedule 1 and 4 applications.

Sleep Area
Sleep Area is associated with i
Sleep Area Name Floor Level ) Action
which room?
Sleep Room 1 | [ Floor 1 v|  [RoomA v| | Remove
Add Sleep Area>

@ Note: Sleep areas are required for rooms that have the
following primary or alterante capacity: infant or family age
group (with children under 24 months). These rooms may
populate in the Sleep Area section. You will need to enter
information for the pre-populated sleep areas.

8. Enter the room / area name for the sleep area in the first column
(“Sleep Area Name”).

9. Select the floor level for the sleep area by clicking the drop-
down menu in the second column (“Floor Level”).

10. Select the child care room that the sleep area will be used for by
clicking the drop-down menu in the third column (“Sleep Area is
associated with which room?”).
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Save

11.Click
Repeat steps 8-11 for any other pre-populated sleep areas.

If you would like to add another sleep area, click Add Sleep
Area > and then repeat steps 8-11.

If you would like to remove a sleep area, click Remove.

If you need update a sleep area, simply update the information

in the section and click e at the bottom of the page.

& Warning: Sleep areas on or above the third floor require
Director Approval. Please contact your Program Advisor for
more information.

Playground
i Fixed i
Playground Location Age Group . Action
equipment?
Infant
Toddler @
p T ¥ Yes
[at ground level and adjacent to the building VI Preschool Remove

O No
Family Age Group

Add Playground>

12.Click Add Playground >.

13.Select the location of the playground by clicking the drop-down
menu in the first column (“Playground Location”).

14.Indicate the age groups that will use the playground by using
the check boxes in the second column (“Age Group”).
@Note: Only the age groups in your “Primary Capacity
Proposed by Applicant” and “Alternate Capacity Proposed by
Applicant” tables will appear in this column.

15.Indicate whether the equipment on the playground will be fixed
by using the radio buttons in the third column (“Fixed
equipment?”).

Save

16.Click
If you would like to add another playground, repeat steps 12-16.

If you would like to remove a playground, click Remove.
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If you need update a[ . . Ind, simply update the information in

the section and click at the bottom of the page.

@ Note: Child care centres operating for six hours or more in a
day are required to have an outdoor play space (i.e.,
playground).

! Warning: Outdoor play spaces (i.e., playgrounds) not at
ground level or non-adjacent to the child care centre require
Director Approval. Please contact your Program Advisor for

more information.

17.Clok [
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Step 7: Upload Initial Documents

Hide Instructions
TBD INID - Initial Documents to Submit

Initial Documents to Submit

Document Type Date Submitted Status Status Date Action

Zoning approval Upload
Document

Previous Exit Next

1. Click Upload Document to select a file from your computer.
2. Click (e srer |

@ Note: You are only able to upload one document. The
document can have multiple pages.

@ Note: If you have questions about zoning, contact your
municipal government for information on their zoning approval
process.

““"Tip: Where you have indicated that you are intending to

apply for CWELCC funding, you may submit your application to
the SSM for advice prior to uploading your zoning approval.

1
& Warning: However, when you receive the advice from the
SSM, you must upload the zoning approval in order to submit
the application to the Ministry.

3. Click . The Review Application Details window
appears.

Step 8: Review and Submit your Application

All the information you have entered in your application appears in
one continuous window to make it easy for you to review.
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Review Application Details
Expand All | Collapse All = .

Licensing History « Revise

1. Hawve you, or a corporation that Mo
you are/were a director or officer

of, ever been refused a licence to
operate a program under the DNA

or the CCEYA?

2. Have you, or a corporation that Mo
you are/were a director or officer

of, ever had a licence revoked, not
renawed or suspended under the

DNA or the CCEYA?

3. Hawve you, or a corporation that Mo
you are/were a director or officer

of, ever been convicted of an

offence under the DMA or 5.78 of

the CCEYA?

Applicant Type =

Applicant Information ~

Child Care Centre Information Revise

Operational Information « Revise

Motice: It is an offence under the Child Care and Early Years Act. 2014 to knowingly give false or
miisleading information.

Withdraw
Application
Previous Exit Next
“"Tip: To print your application click Pt ocated near

the top right corner of the form).

1. Review your application.

1
& Warning: Once you click , you will not be able to

make any changes to your application until the Service System
Manager provides advice, or after it is submitted and approved
by your Program Advisor. You will not be able to change your
application type (i.e., child care centre or home child care
agency). If you need to revise the application type after
submission, you will have to withdraw this application and start
a new one.

2. If arevision is required in a particular section:
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2.1.Click B&Y%€ your application opens at the section

required.
2.2.Make changes where required.
2.3.Click cave s ied to save your changes.

3. If you would like to withdraw your application:
Withdraw

3.1.Click ~ Arplication — (negr the bottom of the Review
Application Details window). A confirmation message
appears.

Message from webpage u

I.-"'_"‘-.I You have selected to withdraw your licence application, Please note:

' when your application is withdrawn, all associated staff director

approval requests, supporting documents and staffing information will
be deleted. Click Ok to proceed with this action,

| ok || Ccancel

3.2.Read the warning.
3.3. To withdraw click .

4. Submit your application.

4 .1.Click . The Declaration and Consent window
appears.
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Declaration and Consent

I declare that all information provided in connection with this application is true, accurate and complete and I give
my consent to the indirect collection and disclosure of personal information for the purposes of administering and
enforcing the Child Care and Early Years Act, 2014 (CCEYA).

I confirm that I am not prohibited from operating a child care centre or a home child care agency under s. 9 of the
CCEYA.

I understand that the Ministry will share the information included in this application with all service
system managers listed in my application in order to obtain advice from, or provide notice to, the
service system manager in relation to enrollment in the Canada-Wide Early Learning and Child Care
(CWELCC) system for the purposes of subsection 13.1 (2) of 0. Reg. 137/15. (Not applicable to First
Nations on-reserve)

I understand that any advice provided by a Service System Manager for the purposes of 5.13.1 of O. Reg. 137/15
will be based on the informaticn the Service System Manager has at the time. This advice does not constitute a
decision or promise made with respect to enrollment in the CWELCC system.

O 1 Agree O 1 Disagree

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

4.2.1f you agree with the statement, click the | agree radio
button.

4.3.Your next step will depend on how you responded to the
“Are you intending to apply for CWELCC funding?”
question:

4.3.1.1f you indicated that you are intending to apply for
CWELCC funding, the application will be submitted to

the SSM for advice. Click Submit Application to SSM

4.3.2.You are done for now!

@ Note: After the SSM provides CWELCC advice, the
application will be returned to you, and you will need to pay
the initial deposit before submitting the application to the
Ministry. (once you receive an email that CWELCC advice
has been provided, read Step 9: Reviewing CWELCC advice
to continue)

4.3.3.1f you are not intending to apply for CWELCC funding,
the application will be submitted to the Ministry.

Click ~ ProceedtoDepositPayment  The [njtial Deposit
window appears. (skip to Step 10: Remit Initial Deposit
Payment)
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Step 9: Reviewing CWELCC Advice

Once you receive an email that CWELCC advice has been
provided, you will need to review your application details.

The application can be found under the “In Process Items” section
of your dashboard, or under “View New Licence Applications” on
your left navigation panel. Go to either of these locations and click
Select or Select Application.

1. You will be taken to the Review Application Details page.
Read the information on the page, particularly the Operational
Information section to review the CWELCC advice status.

@Note: The SSM may have left you a comment. Use the left
navigation panel to visit the the Operational Information page
and verify if there is a comment in the History of SSM /
Applicant Comments section.

If necessary, enter a comment in the Comments to SSM free-
form text field then click Add >. Use the left navigation panel to
return to the Review Application Details page

Operational Information * Revise
CWELCC Funding Information

Are you intending to apply for CWELCC funding?: Yes

Consolidated Municipal Service Manager/District Social

. . . CWELCC Advice Status
Services Administration Board

City of Brantford Denied

Program does not align with the SSM directed
growth plans (ss. 77.3(2)(c))

2. Optional: If you need to update information, click Revise on the
applicable section and update the information.

AN Warning: Updating the program options / duration, and / or
licensed capacity (primary and alternate capacity), may trigger
the CWELCC advice status to be reset and require new SSM
advice.

If your CWELCC advice status is reset: Use the left navigation
panel to go to the SSM on the Operational Information page.
Add a comment to the SSM on the Operational Information
page. Enter a comment in the Comments to SSM free-form text
field, then click Add >. Return to Step 8: Review and Submit
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your Application for details on submitting the application to the
SSM.

3. Your next step depends on your CWELCC advice status:

Mext

3.1.If your CWELCC advice status is approved, click
. The Declaration and Consent window appears.

3.1.1. If you agree with the statement, click the | agree radio
button.

3.1.2. Click |__freceedtopepositbavment | then skip to Step 10:
Remit Initial Deposit Payment.

3.2.If your CWELCC advice status is denied, you can either: re-
submit the application to the SSM for new advice, no longer
intend to apply for CWELCC funding, or submit the
application to the Ministry with the denied CWELCC advice
status. Decide your preferred option and follow the
applicable path below:

3.3.If you would like to re-submit the application to the SSM:

3.3.1. Optional: Click Revise on the sections of your

application you would like to update. Click v on

any page you make changes on.

3.3.2. Use the left navigation panel to go to the SSM on the
Operational Information page. Add a comment to the
SSM on the Operational Information page. Enter your
comment in the Comments to SSM free-form text field
then click Add >.

Save

3.3.3. Click

3.3.4. Use the left navigation panel to go to the Review
Save & Next

Application Details page. Or click until
you reach the Review Application Details page.

MNext
3.3.5. Click . A new window appears.

3.3.6. Select “Submit application to the SSM”.
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3.3.7. The Declaration and Consent window appears. If
you agree with the statement, click the | agree radio
button.

3.3.8. Click Submit Application to SSM

3.3.9. You are done for now!

@Note: After the SSM provides CWELCC advice, the application
will be returned to you, and you will need to pay the initial deposit
before submitting the application to the Ministry. (once you receive
an email that CWELCC advice has been provided, read Step 9:
Reviewing CWELCC advice to continue)

3.4.1f you no longer intend to apply for CWELCC funding:

3.4.1. Click Revise on the Operational Information
section. On the Operational Information page, use the
radio button to change your response to “Are you
intending to apply for CWELCC funding?” to “No”.

Save

3.4.2. Click

3.4.3. Use the left navigation panel to go to the Review

Application Details page. Or click cave s ied until

you reach the Review Application Details page.

Next
3.4.4. Click c . The Declaration and Consent

window appears.

3.4.5. If you agree with the statement, click the | agree radio
button.

3.4.6. Click [__Procecdtobepositpayment | thap skip to Step 10:
Remit Initial Deposit Payment.

3.5.If you would like to submit the application to the Ministry
with the denied CWELCC advice status:

. MNext .
3.5.1. Click . A new window appears.

3.5.2. Select “Submit application to the Ministry”.
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3.5.3. The Declaration and Consent window appears. If
you agree with the statement, click the | agree radio
button.

3.5.4. Click | freceedtobepositbayment | then skip to Step 10:
Remit Initial Deposit Payment.
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Step 10: Remit Initial Deposit Payment

Maximum number Fee for a

Fee for renewal Licence

of children

new licence of a licence

revision fee

0-24 $200 $100 $50
25-49 $250 $120 $65
50-74 $300 $140 $75
75-99 $350 $170 $90
100-124 $400 $200 $100
125 or more $450 $230 $115

Figure 1: Child Care Centre Fee Table

Please note that the initial deposit payment amount in the image
below is fictitious and is subject to change. Please refer to the

payment amount on CCLS.

Hide Instructions

During the emergency closure period and the period of time immediately following, all licensing application,
renewal and revision fees were set to $0. The regulation that allowed for this to happen has expired, and all
licensing fees will be reinstated as of September 23, 2020.

Initial Deposit

In order to submit your application, a deposit payment of $200 must be submitted.

I acknowledge that, should my final licensed capacity be 25 or more children, I will be required to submit an
additional fee to process my licence application in accordance with 5.81 of O. Reg. 137/15.

I understand that all fees paid in connection with this licence application are non-refundable.

To submit your application, you are required to pay an initial deposit. Please click on 'Continue with Credit Card' to

complete the payment.

Continue with Credit Card

1. Read the information on the window.

2. Click

Continue with Credit Card

message appears.

. A confirmation

Message from webpage

, Vou are about to leave the CCLS application to complete payment.
¥’ Click 'OK' to continue or 'Cancel’ to return,

QK

J |

Cancel

Child Care Licensing System - Reference Guide for Applicants / Licensees

75



APPLICATIONS
Applying for a Child Care Centre Licence

3. Click to continue. The Order Summary window appears.

Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT mastercard. debit

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at E is powered by WORLDLIMNE &

Make Payment

Make Payment
4. Click . You will be re-directed to the payment
portal.
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PAYMENT INFORMATION

$200.00 CAD

Name on car
Card number

01 - 2024 A Card cvd

Submit payment
< Cancel payment )

Visa and Mastercard are accepted.

5. Enter the payment information.

i Submit Payment
6. Click —

7. You will be re-directed to CCLS.

You are done for now!

pal Your application has been submitted. You will receive a
confirmation email.

}E You will receive another email when the applicati

pplication has
been assigned to a Ministry of Education Program Advisor. At
that time you can move forward with your application by
submitting supporting documents, entering staffing information,
and requesting staff Director approvals.

In the meantime, you can start developing / obtaining the
following documents:
O Incorporation papers (if you are applying as a corporation)
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Business name registration (if applicable)
Detailed floor plans
Detailed site plans

ooo

A\

You may wish to review the Licensee Orientation Video or the
Child Care Centre Licensing Manual | Ontario.ca for more
information about the documents required.

» Your Program Advisor will review your application and let you
know if more information or revisions are required. (See page
26, Revising and Responding to Comments, for details).
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Step 11: Submit Supporting Documents

pa You will receive an email advising when you can start
submitting supporting documents.

@ Note: You can upload multiple versions of the same document
if required. The latest uploaded version is the version that will be
reviewed by the Ministry.

@Note: If one document contains more than one page, upload it
as one document only. Do not upload each page separately.

1. Open your application. (See page 133 for details if required.)
The Review Application Details window appears.

2. Click > Supporting Documents |

. The Supporting Documents
window appears showing a table of required documents. Some
documents may be marked as “not applicable” under the Status
column. The documents listed in the Initial Documents to
Submit section should be submitted before the others.
However, you can upload the supporting documents in the other
sections at any time.

Initial Documents to Submit
Document Type Date Status Status Date
Submitted
Incorporation papers Nat Applicabla Jan 3, 2018 Selact =
Zoning approval Upload
Document >
Floar plan Upload
Document =
Site plan Upload
Document >
Combinad floor and site plan Upload
Document =
Add Additional Document
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Paolicies and Procedures
Document Type Date
Submitted

Approved fire evacuation procedures

Emergency Management Policy
Sanitary practices

Waiting list palicy

Sleep Supervision Policy

Process for Monitoring Compliance and
Contraventions

Serious occcurrence policy

Medication policy

Parent Issues and Concerns Policy
Program Statement Implementation
Palicy

Parent Handbook

Program Statement

Playground safety policy

Anaphylactic policy

A supervision policy for voluntesrs and
placement students

Criminzl Refarance Check Policy
{including Police Vulnerable Sector Check)
Training and Development Palicy for Staff
Sample enrolmant form

Accident form

Samnple manu

List of play matarials, equipment and
furnishings

Status

Mot Applicable
Nat Applicabla
Nat Applicabla
Nat Applicabla
Mot Applicabla

Mot Applicable
Mot Applicabls
Mot Applicabls
Nat Applicabla

Mot Applicabla
Nat Applicable
Mot Applicabls
Mot Applicabls
Mot Applicabls

Nat Applicabla

Mot Applicabls
Mot Applicabls
Mot Applicabls
Nat Applicabla
Nat Applicabla

Status Date

Upload

Document =
Jan 3, 2018 Select =
Jan 3, 2018 Select =
Jan 3, 2018 Select =
Jan 3, 2018 Select =
Jan 2, 2018 Select =
Jan 2, 2018 Select =
Jan 2, 2018 Select =
Jan 2, 2018 Select =
Jan 3, 2018 Select =
Jan 2, 2018 Select =
Jan 3, 2018 Select =
Jan 2, 2018 Select =
Jan 2, 2018 Select =
Jan 2, 2018 Select =
Jan 3, 2018 Select =
Jan 2, 2018 Select =
Jan 2, 2018 Select =
Jan 2, 2018 Select =
Jan 3, 2018 Select =
Jan 3, 2018 Select =
Add Additional Document =

Municipal and Other Approvals

Document Type Date
Submitted

Health approval

Fire Code Approval

Building approval

Other Documents

Document Type Date
Submitted
Insurance certificate

Third party certified playground inspection
report (if applicable)

misleading information.

Status

Status

<Previous

Status Date

Upload
Document =
Upload
Document =
Upload
Document =
Add Additicnal Document =

Status Date

Upload
Document =
Upload
Docurment =
Add Additicnal Document =

Notice: It is an offence under the Child Care and Early Years Act,2014 to knowingly give false or

Exit Next>

(The files required will be different if you are applying as an
individual, corporation or First Nation.)

3. Upload the document. See page 21 for details.

4. Repeat step 3 for all documents.

5. Add “additional documents” if required. See page 21 for details.
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6. Click . The Staffing Information window appears.
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Step 12: Review Staffing Information

(D Note: Staff members are added / updated via the
Administration menu — Manage Staff Information. The
information that is entered on that page will display in your
application as “read only”. For details on adding or editing staff

members see page 258.

@ Note: A staff director approval request is required for the

following positions:

= RECE Supervisor
= Non-RECE Supervisor

= Program staff to take the place of an RECE
= Non-RECE Resource Teacher

@ Note: There must be a Director approved supervisor before a
licence can be issued. For details on requesting staff Director

approval, see page 247.

1. Open your application. (See page 133 for details.)

» Staffing Information

2. Click
appears.

. The Staffing Information window

Click
Manage Staff Information >

Staffing Information
Program Staff

Registered Non-RECE Resource RECE

Please review the staffing information the ministry has on file for this application.
Please make any updates in the Administration module:

Program Unqualified Diploma/ Diploma/ Member

Total

Early Supervisor Teacher Program Staffto  Program Degree in Degreein in Good
Childhood (otherwise Staff take the Staff Child and Recreation Standing
Educator approved) place of an Youth and with
{RECE) RECE Care Leisure Ontario
Supervisor (otherwise Services College
approved) of
Teachers
o o o 0 o 0 o 0 o o
Non Program Staff
Cook Administrator Custodian Other Total
0 0 0 0 o
Staff Information
Last First Date of Status Primary RECE %% in Director Director Director
Mame MName Hire Position MNumber Program Approval Approval Approval
Required? Status Details
<Previous Exit Next>
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Review the information.

If everything is correct, click and skip to Step 13:
Review Space Information.

5. To make changes, see the next section(s).

Adding a Staff member to your staff list

Before starting the steps below, please download and print the
Notice with Respect to the Collection of Personal

. . Tools and R .
Information form found in . You will

need to complete the form during this process.

1. Click Manage Staff Information> The Staff Information list
appears.

Reminder: Staff Director Approval requests may be submitted for the following three “primary positions”only:

1) Registered Early Childhood Educator (RECE) Supervisar;
2) Non-RECE Supervisor (otherwise approved); and
3) Program 5taff to take the place of a RECE (otherwise approved).

Mo Record(s) Found

Staff Information
Add Staff=

(Your list may be empty if no staff have been added yet)

2. Click Add Staff>. The Staff Information window appears.

Hide Instructions

Staff Information

Staff First Name: * | |

Staff Last Name: * | |

Date of Hire:
ate of Hire Eg: 28/04/2012

Is the staff member a Registered Early
Childhood Educator: *

O ves O No

Location/Position Information

Select Position and Location

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Exit Save & Return

3. Enter the Staff Information.
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4. Complete the Notice with Respect to the Collection of

5.

1.

Personal Information form.

4.1.Have the individual sign the form and provide them with a
copy.

4.2.Retain the form in the staff’s file.
@Note: If you have not yet downloaded and printed the form,

. M Tools and R
it can be found in e

Add the Location / Position Information:
5.1.Click Select Position and Location>. The following
window appears.

Home > Manage Staff Information >

Child Care Centre or Home

|F’Iease select ... V|
Child Care Agency Name: *

Primary Position: * [Please select ... M

Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Cancel Save & Return

5.2. Select the name of the Child Care Centre if applicable.

5.3. Select the applicant’s Primary Position. Where a staff
member has more than one area of responsibility, identify
their primary role.

5.4. Complete the information for any fields that appear.

5.5.Click

. Save & Return | | Save & Next
Click | or .

If you want to request director approval now:

Request Director Approval

6.1.Click
window appears.
6.2. Continue to the next section, step 5.

the Applicant Details

If Director Approval is not required, you are done. Continue to
Step 13: Review Space Information.

Requesting a Staff Director Approval if Required

Click
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2. Click |* Reavest steff Director Approval | 16 following window
appears.

To request director approval for a staff member, you must first enter the staff
information in Administration module:
Click Manage Staff Information >

Is approval requested for

@] Registered Early Childhood Educator (RECE) Supervisor
) Mon-RECE Supervisar (otherwise approved)
o Program Staff to take the place of 2 gqualified staff (otherwise approval)

'} Resource Teacher

Exit Next

3. Select the type of approval required.

4. Click . The Applicant Details window appears.

Applicant Details

Applicant Name: = [Please select ... v

Child Care Centre or Home Child Care Agency ABCD Child Care Centre

Name:

College of Early Childhood Educators (CECE)

Registration Number:

Have you verified the individual's College of Yeg Mo

ECE Registration Number with the College's

public register? (for RECE Supervisor):

The approval is requested for the individual Schedule 1:

to work with (check all that apply): = [ infant (Under 18 months)
Croddler (18 months up to 30 months)
O Preschool {30 months up to 6 years)
DKindergarten (44 months up to 7 years)
O Primary/Junior Schocl Age (68 months up to 13 years)
[ 3unior school Age (9 years up to 13 years)

Schedule 4:
DFamin Age Group (Under 13 years)

Proposed start date: * l:l Eg: 28/04/2012

What percentage of the day is the supervisor
expected to be in program?

This individual is expected to normally work: Hours per day: |Please selec v

Days per week: |Please selec v
Weeks per year: | Please selec v

Describe the position the applicant would
fill: =

(Partial window only — your window may be different)

5. Enter the applicant details.
@ Note: Select only one age group for Program Staff to take
the place of a qualified staff (otherwise approval).

6. Add the applicant’s child care experience:
6.1.Click Add Experience>. The Child Care Experience
window appears.
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Chilld Care Experiznoe

Frogram Namse: =

Position: ©

Start Date: = 5o 230472012

Does the Individual still A yag Mo
work f woluntaer in this )
positlon®: =

vz
Type of Experence: T T . Pald Emiplayment

Description of
Responsibiities and &ge

Group: *

Frogram Address

Country: * .
CANADA hd

Addrzss Strmstz: E Strmat Nama: ® Strmst Tyoe: Strmst Dir:

Unit Decignatorn

Extra Addrass
Informathon:
Oty =

P I Stata: *
rowvinoe P -

Postal Code fZIP
Coda!

PO Booc: ha.: Typ=: Quslifi=r: Bures Wame:

Rural Routa:!

Cancal Save B Retwrm

6.2. Enter the information.

6.3.Click _ The Applicant Details window

appears.

7. Click |_Sesnex |

8. If the approval is for:
= a non-RECE supervisor, or
= a program staff to take the place of an RECE,

The following question appears near the bottom of the window.

Does the individual plan to acquire additional training or credentials to meet
the requirements set out in CCEYA and its regulations?

8.1. Answer the question
8.2.1f you respond “Yes” to the above question, you will be
prompted to enter additional training.
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Additional Training

Date Date

Education Institution Name Course Name Course Start  Course End

Add Course =

8.2.1. Click Add Course>. The Additional Training window

appears.

Additional Training

Education Institution
Name: *
Course Name: *

Course Start Date: * Eg: 28/04/2012
Course End Date: * Eg: 28/04/2012

Additional Comments:

Cancel

Save & Return

8.2.2. Enter the information.

8.2.3. Click
9. Ciick |_Smvesnext |

10.The Supporting Documents window may appear.

Document Type Date File Name Comments:
Submitted

Copy of diplema/degree

Upload
Diocument =

Transcripts froam post- Upload
secondary training Document
Add Additional Document =
< Previous Exit Next

(Your window may display different document types required.)

10.1. Upload supporting documents as applicable. (See page

21 for details.)

10.2. Click . The Review and Submit window

appears.
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Review and Submit

Show Instructions

Expand All | Collapse All L -

Applicant Details v Revise >

Approval Status: Draft

Applicant Name: Xyz, Jack
Child Care Centre or Home Child Care Agency ABCD Child Care Centre
Name:

College of Early Childhood Educators (CECE) 1111

Registration Number:

Have you verified the individual's College of ® vyeg No

ECE Registration Number with the College's

public register? (for RECE Supervisor):

The approval is requested for the individual Schedule 1:
to work with (check all that apply): Infant (Under 18 months)
Schedule 4:

Family Age Group (Under 13 years)
Proposed start date: 03/01/2018

What percentage of the day is the supervisor 100%
expected to be in program?

This individual is expected to normally work: Hours per day: &

Days per week: 2
Weeks per year:16

(Partial window only)

11.Review the information on the Review Application Details
window.

12.1f changes are required:

12.1. Click Revise>.
12.2. Make the changes.

12.3. Click L. >ave &Nt

13.Click . The Declaration and Consent window
appears.

DECLARATION AND CONSENT

1 declare that the contents of this application have been discussed with the individual for whom the
application is being made. The individual has been provided the Notice of Collection of Personal Information
form, has signed it and been made aware of the collection of personal information for the purposes of this
application.

I Agree I Disagree

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

<Previous Exit Submit
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14.1f you agree with the statement, select the | agree radio button.

15.Click . The Confirmation window appears.

Your 5taff Director Approval Request has been submitted.

Exit

16.Click . Your home page appears.

You will receive a confirmation email.

» Your Program Advisor will review your request and let you know
if more information or revisions are required. (See sections:
Revising an Entry and Responding to a Comment.)

» If you are issued a licence, you will simultaneously receive an
email indicating that the Director approval request was
approved. Print the letter and retain it in the staff member’s file.

» If the Director approval is denied, you will receive an email
notification immediately.

Editing Staff Members if Required

1. Click Manage Staff Information>. The Manage Staff
Information list appears.

Staff Information

Per Page

Last Name First Name Child Care Centre or Primary Position Date of Hire Status
Home Child Care
Agency Name
Xyz Jack ABCD Child Care Registered Early 03/01/2018 Active Select =
Centre Childhood
Educater (RECE)

Supervisor

Add staff>

2. To open a staff record click Select>.

3. Make the changes. See page 258 for details on how to edit,
deactivate, and put a staff member on temporary leave.

4. Clik
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Step 13: Review Space Information

@ Note: You cannot make changes in the space information
window, it is read-only. The data on this page is based on the
information supplied in your application details and supporting
documents (floor plan and site plan). This information is approved
in principle by the Director.

1. Open your application. (See page 133 for details if required.)

2. Click EE—— | The Space Information window

appears.

@ Note: If this screen is blank, your floor plan has not yet
been approved in principle.

Space Information

Approved Plans

Documant Typs

Varsion Date Submitted

Room A

Room A

Room A

Room B

Sleap Area

Sleep Area Name

Room ABC

Foom DEF

vl Sep 5, 2015
Cite plan #Aug 19, 2018
Primary Capacity
Schedule 18 4
Roeom Hame  Floor Level Age Group Age Range Capacity Ru{‘;r:':';ea
Room A 1 Infant under 18 months 10 241
Room B 2 Famidy Age Group under 13 years 15 285
Total Capacity a5
Alternate Capacity
Schedula 154
Toddler  Preschool . P/ Shopal,  Junior  Family Age
1]
oy Flaor {'“ 2 | 18 niths | (30 miths T:‘f;ﬁh';"““ Age 368 |School Age  Group
. R Lewal 18 miths) up o 30 up to & to 7 v“‘::-ll'-' mths up to| (9 yrs up  (under 13
I Sl R L P | 3%yre). pred3 ekl vee)
Room A 1 HIA 5 o 0 5 L] 5
Room B 2 L} i} 10 o 0 A

Rooms operating LESS than 6 hours in a day:

Rooms NOT shared and used by the school for instructional purposes:

Will the family age group serve children younger than 24 months?

Yes

No

Floor Level Sleep Area is associated with which room?
1 Room &

1 Room A
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Other Required Area

Room Name Floor Leval Area Type
Rioam P 1 Staff Room
Room G 1 Ofice
Flayground
Fence x
~ - Playground Playground & Fixed
Playground Location Age Grow, = Height -7
L | ™ " Area(sa.m) Capachty  (yioires) Equipment?
at ground kevel and adjecent to the building Infant, Toddler 24.1 15 1.1 Wieg
al ground level but nat adjecent to the building Preschool 30 12 12 s
Pravious Exit

3. Review the information. If there is an error, contact your
Program Advisor.
@ Note: The information on this window may change if a
licence is issued based on final measurements and ministry
approvals.

4. Click . Your Home Page appears.
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Step 14: Print Floor / Site Plan Letter

M You will receive an email and letter when your floor / site

plan is approved in principle. A notice will also appear in the
Ministry Actions area of your Home Page.

The letter includes a version number and date for information
purposes.
1. From your home page, scroll to the Ministry Actions section.

2. Open the Floor / Site Plan Review — New Licence
Applications section.

Ministry Actions
New Licence Applications Total: 0
Staff Director Approvals Total: 0
Floor/Site Plan Review - New Licence Applications Total: 1 A
ID Applicant Name Name of Child Care Site Address Approval Date
Centre/Home Child hd
Care Agency
2727 ABCD Corp ABCD Child Care 2 Zzz Square , 26/01/2018 | Select =
Centre Markh...

3. Click Select>. The Review Application Details window opens.

Ministry Approvals

Floor plan approval letter

4. Click the Floor plan approval letter link found near the top of
the page. The File Download window appears.

5. Click . The letter opens in a PDF viewer.

6. Print the letter.
6.1.Select File—> Print. A Print window appears.

Print

6.2.Click

7. Close the PDF viewer (click the red X ).
8. Submit the letter to your local municipality in order to obtain
municipal approvals.

@DTip: You may wish to review the Orientation Video or
Child Care Centre Licensing Manual | Ontario.ca for more

Child Care Licensing System - Reference Guide for Applicants / Licensees 92


https://www.ontario.ca/page/child-care-centre-licensing-manual

APPLICATIONS
Applying for a Child Care Centre Licence

information about the municipal approvals required for child

care centre licence applications.

» You may be contacted by your Program Advisor to revise
your application or supporting documents. (For details see
page 26.)
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Step 15: Remit Fee Balance Payment (if applicable)

@ Note: You will be notified by email if / when a fee balance is
required. The fee balance is your outstanding balance, after the
initial deposit amount has been subtracted. If your final total
capacity (sum of all primary capacities) is 24 children or less, you
will not have to remit an additional fee.

Maximum number Fee for a Fee for renewal Licence

of children new licence of alicence revision fee
0-24 $200 $100 $50

25-49 $250 $120 $65

50-74 $300 $140 $75

75-99 $350 $170 $90
100-124 $400 $200 $100

125 or more $450 $230 $115

Figure 1: Child Care Centre Fee Table

Please note that the payment amount is subject to change. Please
refer to the payment amount on CCLS.

Your licence will not be issued until the pending fee balance is
submitted and processed.

New Licence Applications Total: 1 Y
Applicant Name Name of Child Care Site Address Status
Centre/Home Child Care
Agency
ABCD Corp ABCD Child Care Centre 2 Xyz Landing , Mark... Fee Balance | Select =
Reguired

1. Open the application.

2. Click . The Fee Payment window appears.

3. Read the information.

C|ICk Continue with Credit Card ) A Confirmation

message appears.
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Message from webpage | £ |

I.-"'_"\-.I You are about to leave the CCLS application to complete payment.
o Click 'OK' to continue or 'Cancel' to return,

5. Click to continue. The Order Summary window appears.

Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT mastercard. debit

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at E is powered by WORLDLIMNE &

Make Payment

Make Payment
6. Click . You will be re-directed to the payment
portal.
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7.

Next Steps

PAYMENT INFORMATION

$200.00 CAD

Name on car
Card number

01 - 2024 A Card cvd

Submit payment
< Cancel payment )

Visa and Mastercard are accepted.

Enter the payment information.

i Submit Payment
cio D

You will be re-directed to CCLS.

The Director will review your application.

If your licence is approved and issued by the Director, you are
required to print your licensing documents. (See page 146 for
details.)
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Applying for a Home Child Care Agency Licence

Introduction

The New Licence Application module is where you to apply for a
new licence for a home child care agency. You can also view a list
of your licence applications.

You can apply for a new licence as an individual, corporation or
First Nation. The process is similar for each type however the
windows may be slightly different. Only the windows for a
corporation applicant type are included in this guide.

This section walks you through the application process, generally
following the left navigation panel. As sections are completed, a
check mark appears on the navigation panel.

New Licence Application A

» Apply for a New Licence

> Program type

» Licensing History

» Applicant Type

» Applicant Information

» Agency Information

» Operational Information

» Initial Documents

» Review Application Details

» Initial Deposit

» Fee Balance

» Supporting Documents

» Staffing Information

» Licence Inspection Overview

» View New Licence Applications

@ Note: You will not complete all steps in one sitting. If you are
applying for CWELCC, you will send the application to the Service
System Manager(s) for them to provide CWELCC advice. You will
receive an email when CWELCC advice has been provided, and at
that time can either re-submit the application to the Service System
Manager(s), or complete the Initial Deposit page and submit the
application to the Ministry of Education, or withdraw the application.

If you are not applying for CWELCC, you will be able to complete
the Initial Deposit page. At that time your application will be
reviewed and assigned to a Ministry of Education Program Advisor.
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You will be advised through email when you can continue the
application process.

Step 1: Enter Application Information

IO e Licence Application v |

2. Click |_»#epyforaewicence | 0 Notice of Collection of
Personal Information page appears.

Notice of collection of Personal Information

Please be advised that the business and personal information provided in connection with this licence application
is collected under the authority of the Child Care and Early Years Act, 2014 (CCEYA)} to administer and enforce
the CCEYA and its regulations.

Administration and enforcement of the CCEYA includes reviewing and verifying this application, making licensing
decisions, conducting inspections, dealing with complaints about licensed child care centres and home child care
agencies, enforcing the CCEYA and its regulations and any conditions placed on the licence, public reporting on
licensed child care and policy analysis, evaluation, monitoring and research related to child care.

In administering and enforcing the CCEYA, the Ministry may collect personal information relevant to the issuance
and renewal of a licence to operate a child care centre or home child care agency from sources other than the
applicant including: municipal building, fire and zoning departments, public health departments, police services
and other law enforcement agencies, the College of Early Childhood Educators, the Ontario Ministry of
Government and Consumer Services, the Department of Consumer and Corporate Affairs Canada and other
persons, departments or municipalities or District Social Services Administration Boards, other provinces,
territories or countries that may have information relevant to the administration and enforcement of the CCEYA.

Business information about the applicant may appear on the Ministry of Education (MEDU) Licensed Child Care
Website and may be made available to the public on request.

If you have guestions about the collection of the personal information, please contact the Child Care Branch,
Early Years and Child Care Division, Ministry of Education, 77 Wellesley Street West, PO Box 980, Toronto ON,
M7A 1N3, 416-314-8373.

MNotice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Exit Next

(Your window may look different)

3. Read the Notice of Collection of Personal Information.

4. Click .The Program Type window appears.

Program type

Please select the type of licence you are applying for: *

O child Care Centre ) Home Child Care Agency

Exit Next

5. Select the Home Child Care Agency radio button.
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MNext

6. Click

7. The Licensing History window appears.
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Step 2: Complete the Licensing History

Licensing History

1. Have you, or a corporation that
you are/were a director or officer
of, ever been refused a licence to
operate a program under the DNA
or the CCEYA? *

2. Have you, or a corporation that
you are/were a director or officer
of, ever had a licence revoked, not
renewed or suspended under the
DNA or the CCEYA? *

3. Have you, or a corporation that
you are/were a director or officer

O ves O No

O Yes O No

O ves O Mo

of, ever been convicted of an
offence under the DNA or 5.78 of
the CCEYA? *

Exit Save Save & Next

(Your screen may not be exactly as shown)

1. Answer all the questions about your licensing history.

@Note: More questions may appear depending on your
answers.

2. Click . The Applicant Type window appears.
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Step 3: Review the Applicant Type Information

Applicant Type

Preferred Language of English
Correspondence: *

Applicant/Licensee Type: * Corporation
Corporation Number: Not Available Pas disponible[04064]
Corporation Name: * 462525 Ontario Inc.

1s the corporation a co-operative No
corporation?: *

Is the corporation: = Eor-Profit

Please select the type of College/University
organization (if applicable):

Has an initial return been filed Yes

with the Ministry of Government

and Consumer Services (MGCS)

within 60 days of the date of
incorporation?: *

Is the corporation carrying on No
business with a name different

than its corporate name?: *

Is this corporation a multi-service .
corporation (i.e. the board of

directors is responsible for child

care and other services in the
community)?: *

Please MNote: Corporations must complete and submit an Initial Return to the Ministry of Government and Consumer
Services within 60 days after the date of incorporation, amalgamation or continuation. A Notice of Change must be
submitted within 15 days after any change takes place (e.g., change in address, directors or officers)

Previous Exit Next

(The window contents depend on the type of applicant you are:
individual, corporation or First Nation.)

1. Review your applicant type information. It has been populated
from your Profile.

@Note: No information can be changed on this window. If

your profile is incorrect, click and update your profile.

Only some profile information can be changed. See page 34 for
details on updating your profile.

MNext

2. Click . The Applicant Information window appears.
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Step 4: Review the Applicant Information

1.

Phone: #

Fax:

Website:

Contact Name: *

Contact Title:

Mailing Address

Address: *

Unit Designator:

Extra Address
Information:

City: *
Province: #

Postal Code: *

P.0. Box:

Rural Route:

Country: ®

Applicant Name:

Applicant Email: #

Contact Phone: *

Applicant Information

Street #: 2

Street Name: Xyz
Streest Typa: Square
Street Dir:

Mo.:

Markham
Ontario
L3R 2M4

Mo.:

Box Type:

Box Qualifier:
Box Area Name:!

Mo.:

CANADA

ABCD Corp

{111} 111-1111

zzz.Zzzi@ezz.com

Moo, John

(111} 111-1111

< Previous

Exit Next>

Review your applicant information. It has been populated from

your Profile.

@Note: No information can be changed from this window.

If the information is incorrect, click and update your

profile. For details on updating your profile see page 34.

2. Click . The Agency Information window appears.
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Step 5: Enter the Agency Information

Agency Information

Name of Agency: *

Agency Email: *

Website:

Phone: *

Secondary Phone Number (if
different):
Contact Name: * | I |

|
|
|
Fax: | |
|
|

Agency Head Office Civic Address

Address: Street #: * Street Name: * Street Type: Street Dir:

| | | [ v] v

Unit Designator: Unit Designator

| o] |

Extra Address Information: | |

City/ Municipality: * | |

Province: *

Consolidated Municipal Service Please select
Manager/District Social

Services Administration
Board: *

Motes: To find yvour local CMSM/DSSAB, click here

Will you be providing home care at the agency head office location?: = O ves O Mo

Agency Mailing Address (if different from Agency Head Office Civic Address)

Country: * [CANADA v
Address:

Street #: Street Name: Street Type: Street Dir:
| I v v

Unit Designator: ~ |N0.:| |

City/ Municipality:

|
|

Extra Address Information: | |
|

Province: |

Please select... v |

P.0. Box: No.: Box Type: Box Qualifier: Box Area Name:
L |~

Rural Route: |

~ |I\Io.:| |

Program Description

Language of Service: * [Jenglish [J French [ other

Previous Exit Save Save & Next

(Your window may look different.)
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1. Enter the information.

Field Notes and Tips

All fields: Do not type in all upper case.

@Note: More questions may appear depending on your
answers.

Consolidated municipal service manager / District social
services administration board (CMSM / DSSAB)

The CMSM / DSSAB, also known as Service System
Manager (SSM), is typically automatically mapped using
the postal code of the child care centre / home child care
agency location.

If the system is unable to map the CMSM / DSSAB using
the postal code, you will need to use the drop-down to
select the CMSM / DSSAB for your child care centre /
home child care agency.

Identifying your local CMSM / DSSAB will determine
which Ministry of Education Child Care Branch region
and office your application will be assigned to.

@Note: This section does not apply if the applicant
type is “First Nation”.

If the CMSM / DSSAB does not automatically
populate and you do not know what to enter:
(e) Click the here link.

Motes: To find your local CMSM/DSSAB, click here

A file download window appears.

(f) Click . A document appears to help you

determine the CMSM / DSSAB for your area.
(g) Scroll through the document and make note of the
Service System Manager for your area.

““"Tip: Search for the name of your town.
(h) Close the document (select FILE—> EXIT)

If the CMSM / DSSAB is City of Toronto, select the ward
where your child care centre will be operating.

Language(s) of Service Delivery

This is the language(s) you will be providing service in
your home child care agency. You can enter more than
one.

If you select Other, select the language then click
Add>>. More than one language can be selected.
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2. Click . The Operational Information window

appears.
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Step 6: Enter Operational Information

Save

& Warning: Click regularly throughout the
application to ensure your information is not lost.

Proposed Premises Information

Are you intending to apply for CWELCC funding?: * O ves O No

Consolidated Municipal Service Manager/District Social
Services Administration Board *

Proposed Number of Homes *

[Please select .. v | |

1.

Use the radio button to indicate whether or not your program
intends to apply for Canada-wide Early Learning and Child Care
(CWELCC) funding.

@ Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@ Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.

Use the drop-down to select a CMSM / DSSAB where you will
be operating home child care premises.

O Note: If you indicated that you will be providing home child
care at the agency head office location, you must select the
head office location’s CMSM / DSSAB.

Enter the number of home child care premises you will be
operating in that CMSM / DSSAB area in the free-form text field.
Then click Add >.

If you would like to add additional CMSM / DSSABS, click the
next drop-down and repeat steps 2-3.

If you would like to remove a CMSM / DSSAB, click Delete.
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Please identify the types of programs you plan to offer
Operational Information
Proposed Program Options 0O ) . 0O
(indicate all that apply) * | Full Day(6 hours or maore in a day) | Before school

[J Half day(Less than & hours in a day) [ after school

[[J extended hours{more than 12 hours) [ overnight

[ Flexible Hours({e.g. shifts, evenings) [ weekend

Previous Exit Save Save & Next

4. Select the Proposed Program Options you plan to offer in the
home child care premises.

@Note: You can select more than one option.

5. Click . The Review Application Details window

appears.
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Step 7: Upload Initial Documents

If you indicated that you will be providing home child care at the
agency head office location, you must upload zoning approval.

Hide Instructions
TBD INID - Initial Documents to Submit

Initial Documents to Submit

Document Type Date Submitted Status Status Date Action

Zoning approval Upload
Document

Previous Exit MNext

1. Click Upload Document to select a file from your computer.
2. ok [Fmeanes]

@ Note: You are only able to upload one document. The
document can have multiple pages.

@ Note: If you have questions about zoning, contact your
municipal government for information on their zoning approval
process.

““"Tip: Where you have indicated that you are intending to
apply for CWELCC funding, you may submit your application to
the SSM for advice prior to uploading your zoning approval.

1
& Warning: However, when you receive the advice from the
SSM, you must upload the zoning approval in order to submit
the application to the Ministry.
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Step 8: Review and Submit your Application

All the information you have entered in your application appears in
one continuous window to make it easy for you to review.

Review Application Details
Expand All | Collapse All -

Licensing History + Revise

1. Have you, or a corporation that Mo
you are/were a director or officer

of, ever been refused a licence to
operate a program under the DNA

or the CCEYA?

2. Have you, or a corporation that Ma
you are/were a director or officar

of, aver had a licence revoked, not
renewed or suspended under the

DMNA or the CCEYA?

3. Have you, or a corporation that Mo
you are/were a director or officer

of, ever been convicted of an

offence under the DNA or s.78 of

the CCEYA?

Applicant Type ~

Applicant Information «

Agency Information = Revise

Operational Information = Revise

Motice: It is an offence under the Child Care and Early Years Act. 2014 to knowingly give false or

misleading information.

Withdraw
Application

Previous Exit Next

= Print

“"Tip: To print your application, click (located near

the top right corner of the form).

1.

Review your application.

1
& Warning: Once you click , you will not be able to

make any changes to your application until the Service System
Manager provides advice, or after it is submitted and approved
by your Program Advisor. You will not be able to change your
application type (i.e., child care centre or home child care
agency). If you need to revise the application type after
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submission, you will have to withdraw this application and start
a new one.

2. If arevision is required in a particular section:

2.1.Click B&Y%€ your application opens at the section

required.
2.2.Make changes where required.
2.3.Click cave s ied to save your changes.

3. If you would like to withdraw your application:
Withdraw

3.1.Click ~ Arplication — (negr the bottom of the Review
Application Details window). A confirmation message
appears.

oo I ==

I.-"'_"‘-.I You have selected to withdraw your licence application, Please note:
' when your application is withdrawn, all associated staff director

- approval requests, supporting documents and staffing information will
be deleted. Click Ok to proceed with this action,

| ok || Ccancel

3.2.Read the warning.
3.3. To withdraw click .

4. Submit your application.

4 1.Click . The Declaration and Consent window
appears.
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Declaration and Consent

I declare that all information provided in connection with this application is true, accurate and complete and I give
my consent to the indirect collection and disclosure of personal information for the purposes of administering and
enforcing the Child Care and Early Years Act, 2014 (CCEYA).

I confirm that I am not prohibited from operating a child care centre or a home child care agency under s. 9 of the
CCEYA.

I understand that the Ministry will share the information included in this application with all service
system managers listed in my application in order to obtain advice from, or provide notice to, the
service system manager in relation to enrollment in the Canada-Wide Early Learning and Child Care
(CWELCC) system for the purposes of subsection 13.1 (2) of 0. Reg. 137/15. (Not applicable to First
Nations on-reserve)

I understand that any advice provided by a Service System Manager for the purposes of 5.13.1 of O. Reg. 137/15
will be based on the informaticn the Service System Manager has at the time. This advice does not constitute a
decision or promise made with respect to enrollment in the CWELCC system.

O 1 Agree O 1 Disagree

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

4.2.1f you agree with the statement, click the | agree radio
button.

4.3.Your next step will depend on how you responded to the
“Are you intending to apply for CWELCC funding?”
question:

4.3.1. If you indicated that you are intending to apply for
CWELCC funding, the application will be submitted to
the SSM(s) for advice.

4.3.2. Click Submit Application to SSM

4.3.3. You are done for now!

(®Note: After the SSM / SSMs provide(s) CWELCC
advice, the application will be returned to you, and you will
need to pay the initial deposit before submitting the
application to the Ministry. (once you receive an email that
CWELCC advice has been provided, read Step 9: Reviewing
CWELCC advice to continue)

4.3.4. If you are not intending to apply for CWELCC funding,
the application will be submitted to the Ministry.

Click  ProceedtobepositPayment  The [njtial Deposit
window appears. (skip to Step 10: Remit Initial Deposit

Payment)
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Step 9: Reviewing CWELCC Advice

Once you receive an email that CWELCC advice has been
provided, you will need to review your application details.

The application can be found under the “In Process Items” section
of your dashboard, or under “View New Licence Applications” on
your left navigation panel. Go to either of these locations and click
Select or Select Application.

1. You will be taken to the Review Application Details page.
Read the information on the page, particularly the Operational
Information section to review the CWELCC advice status.

@Note: The SSM may have left you a comment. Use the left
navigation panel to visit the the Operational Information page
and verify if there is a comment in the History of SSM /
Applicant Comments section.

If necessary, enter a comment in the Comments to SSM free-
form text field then click Add >. Use the left navigation panel to
return to the Review Application Details page

Operational Information * Revise
CWELCC Funding Information

Are you intending to apply for CWELCC funding?: Yes

Consolidated Municipal Service Manager/District Social

. . . CWELCC Advice Status
Services Administration Board

City of Brantford Denied

Program does not align with the SSM directed
growth plans (ss. 77.3(2)(c))

2. Optional: If you need to update information, click Revise on the
applicable section and update the information.

TN Warning: Updating the program options / duration, and / or
number of home child care premises, may trigger the CWELCC
advice status to be reset and require new SSM advice.

If your CWELCC advice status is reset: Use the left navigation
panel to go to the SSM on the Operational Information page.
Add a comment to the SSM on the Operational Information
page. Enter a comment in the Comments to SSM free-form text
field, then click Add >. Return to Step 8: Review and Submit
your Application for details on submitting the application to the
SSM.
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3. Your next step depends on your CWELCC advice status:

3.1.If your CWELCC advice status is approved for all the

Next
CMSMs / DSSABSs, click c . The Declaration and

Consent window appears.

3.1.1.1f you agree with the statement, click the “| agree”
radio button.

3.1.2.Click [__Proceedto bepositpayment | thap skip to Step 10:
Remit Initial Deposit Payment.

3.2.1f your CWELCC advice status is denied for any or all
CMSMs / DSSABSs, you can either: re-submit the application
to the SSM(s) for new advice, remove the SSM(s) who have
provided a denied status and submit the application to the
Ministry, or no longer intend to apply for CWELCC funding
and submit the application to the Ministry. Decide your
preferred option and follow the applicable path below:

3.3.If you would like to re-submit the application to the SSM(s):

3.3.1.Optional: Click Revise on the sections of your
application you would like to update.

Save

3.3.2.Click on any page you make changes on.

3.3.3.Use the left navigation panel to go to the SSM on the
Operational Information page. Add a comment to the
SSM on the Operational Information page. Enter
your comment in the Comments to SSM free-form text
field then click Add >.

Save

3.3.4.Click

3.3.5.Use the left navigation panel to go to the Review
Save & Next

Application Details page. Or click until
you reach the Review Application Details page.

3.3.6.The Declaration and Consent window appears. If
you agree with the statement, click the | agree radio
button.

3.3.7.Click Submit Application to SSM

3.3.8.You are done for now!
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(®Note: After the SSM / SSMs provide(s) CWELCC advice, the
application will be returned to you, and you will need to pay the
initial deposit before submitting the application to the Ministry.
(once you receive an email that CWELCC advice has been
provided, read Step 9: Reviewing CWELCC advice to continue)

3.4.If you would like to remove the SSM(s) who have provided
a denied status and submit the application to the Ministry:

3.4.1.Click Revise on the Operational Information
section.

3.4.2.0n the Operational Information page, find the
CMSM / DSSAB that provided the denied status, and
click Delete.

Save

3.4.3. Click

3.4.4.Use the left navigation panel to go to the Review
Save & Next

Application Details page. Or click until
you reach the Review Application Details page.

Next
3.4.5.Click c . The Declaration and Consent

window appears.

3.4.6.If you agree with the statement, click the “I agree”
radio button.

3.4.7.Click |_froceedtobepositpavment | then skip to Step 10:
Remit Initial Deposit Payment.

3.5.If you no longer intend to apply for CWELCC funding:

3.5.1.Click Revise on the Operational Information
section. On the Operational Information page, use
the radio button to change your response to “Are you
intending to apply for CWELCC funding?” to “No”.

Save

3.5.2.Click

3.5.3.Use the left navigation panel to go to the Review
Save & MNext

Application Details page. Or click until
you reach the Review Application Details page.
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Next
3.5.4.Click c . The Declaration and Consent

window appears.

3.5.5.1f you agree with the statement, click the “I agree”
radio button.

3.5.6.Click [ Proceedto beposit payment | thap skip to Step 10:
Remit Initial Deposit Payment.
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Step 10: Remit Initial Deposit Payment

Number of Fee for a new Fee for renewal Licence

premises licence of a licence revision fee
0-25 $200 $100 $50

26-50 $250 $120 $65

51-75 $300 $140 $75

76-100 $350 $170 $90
101-125 $400 $200 $100

126 or more  $450 $230 $115

Figure 2: Home Child Care Agency Fee Table

Please note that the initial deposit payment amount in the image
below is fictitious and is subject to change. Please refer to the
payment amount on CCLS.

Hide Instructions

During the emergency closure period and the period of time immediately following, all licensing application,
renewal and revision fees were set to 0. The regulation that allowed for this to happen has expired, and all
licensing fees will be reinstated as of September 23, 2020.

Initial Deposit

In order to submit your application, a deposit payment of $200 must be submitted.

I acknowledge that, should my final number of approved homes be 26 or more homes, I will be required to submit
an additional fee to process my licence application in accordance with s.81 of O. Reg. 137/15.

I understand that all fees paid in connection with this licence application are non-refundable.

To submit your application, you are required to pay an initial deposit. Please click on "Continue with Credit Card’ to
complete the pavyment.

Continue with Credit Card

1. Read the information on the window.

2- C||Ck Continue with Credit Card ) A confirmation

message appears.
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Message from webpage | £ |

I.-"'_"\-.I You are about to leave the CCLS application to complete payment.
o Click 'OK' to continue or 'Cancel' to return,

3. Click to continue. The Order Summary window appears.

Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT mastercard. debit

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at E is powered by WORLDLIMNE &

Make Payment

Make Payment
4. Click . You will be re-directed to the payment
portal.
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PAYMENT INFORMATION

$200.00 CAD

Name on car
Card number

01 - 2024 A Card cvd

Submit payment
< Cancel payment )

Visa and Mastercard are accepted.

5. Enter the payment information.

i Submit Payment
6. Click —

7. You will be re-directed to CCLS.

You are done for now!

82

/N
email.

Your application is submitted. You will receive a confirmation

@)

You will receive an email when your application is assigned
to a Ministry of Education Program Advisor. At that time you can
start submitting supporting documents, entering staffing
information, and requesting Director approvals for home child
care visitors.

In the meantime, you can start developing / obtaining the
following documents:
U  Incorporation papers (if you are applying as a corporation)
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U  Business name registration (if applicable)

» You may wish to review the Licensee Orientation Video or the
Home Child Care Licensing Manual | Ontario.ca for more
information about the documents required.

Your Program Advisor will review your application and let you
know if more information or revisions are required. (See

sections: Revising an Entry and Responding to a Comment for
details.)
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Step 11: Submit Supporting Documents

2

A\

supporting documents.

You will receive an email advising when you can submit

@ Note: You can upload multiple versions of the same document
if required. The latest uploaded version is the version that will be
reviewed by the Ministry.

@Note: If one document contains more than one page, upload it
as one document only. Do not upload each page separately.

1.

Open your application. (See page 133 for details if required.)

The Review Application Details window appears.

Click » Supporting Documents |

window appears showing a table of documents. Some
documents may be marked as “not applicable”. The documents

in the Initial Documents to Submit section should be
submitted before the others. However, you can upload the

supporting documents in the other sections at any time.

. The Supporting Documents

Initial Documents to Submit

Document Type

Incorporation papers

Policies and Procedures

Document Type

Sanitary practices

Waiting list policy

Sleep Supervision Policy

Process for Monitoring Compliance and
Contraventions

Serious occurrance palicy

Pragram Statement Implementation
Palicy

Madication palicy

Parent Issues and Concerns Policy
Parent Handbook

Program Statement

Anaphylactic policy

A supervision policy for velunteers and
placemeant students

Criminal Reference Check Palicy
{including Pclice Vulnerable Sector Check)
Training and development policy for home
visitors and providers

Pravision of equipment policy

Sample Written Agreemeant betwesn
Licensae and Provider

Standing and Recreational Bodies of

Water Palicy

Date
Submitted

Date
Submitted

Status

Mot Applicabla

Status

Mot Applicable
Mot Applicable
Mot Applicable
Mot Applicable

Mot Applicable
Mot Applicable

Mot Applicabla
Mot Applicabla
Mot Applicabla
Mot Applicabla
Mot Applicabls
Mot Applicabla

Mot Applicabls

Mot Applicable

Mot Applicable
Mot Applicable

Mot Applicabla

Status Date

Jan 4, 2018
Add Additiona

Status Date

Jan 4, 2018
Jan 4, 2018
Jan 4, 2018
Jan 4, 2018

Jan 4, 2018
Jan 4, 2018

Jan 4, 2018
Jan 4, 2018
Jan 4, 2018
Jan 4, 2018
Jan 4, 2018
Jan 4, 2018
Jan 4, 2018

Jan 4, 2018

Jan 4, 2018
Jan 4, 2018

Jan 4, 2018

Add Additiona

Eelect

Document >

Select
Select
Select

Select

Select

Select

Eelect

Eelect

Eelect

Eelect

Select

Eelect

Select

Select

Select

Select

Eelect

Document =

=

NN WY

W

W

WOUW W W W

=

=

=
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Municipal and Other Approvals

Document Type Date Status Status Date
Submitted
Health approval Not Applicable Aug 21, 2018 Select =
Fire Code Approval Mot Applicable Aug 21, 2018 Select =
Building approval Mot Applicable Aug 21, 2018 Select =
Zoning approval Mot Applicable Aug 21, 2018 Select =

Add Additional Document =

Other Documents
Document Type Date Status Status Date
Submitted

Insurance certificate Upload
Document =

Add Additional Document >

Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or

misleading information.

<Previous Exit Mext:

(The files required will be different if you are applying as an
individual, corporation or First Nation.)

3. Upload the document. For details on how to upload a document,
see page 21.

4. Repeat step 3 for all documents.

5. Add “additional documents” if required. See page 21 for details.

MNext

6. Click

pa | N |
As the documents are reviewed by the Ministry, you will

receive email(s) advising if the document is satisfactory, not

applicable, or if it requires a revision. (For details see page 26.)

. The Staffing Information window appears.
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Step 12: Review Home Child Care Visitor / Staffing Information

@ Note: Staff members are added / updated via the
Administration menu — Manage Staff Information. The
information that is entered on that page will display in your
application as read only. For details on adding or editing staff
members see page 258.

@ Note: A staff director approval request is required for the
following positions:

RECE Home Child Care visitor
Home Child Care visitor with other qualifications

1. Ifitis not already open, open your application. The Review

Application Details window appears.

» Staffing Information

2. Click

. The Staffing Information window
appears showing the Home Child Care Visitors Information.

Please review the home visitor information the ministry has on file for this application.
Please make any updates in the Administration module:
Click Manage Staff Information >

Home Visitors Information

Registered Early
Childhood Educator
(RECE) Home Child
Care Visitor

Home Child Care visitor Home Child Care visitor
with Child and Family with other qualifications
Studies credentials

Resource Teacher Total

(otherwise approved)

0 0 0 0 0

List of Home Visitors

Last Name First Name Date of Hire Status RECE

Number

Primary Director

Position Approval

Status Details

<Previous Exit

Director
Approval

3. Review the information.

4. If everything is correct, click and go to Step 13: Remit

the Fee Balance Payment.
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Adding a Staff Member to your staff list

Before starting the steps below, please download and print the
Notice with Respect to the Collection of Personal

. . Tools and R .
Information form found in . You will

need to complete the form during this process.

1. From the Staffing Information window, click Manage Staff
Information>. The Manage Staff Information list appears.

No Record(s) Found

Staff Information

Add staff>

(Your list may be empty if no staff have been added yet.)

2. Click Add Staff>. The Staff Information window appears.

Staff Information

Staff First Name: * | |

Staff Last Name: * | |

Date of Hire: # [ )7 Eg: 280472012

Is the staff member a Registered Early ) vas O Mo
Childhood Educator: + i i

Location / Position Information

Child Care Centre Primary Position = Percentage in Director Waorks in school age
or Home Child Program Approval group with children
Care Agency Name Request = 9 years?
Required?

Select Position and Location|

Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or

misleading information.

Exit > Save &
Return

(This window may change as you enter information.)

3. Enter the Staff Information.
1
& Warning: The staff information cannot be changed once it
is saved.
4. Complete the Notice with Respect to the Collection of
Personal Information form.

4.1.Have the individual sign the form and provide them with a copy.

4 2. Retain the form in the staff’s file.
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@Note: If you have not yet downloaded and printed the form,

. . Tools and Ry
it can be found in

5. Add the Position / Location:
5.1.Click Select Position and Location>.The following window

appears.
Home > Manage Staff Information >
Child Care Centre or Home | Please selsct . v|
Child Care Agency Name: +
Primary Position; * [Please select .. v
Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Cancel Save & Return

5.2.Select the Home Child Care Agency Name.

5.3. Select the applicant’s Primary Position.

Field Notes and Tips

Primary Position: Where a staff member has more than
one area of responsibility, please identify their primary role.

5.4.Click .

. s B Next . .
6. Click [52ve & Retum [ | ¥R HS | The following window
appears if Director approval is required.

Home > Manage Staff Information >
Please Note: You need to submit director approval request(s) for the following:
Child Care Centre or Home Child Care Agency Name: ABCD Agency

Primary Position: Reqgistered Early Childhood Educator (RECE) Home Child Care Visitor
Staff Name: Zzzzz, Ida

Cancel Request Director Approval

If Director Approval is not required, you are done. Continue to
Step 13: Remit the Fee Balance Payment.
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Requesting a Director Approval (if required)

1 ClICk | Reguest Director Approval |

. The Applicant Details window
appears.

Applicant Details

Applicant Name: = |Zzzzz Ida hd

Child Care Centre or Home Child Care Agency AEBCD Agency
Name:

College of Early Childhood Educators (CECE) 1212
Registration Number:

Have you verified the individual's College of ® vyeg No
ECE Registration Number with the College's

public register? (for RECE Home Visitor):

Proposed start date: + I:I Eg: 28/04/2012

This individual is expected to normally work:

Hours per day: |Please selec v
Days per week: |Please selec v
Weeks per year: | Please selec v

Describe the position the applicant would
fill: =

(Partial window only — your window may look different)
2. Add the applicant details.
3. Add the child care experience.

3.1.Click Add Experience>. The Child Care Experience
window appears.
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Child Care Experience

Program Mame; *
Position: *
Start Date: = 01/10/7014

Does the individual still
workfvolunteer in this
position?; *

Type of Experience; *

% Yex ' No

~ olunt=er ~+ Paid Employment

Description of
Responsibilities and
Age Group:*

Program Address
Country: = CANADA -
Address; Strest Z:-* Streat Name: * Street Type: Street Dir-

Unit Designator:

Extra Address
Information:

City:*

Province State: = Ontaric
-

Postal Code/ZIP

Code:

P.0. Bomx No.: Type: Quealifi=r: firma Name:

Rural Route:

Cancel Save B Return

3.2. Enter the information.

3.3.Click . The Applicant Details window

appears.

5. If the approval is for a Home Child Care visitor with other
qualifications, the following question appears near the bottom of
the window:

Does the individual plan to acquire additional training or credentials to meet the
requirements set out in CCEYA and its regulations?

_ Yes @ No

5.1. Answer the question.
5.2.1f you respond “Yes” to the above question, you will be
prompted to enter additional training.

Additional Training

Education Institution Name Course Hame Course Start  Course End
Date Date

Add Course =
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5.2.1. Click Add Course>. The Additional Training
window appears.

Additional Training

Education Institution
Name: *
Course Name: *

Course Start Date: * Eg: 28/04/2012
Course End Date: * Eg: 28/04/2012

Additional Comments:

Cancel Save & Return

5.2.2. Enter the information.
5.2.3. Click [ Z2ve & Return |

6. Click _smesnex |

7. If the approval is for a Home Child Care Visitor with other
qualifications the Supporting Documents window appears.

Document Type Date Fila Name Comments:
Submitted

Copy of diploma/degree Upload
Diocument =

Transcripts frem post- Upload

secondary training Diacument =

Add Additional Decument =
= Previous Exit Next

7.1. Upload supporting documents as applicable. (For
assistance on how to upload a document, see page 21.)

7.2. Click
appears.

MNext

. The Review Application Details window

8. Review the information.

9. If changes are required:
9.1. Click Revise>.
9.2. Make the changes.

9.3. Click .

10.Click . The Declaration and Consent window
appears.
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DECLARATION AND CONSENT

1 declare that the contents of this application have been discussed with the individual for whom the application is
being made. The individual has been provided the Notice of Collection of Personal Information form, has signed it and
been made aware of the collection of personal information for the purposes of this application.

O IAgree 7 IDisagree

[Notice: It is an offence under the Child Care and Early Years Aci, 2014 to knowingly give false or misleading
information.

<Previous Exit Submit

11.1f you agree with the statement select the “| agree” radio button.

12.Click . A Confirmation window appears.

Your Staff Director Approval Request has been submitted.

Exit

13.Click . Your home page appears.
=2

£ N You will receive a confirmation email.

» Your Program Advisor will review your request and let you know
if more information or revisions are required (see sections:
Revising an Entry and Responding to a Comment, for details).

> If your licence is approved, you will receive an email and letter
indicating the approval. Print the letter and retain it in the staff
member’s file.

» |If the Director approval is denied, you will receive an email
notification immediately.

Editing a Staff Member if required

1. Click Administration WV

| F Manage Staff Information

2. Click | The Staff Information list

appears.
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Staff Information
Per Pagem
Last Name First Name Child Care Centre or Primary Position Date of Hire Status
Home Child Care
Agency Name
b ed Helen ABCD Agency Registered Early 01/01/2018 Active Select =
Childhoed
Educator (RECE)
Home Child Care
Wisitor
Zzzzz Ida ABCD Agency Registered Early 02/01/2018 Active Select =
Childhoed
Educater (RECE)
Home Child Care
Wisitor
Add Staff=

3. Click Select>.

4. Edit the staff member information as required.

5 C||Ck Save & Return

» You may be contacted by your Program Advisor to revise your
application or supporting documents. (For details see page 26.)
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Step 13: Remit the Fee Balance Payment (if applicable)

@ Note: You will be notified by email if / when a fee balance is
required. The fee balance is your outstanding balance, after the
initial deposit amount has been subtracted. If the total number of
home child care premises is 25 premises or less, you will not have
to remit an additional fee.

Number of Fee for a new Fee for renewal

premises licence
0-25 $200
26-50 $250
51-75 $300
76-100 $350
101-125 $400

126 or more  $450

of a licence
$100
$120
$140
$170
$200
$230

Licence
revision fee
$50

$65

$75

$90

$100

$115

Figure 2: Home Child Care Agency Fee Table

Please note that the payment amount is subject to change. Please
refer to the payment amount on CCLS.

Your licence will not be issued until the pending fee balance is
submitted and processed.

1. Open the application.

2. Click . The Fee Payment window appears.

3. Read the information.
C|ICk Continue with Credit Card

message appears.

. A confirmation

““"Tip: If you cannot pay by credit card, you may email the
CCLS Helpdesk to request to pay by cheque or money order.

Message from webpage

| &

] You are about to leave the CCLS application to complete payment.
Click 'OK' to continue or 'Cancel' to return,

Cancel
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5. Click to continue. The Order Summary window appears.

Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT mastercard. debit

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at E is powered by WORLDLIMNE &

Make Payment

Make Payment
6. Click . You will be re-directed to the payment
portal.
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7.

9.

Next Steps

PAYMENT INFORMATION

$200.00 CAD

Name on car

Card number

01 - 2024 A Card cv

Submit payment

C

Cancel payment

)

Visa and Mastercard are accepted.

Enter the payment information.

i Submit Payment
Click i

You will be re-directed to CCLS.

The Director will review your application.

If your licence is approved and issued by the Director, you are
required to print your licensing documents.
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Working with a Draft or Submitted Application

Viewing an Application Status

. Mew Licence Application
1. Click .

b View New Licence Applications

2. Click .The List of New Licence
Applications window appears.

Lizt of Mew Licence Applications Per Page | 10w
Program Type MName of Child Care Site Address Status

Centre [ Home Child

Care Agency

Chad Chare ABCD Child Care 2 ZxF Squisne Markhad Undes R
Certre Centre
Haime Chald ABCD Agemsy 2 MyT Squsre Markhem Submitted
Care Agancy

The Status column indicates if the application is submitted or
under review.

Opening an Application
1. Go to your dashboard (click M).

2. Expand the New Licence Applications section in either the
Drafts or In Process Items area.

New Licence Applications Total: 2 Y
Applicant Name Name of Child Care Site Address Status
CentrefHome Child Care
Agency
ABCD Corp ABCD Child Care Centre 2 Zzz Square , Markh... Under Review| Select =
ABCD Corp ABCD Agency 2 Xyz Square , Markh... Under Review Select =

3. Click Select>. The Review Application Details window
appears.

Printing your Application

1. Open your application. (See the previous section if required.)
The Review Application Details window appears.

(D Note: If you cannot access the Review Application Details

window, you cannot print your application yet. Your application
must be completed to the “Review Application Details” stage.
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Review Application Details

Expand All | Collapse All = brint

Licensing History «

1. Have you, or a corporation that No
you are/were a director or officer

of, ever applied for a licence to

operate a program under the Day
Nurseries Act (DNA) or the Child

Care and Early Years Act, 2014
(CCEYA)?

(Partial window only)

m .
2. Click Print . A Print window appears.

Print

3. Click

Updating a Submitted Application

Depending on the status of an application, only certain things can
be changed:

Draft
= The application can be withdrawn.
= Any changes can be made.

Submitted / Pending Payment
= The application can be withdrawn.
= No changes can be made.

Under System Service MGR Review
= The application can be withdrawn.
= No changes can be made.

CWELCC Advice Approved
= The application can be withdrawn.
= Any changes can be made.

CWELCC Advice Not Approved
= The application can be withdrawn.
= Any changes can be made.

Under Review

= The application can be withdrawn.

= Fields are locked but a request can be made to unlock the fields
(see the next page for details).
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Pending Revision / Additional Information

= The application can be withdrawn.

= Changes can be made to sections where the “Revise” button is
green.

=  Some information cannot be unlocked in your application such
as the applicant type and cannot be changed. To change the
applicant type, the application must be withdrawn, and the
applicant must create a new My Ontario Account and register
for CCLS again.
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Requesting an Update to an Application under Review

Changes cannot be made to a section when the “Revise” button is
Revise =

grey

A request must be made to the Program Advisor indicating why the
change is required.

1. Open the application. (See page 133 for details). The Review
Application Details window appears.

Request Update to

2. Scroll down the application and click Application | The
Request Update to Application window appears.

Request Update to Application

Please identify the application sections O] Licensing History

t to update +
you wan upes [0 child Care Centre Information

[ operaticnal Information

Please explain the reason for the
update*

Cancel Submit

3. Select the check box of the item(s) to be updated.

4. Enter an explanation for the change.

5. Click . Your request is forwarded to your Program

Advisor.

6. You will receive an email when the section is unlocked for you
to edit. The status of the application will change to “Pending
Revision / Additional Information”.

7. Make the changes. (See page 25 for details on revising an
entry.)
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Withdrawing an Application

Withdrawing a Draft Application

. Mew Licence Application
1. Click .

b View New Licence Applications

2. Click . A List of New Licence
Applications appears.

List of New Licence Applications Per Page

Program Type MName of Child Care Site Address Status*
Centre / Home Child
Care Agency
Child Care AAA Childcare 2ZZ7Zx Draft Select

Centre Application

Wwithdraw

Application

3. Click Withdraw Application. A confirmation message appears.

Message from webpage Iﬁ

L Vou have selected to withdraw your licence application, Please note:

¥ when your application is withdrawn, all associated staff director
approval requests, supporting documents and staffing information will
be deleted, Click OK to proceed with this action,

4. Click . Your application is withdrawn and disappears
from the list and CCLS.

Withdrawing an application that is under the following statuses

Status:

Submitted

Under System Service MGR Review
Under Review

CWELCC Advice Approved

CWELCC Advice Not Approved

Pending Revision / Additional Information

1. Open the application. (See page 133 for details). The Review
Application Details page appears.
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2 Click Withdraw Application

(near the bottom of the page). A
confirmation message appears.

Message from webpag

I.-"'_"\-.I You have selected to withdraw your licence application. Please note:
"' when your application is withdrawn, all asseciated staff director
approval requests, supperting documents and staffing information will

be deleted. Click Ok to proceed with this action,

[ ok || conce |

3. Click . Your application is withdrawn and disappears
from the list.
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Licences
Viewing Your Licences and Licence Information

@ Note: The option appears

only if you have a licensed program.

Method 1:

. Current Licences W
1. Click .
. P View Your Licences . . .
2. Click . A List of Active Licence(s)
appears.
List of Licence(s) Per Page
Licence Number  Program Type Name of Child Address Licence Expiry
Care Centre / Date
Home Child Care
Agency
58067 Home Child Care | STUW &gency 2 Sss, Markham, | Junm 20, 2018 Select =
Agency ON, CA
SBOEG Child Care Centre | 555 Child Care 2 Ssz, Markham, Jun 18, 2018 Select =
Centre OM, CA

3. Click Select> to open the licence. The Licensing History
window appears.

4. Click View Current Licence>.

Method 2:
1. From your dashboard, scroll to the Ministry Actions section.

2. Open the New Licence Applications section.

Ministry Actions
Closed Serious Occurrences Total: 0
Mew Licence Applications Total: 2 F
Applicant Name Mame of Child Cars Site Address Status Issued Datew
Centre/Home Child Care
Agency

STUV Corp STUV Agency 2 Sss5 Boulevard , Ma.., | Licence 03/08/2018 | Select =
I=sued

STUV Carp 555 Child Care Centre | 2 S5ss Acres , Markha...  Licence 05/06/2018 | Select >
I=sued

3. Click Select> to open the licence.
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Understanding Your Licence Windows

Introduction
Once you have opened the licence, the following tabs become
available so you can quickly jump to the windows.

} View Your Licences

> Licence Details

» Operating Capacity

> Fee Information

> Mini Survey

» Tiered Licensing Information
» Summary of Non-Compliances
» Supporting Documents

> Space Information

Child care centre tabs

} View Your Licences

> Licence Details

> Fee Information

» Supporting Documents
Home child care agency tabs

Following is a description of each tab:

Licence Details
This page include the information on file for the current licence:

= Licence Header: The name of the Child Care Centre / Home
Child Care Agency, the Licence Number, the Schedule (for child
care centres) and the name of your Program Advisor.

Child Care Centre: ABCD Child Care Centre | Licence #:; 00000  Schedule: 184 | PA: Xoox oo

= CWELCC Enrollment Status

Licence Documents (including the licence, licensing letter, floor
plan approval letter, licensing checklist, and summary of
requirements and recommendations report)

Licensee Type

Directors / Officers of the Corporation or First Nation members
Licensee Information

Child Care Centre Information / Agency Information

Child Care Centre Civic (Site) Address / Agency Head office
Civic and Mailing Addresses
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= Program Description
= Safe Drinking Water Act information (for child care centres)
= Operational Information

» Number of home child care premises (for home child
care agencies)
Program Options
Months of Operation (for child care centres)
Days and Hours of Operation (for child care centres)
Primary Capacity (for child care centres)
Alternate Capacity (for child care centres)
Rooms operating less than 6 hours in a day (for child
care centres)
Rooms not shared and used by the school for
instructional purposes (for child care centres located in a
Publicly-Funded School)
» Whether family age group rooms will or will not serve
children younger than 24 months (for child care centres
that are Schedule 4 or Schedule 1 and 4)
Sleep Area (for child care centres)
Other Required Area (for child care centres)
Playground (for child care centres)

VVVVVYY

A\

YV VYV

Operating Capacity

Primary Capacity
Schedule 184

Room Name  Floor Level Age Group Age Range Capacity FLOnm Aren
(sq.m)
Room A 1 Infant under 18 months 10 241
Room B 2 Family Age Group under 13 years 15 285
Total Capacity 35

Alternate Capacity

Schedule 148 4

Toddler Preschool
(18 mths (30 mths

P/1Sheool  Junior Family Age

bl o Age (68 School Age Group

Floor Infant

Room Name Level lgl::nc:g;} up to 30 up to & [‘t‘;?:-'hr:]llp mths up to| (9 yrs up (under 13
| | _mths) | yrs) | 13 yrs) |to 13 yrs) yrs)
Room A 1 MIA 5 0 0 q 0 5
Reom B 2 5 0 0 10 0 0 MNfA

What age group is currently operating in each room?

Room A Infant |

Room B :Faumilx‘I Age Group bl

The operating capacity page includes the primary and alternate
capacity from the current licence, and operating capacity
information.
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Fee Information

Mini Survey

At anytime, licensees can view this page and update the operating
capacity they have in each licensed child care room using the drop-
down.

What age group is currently operating in each room?
Room A Infant -

Room B Family Age Group -

Each room will only display the age groups the room is licensed for.

If the room is not in use, there is a “Not operating” option.

. s B Next . .
Click Save or M to save the new information.

@ Note: This page is only available for child care centres.

The fee information page comprises fees charged by the child care
program.

@ Note: This page is currently not in use. You will be notified if
the Ministry requires you to enter information on this page.

The mini survey page comprises contact, benefits, and financial
information for the child care program.

@ Note: This page is currently not in use. You will be notified if
the Ministry requires you to enter information on this page.

Tiered Licensing Information

The tiered licensing information includes the compliance profile
summarizing the number of inspections, the non-compliance score
and the associated licence tier.

@ Note: This page is only available for child care centres.
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Summary of Non-Compliances

Non-Compliance History
) Date Range ) since Last Licence ® Last 3 Years O Last 10 Years

Search >

This page displays the list of non-compliances including:

= Legislative Reference

= Observed non-compliance

= Inspection Date

= |nspection Type

= |If the issue was resolved before the licence was issued
= Risk weight (for child care centres)

Supporting Documents

Floor/Site Plans

Document Type Date Submitted  Action
Floor plan

Site plan

Combined floor and site plan

Policies and Procedures

Document Typa Date Submitted Action
Approved fire evacuation procedures

Emergency Management Policy

Sanitary practices

‘Waiting list policy

Sleep Supervizion Palicy

Process for Monitoring Compliance and Contraventions
Serigus occurrence pelicy

Medication palicy

Farent Issues and Concerns Faolicy

Program Statement

Program Statement Implementation Policy

Updated Parent Handbaok

Playground safety policy

#naphylactic palicy

Supervision policy for volunteers and placement students
Criminal Reference Check Policy (induding Pelice Vulnerable Sacter
Chack)

Trzining and Development Palicy for Staff

Sample enrclment form

Accident form

Sample menu

List of play materials, equipment and furnishings

Municipal and Other Approvals

Document Type Date Submitted Action

Zoning approval

Fire Code Approval Upload Document
Building approval Upload Document
Hezlth approval Upload Document

Additional Documents

Document Type Date Submitted Action
Incorporaticn papers

Mew Business Name Registration (Master Business Licence)

Third party certified playground inspection report {if zpplicable)

Insurance certificate

Playground plans

Canzadz-Wide Eary Learning and Child Czre System Opt-Out Form Upload Document

Previous Exit Next

Child Care Licensing System - Reference Guide for Applicants / Licensees 143



LICENCES
Basics

This page includes the most recent supporting documents for the
licence that have been uploaded to CCLS. Where documents have
been uploaded, the title of the document will appear in green text.
Click the green text to view the document.

@ Note: For programs licensed prior to December 2013, the
supporting documents may be blank.
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Space Information
Space Information
Approved Plans
Document Type Version Date Submitted
Floor plan w4 Sep 9, 2015
Site plan v2 Aug 19, 2015
Primary Capacity
Schedule 1 & 4
Room Name | Floor Level Age Group Age Range Capacity Ro((;r: :1;“
Room A 1 Infant under 18 months 10 241
Room B 2 Family Age Group under 13 years 15 285
Total Capacity 35
Alternate Capacity
Schedule 1 &4
Toddler | Preschool | . P/1Shcool| Junior Family Age
RaoTRame Floor ::;z:tr (18 mths | (30 mths ?::;T:::n Age 968 School Age  Group
Level 18 mths) up to 30 up to 6 to 7 yrs) P | mths up to| (9 yrsup (under 13
mths) yrs) 13 yrs) | to 13 yrs) yrs)
Room A 1 N/A 5 0 0 9 0 5
Room B 2 5 0 0 10 0 0 N/A
Rooms operating LESS than 6 hours in a day:
Room A
Rooms NOT shared and used by the school for instructional purposes:
RoomA

Will the family age group serve children younger than 24 months?

Playground Playground

Room A Yes
Room B No
Sleep Area
Sleep Area Name Floor Level Sleep Area is associated with which room?
Room ABC 1 Room A
Room DEF 1 Room A
Other Required Area
Room Name Floor Level Area Type
Room P 1 Staff Room
Room G 1 Office
Playground
Fence

Fixed

Playground Location Age Group Area (sq.m)| Capacity (:‘:t?-:;) Equipment?
at ground level and adjecent to the building Infant, Toddler 241 15 11 Yes
at ground level but not adjecent to the building| Preschool 30 12 12 Yes
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This page includes space information for the current licence on file

in CCLS:

Primary Capacity (with room areas)

Alternate Capacity

Rooms operating less than 6 hours in a day

Rooms not shared and used by the school for instructional

purposes (for child care centres located in a Publicly-Funded

School)

=  Whether family age group rooms will or will not serve children
younger than 24 months (for child care centres that are
Schedule 4 or Schedule 1 and 4)

= Sleep Area

= Other Required Area

= Playground

@ Note: This page is only available for child care centres.
For child care centres licensed prior to December 2013, the space
information page may be blank.

Printing and Posting Your Licensing Documents

You will receive an email notification when the ministry has issued

you:

= Anew licence

= Arenewed licence

= Arevised licence (for changes to capacity, number of approved
home child care premises, licensed child care rooms, program
options / duration, child care centre / home child care agency
name, and home child care agency civic address)

= An amended licence (when changes are made to terms and
conditions or Director approvals during the licence period)

Your licensing documents must be printed and in some cases,
posted.

@Note: You will not be able to open the licence document links
until a licence has been issued in CCLS.

@Note: Provisional licenses are not to be printed. The Ministry
will courrier the licence to you.

1. Open your licence (see page 139 for details). The Licence
Details window appears.
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2. At the top of the window is a list of Licence Documents.

Licence Documents
Licence

Licensing Letter

Floor plan approval letter

Child Care Centre Licensing Checldist
Summary of Child Care Centre Licensing Reguirements and Recommendations (Stage 1)
Summary of Child Care Centre Licensing Requirements and Recommendations (Stage 2)

(Your document list may be different.)

3. Click the document link. The File Download window appears.

4. Click . The document opens in PDF format.

5. Print the document.
5.1.Select File then Print from the menu.

Print

5.2.Click

6. Close the viewer. Click E
7. Repeat steps 3 to 6 for each document.

8. Post the Licence in a conspicuous place at, or near an entrance
commonly used by parents.

9. The Licensing Checklist and Summary Of Child Care Centre

Licensing Requirements and Recommendations must be
available for parents.

Viewing your Licensing History

The licensing history table indicates when a licence was issued,
when there have been renewals, revisions, etc. From this table you
can view the item or update the current licence.

-
1. Click .

F View Your Licences

2. Click

3. Select your current licence from the list. It appears in bold
print. The Licensing History window appears.
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Licensing History
History of Licences Per Fage | 10 w
Date™ Actinviby Type PFrocessed By Details
Jan 31, 2018  MNew Licence Regular Jim Xyz fhew Cusrrent
Licence =
Jan 31, 2018 M Loence Reguiar Jim XyZ

Updating your Licence Information

When renewing your licence, you will be asked to update the
licence information. In addition, you can update your licence
information 90 days prior to the licence expiry date. The information
includes:

Child Care Centre Information such as the email address,
phone, and contact. The name of the Child Care Centre cannot
be changed here.

Mailing Address

Program Description — language

Safe Drinking Water Act

Operational Information such as the months, days and hours of
operation

Open the Licensing History window (see the previous section).

Licensing History
History of Licences Per Page m
Date~ Activity Type Processed By Details

Jan 31, 2018 MNew Licence Regular MNaidu, Vijay View Current
Licence =
Update Current
Licence =

Jan 31, 2018 Mew Licence Regular Naidu, Vijay Select =

Click Update Current Licence>. The Licence Details window
appears.

@ If your licence is up for renewal, this option is not available.

Update the information.

Click L™=
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Uploading Updated Inspection Reports
-
1. Click .
. p View Your Licences .
2. Click . The Search for a Licence
window appears.
List of Licence(s) Per Page m
Licence Number Program Type Name of Child Address Licence Expiry
Care Centre [ Date
Home Child Care
Agency
57466 Child Care Centre | ABCD Child Care 2 Zzz, Markham, Feb &, 2018 Select =
Centre ON, CA
57465 Home Child Care ABCD Agency 2 Xyz, Markham, Feb 7, 2018 Select =
Agency ON, CA

3. From the List of Licence(s) section, select the licence to be

updated.
Licensing History
History of Licences Per Page m
Date~ Activity Type Processed By Details

Jan 31, 2018 Mew Licence Regular Maidu, Vijay View Current
Licence =
Update Current
Licence =

Jan 31, 2018 Mew Licence Regular Naidu, Vijay Select =

4. Click Update Current Licence>. The Licence Details window
appears.

5 Click » Supporting Documents

window appears.

. The Supporting Documents

6. Scroll down to the Municipal and Other Appprovals section.

Municipal and Other Approvals

Document Type

Zoning approva
Fire Code Approval
Building approval
Health approval

Date Submitted

Jan 25, 2018

Upload Document >

Upload Document >

Upload Document =

7. Upload the document. For details on how to upload a
document, see page 21.

8. Click . An email is sent to your Program Advisor

indicating that you have uploaded a new document.
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Requesting a Replacement Decal and New Provider Cards

Introduction

Licensees are required to have a licensed child care decal (green
sticker) posted at the child care centre and home child care agency
location. Home child care providers must have a licensed child care
provider card at their home child care premises.

If a licensed child care decal / provider card is damaged, lost, or
never received, licensees must request a replacement decal /
provider card in the Request a Replacement Decal module.

Licensees must also use this module to request new provider cards
when they have been approved to oversee more home child care
premises.

Do not use this module to request a decal / provider card(s) when
your licence is first issued. A decal / provider card(s) will
automatically be sent to you by the Ministry.

Requesting a Replacement Decal / Provider Card

&Warning: Information in this module cannot be saved. You
must complete and submit the decal / provider card request in
one sitting.

&Warning: Mailing address information cannot be updated in

this module. Before proceeding, please review your program’s
. . . B Current Licences
mailing address information in , and the

licensee mailing address in m

-
1. Click )

2. CIle } Request Replacement Decal

The List of Licences

appears.
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Search By:

Licence Number:

Name of Child Care
Centre / Home Child
Care Agency:

Program type:

Search
Clear

) Chlld Care Centre
2 Home Child Care Agency

Site / Agency Address: Street #: | Street Name:
City/Town: | Postal Code:
List of Licence(s)
Select All Licence Program Name of Child Care Centre / Address
O Number Type Home Child Care Agency
o 0006023 Child Care Centre | Kids& C“”&fﬁ"ﬁ‘. Ltd. - Bloor 703 Bloor, Toronto, ON, CA
ristie
O 57800 Home Child Care | iccA_CORP_R14.0_40.18_96 | 777 Bay, Toronto, ON, CA
gency
O 56038 Child Care Centre Kids & Company Scotia Plaza 104 Yonge, Toronto, ON, CA
(Your list may be empty if you have no active licences.)
3. Select one or multiple licences using the check boxes.
. MNext
4. Click _ The Request Decal page appears.
5. Review the Licensee Information. This section cannot be

changed.

Licenses Mame:

LContact Name:

Licence Number:

Mame of Child Care Centra:

Licenses Information

Kids & Company Lid
0006023

Kids & Company Lid. - Bloor Christie

kipos, Viclona

6. Review the Child Care Centre Civic (Site) Address / Agency
Head Office Civic Address Information
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Child Care Centr
Address:

Street #:  Street Mame: Street Type:  Street Dir:
703 Bloor Strest Wast

Unit Designator: No.:

Extra Address Information:

City: Toronto

Province: Ontaria

Postal Code: MEG 1LS

Consolidated Municipal City of Toronto

Service Manager/ District

Social Services

Administration Board:

Do you want to se
civic address?

Please select the address you want to send Licenses Mailing Address # Centre Mailing Address

the decal to:

& Civie (Site) Address

nd the decal to the above )
Yes % Mo

7. Use the radio buttons to select the address you want the decal /
provider card to be sent to.

@ Note: If you want the decal / provider card sent to a mailing
address, the mailing address will appear for you to confirm the
address.

8. Use the radio buttons and check boxes to enter information in
the Decal Replacement Information section.

@ Note: If a field has radio buttons, you can only select one
option. If a field has check boxes, you can select more than one
option.

Decal Replacement Information
Reason for replacement Decal: Damaged = Lost Mot Received

Your Decal will be replaced in the following

language:

o Englig.h |French Wil can selact ane or more language

8.1.Home Child Care Agencies have additional questions
concerning Provider Cards. Use the drop-down menu
to select the number of Provider Cards you need.

@ Note: If a field has radio buttons, you can only select one
option. If a field has check boxes, you can select more than one
option.
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@ Note: The number of Provider Card fields are capped at
the number of home child care premises the agency is licensed
to oversee.

Decal and Provider Card Replacement Information

Do you need to replace the agency Decal? e Mo
Reason lor replacement Decal: Dramaged &) Lorat Mot Repaived
Your Decal willl be replaced in the following Enclish Franch  You ca —
language: Mglesd e 0l G Sl One of mode languBage
Do you nesd to replace andion requsst & Yo Mo
Provides Cands ¥
Reason for new andior replacement Providar Darmaged Lost <INot Recaived [+ Mew Provider
Cards:

Engksh  Mumber of English Provider |3 -

Cards reguired:

Which of Provider Card do you need ¥ 1
e ¥ French  Mumber of French Provider | Please select . -

Cards reguired
Flease nole thal providers only need 8 Provider Card in one language

9. Click the licence number at the top of the page to go to the
next licence and repeat the above steps. If it is the only / last

licence, click .

9.1.As licences are completed, a green check mark will
appear beside the licence at the top of the page.

@ 0006023 xl

9.2.1f you no longer want to request a replacement decal /
provider card for a licence, click the red x beside the
licence.

’9 0006023 xl
9.3. A confirmation message appears. Click 1.

10.Once you click , the Declaration and Consent
window appears.

11.If you agree with the declaration, select the | Agree radio
button.

12.Click .
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You’re all done!

@ Note: You will not receive any notification once the
replacement decal / provider card has been submitted. The
decal / provider card will be mailed to you within eight weeks.

Submitted Replacement Decal / Provider Card Requests
Once a request a replacement decal / provider card request has

been submitted, it will appear in the Replacement Decal Request
Submitted section.

-
1. Click .

2. Click | " Reauest Replacement Decal The Replacement Decal
Request Submitted section appears at the bottom of the page.

Replacement Decal Request Submitted

Licence Program Name of Child Care Centre f Address
Number Type Home Child Care Agency
0002229 Child Care Centre Kids & Company Ltd. - Yonge 200 Bloor, Toronto, ON, CA

Home Child Care

56821 Agency

HCCA Glow in the dark 109 Bay, Toronto, ON, CA

(Your list may be empty if you have no active licences.)

The licence will remain in this section for approximately eight
weeks. A new request cannot be submitted for the licence
during that time.

If you do not receive your decal / provider card after eight
weeks, contact your Program Advisor for support.
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Renewals

Introduction

_—
@ Note: does not appear as an option until

you have a licence issued in CCLS.

@ Note: Only limited information can be changed during a
renewal. If other changes are required see the section Completing
and Updating Your Licensee Profile on page 34.

Viewing / Opening a Licence to be Renewed

-
1. Click }

) } Renew a Licence . .
2. Click . The Renew a Licence window

appears.

3. Read the Notice of Collection of Personal Information.

. Mext . .

4. Click . A list of licences to be renewed appears.
Please select the licence you want to renew from the list below: Per Page m
Licence Number Program Type Name of Child Address Licence Expiry

Care Centre [ Date
Home Child Care
Agency
57466 Child Care Centre  ABCD Child Care 2 Zzz, Markham, Feb &, 2018 Select =
Centre On, CA
57465 Home Child Care ABCD Agency 2 Xyz, Markham, Feb 7, 2018 Select =
Agency ON, CA

5. To open the licence to be renewed click Select>.
Opening a Licence Renewal that you Previously Started

= Once you start a renewal, it will not be accessible in the

F Renew a Licence

module.

= A renewal that you have started is called an “Active Renewal”.

-
1. Click .

b View Active Licence Renewals

2. Click . The List of Active
Licence Renewal(s) window appears.
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List of Active Licence Renewal(s) Per Page |10 v
Licence Program Type Name of Child Address Licence Expiry Status
Number Care Centre / Date
Home Child
Care Agency
57466 Child Care ABCD Child 2 Zzz, Feb &, 2018 Draft Select =
Centre Care Centre Markham, ON,
vy

3. To open the licence renewal click Select>.
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Renewing a Child Care Centre Licence

Introduction

All child care centre and home child care agency licences have an
expiry date. You can see the expiry date on your licence and it is
also visible in CCLS.

CCLS sends email reminders / alerts to individual and licensee
roles 3 months before the licence expires, and regularly after that:
2 months, 1 month, 2 weeks, 7 days, and daily at 3, 2 and 1 day
before the licence expires. The email alerts are sent if the renewal
application and fee have not been submitted. If the application is
submitted but not the fee, the system will continue to send
notifications until the fee is received. The CMSM / DSSAB is also
copied on the notification beginning at seven days prior to expiry.

To request a licence renewal, a licensee must:

v Submit a licence renewal application form (in CCLS);

v' Complete an attestation that the licensee is not prohibited
from operating a child care centre or home child care agency
(in CCLS);

v" Submit any other documentation required by the Minister;
and

v' Pay a licence renewal fee.

It is up to the licensee to make sure that the Ministry of Education
receives the renewal application and fee on or before the licence
expiry date. The fee has to be paid online when the renewal
application is submitted or sent by mail far enough in advance of
the expiry date so that it can be processed before the expiry date.
(Please allow at least two weeks for processing.) The renewal
application is not considered complete until the renewal application
and the fee have both been received and processed.

If a licence renewal application and the renewal fee are not
received and processed on or before the licence expiry date, the
licence will expire the next day.

When a child care centre or home child care agency licence is
expired, the licensee / providers are not authorized to provide child
care under the authority of a licence and requirements for
unlicensed child care must be met.

The licensee also has to return the licence and decal by mail to the
Ministry of Education within 30 calendar days.

The Licensed Child Care Website (LCCW) displays issued and
suspended licences. A warning message will appear on LCCW
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where the licensee has failed to submit a renewal application and
fee payment before the licence expiry date. If a licence is expired,
it will be removed from LCCW. If the expired licence has been
issued reinstatement it will be displayed on LCCW again.

Once a licence expires, the licensee has two options:

(1) Close the child care program permanently; or

(2) Submit a request for the licence to be reinstated. For details

on reinstating a licence see page 183.

Step 1: Make sure your profile is up-to-date

1. Click ML

2. Click

} Profile Information

3. Review your profile. Change licence details and upload PRC
documentation, as required. For details on how to edit your
profile see page 34.

The following fields cannot be changed:

Applicant / licensee type

Applicant / licensee name (corporation name, name of
individual or name of first nation)

First Nation

Corporation Number

Corporation Name

Is the corporation a co-operative corporation?

Is the corporation For-Profit or Non-Profit
Organization Type

4. Click . The Applicant / Licensee information

window appears.

5. Review / edit the information.

6. Click L=

Step 2: If you have not started the renewal...
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-
Click )

1.
. F Renew a Licence
2. Click
3. Read the Notice of Collection of Personal Information.
4. Click . A list of licences to be renewed appears.
Please select the licence you want to renew from the list below: Per Page
Licence Number Program Type Name of Child Address Licence Expiry
Care Centre [ Date
Home Child Care
Agency
57466 Child Care Centre = ABCD Child Care 2 Zzz, Markham, Feb &, 2018 Select =
Centre ON, CA
57465 Home Child Care  ABCD Agency 2 Xyz, Markham,  Feb 7, 2018 Select =
Agency O, CA

5. Click Select> for the licence you want to renew. The Licensing

History window appears.

Step 3: If you have already started the renewal...

-
1. Click .

b View Active Licence Renewals

2. Click

. The List of Active

Licence Renewal(s) window appears.

List of Active Licence Renewal(s)
Licence Program Type MName of Child Address
Number Care Centre /
Home Child
Care Agency
574586 Child Care ABCD Child 2 Zzz,
Centre Care Centre Markham, ON,
Ch

Licence Expiry Status
Date
Feb 6, 2018 Draft Select =

Per Page |10 v

3. Click Select> for the licence you would like to renew. The

Licensing History window appears.
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Licensing History

1. Have you, or a corporation that O ves O No
you are/were a director or officer
of, ever been refused a licence to
operate a program under the DNA
or the CCEYA? *

2. Have you, or a corporation that
you are/were a director or officer
of, ever had a licence revoked, not
renewed or suspended under the
DMA or the CCEYA? *

3. Have you, or a corporation that O ves O No
you are/were a director or officer

of, ever been convicted of an

offence under the DNA or 5.78 of

the CCEYA? *

O ves O No

Exit Save Save & Next>

(If this is a reinstatement, the questions will be different.)
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Step 4: Enter your Licensing History

1. Answer the licensing history questions.

Save & Next

2. Click
appears.

The Licence Renewal Details window

Step 5: Review and Revise the Information
1. Review and revise the information as required. If other changes

are required see the section entitled Updating Your Licensee
Profile on page 34.

List showing how fields can be edited during renewal

Licensee Type
» Change the following information in the Profile module.
= Preferred Language of Correspondence
= |nitial Return
= |s the corporation carrying on business with a name
different than its corporate name?
= |s this corporation a multi-service corporation?

» The following information cannot be changed.
Licensee Type

Individual Name

First Nation Name

Corporation Name

Corporation Number

Is the corporation a co-operative operation?
For-Profit / Non-Profit

Organization Type

Directors / Officers
Chief / First Nation Members
» Change in the Profile module.

Police Record Check Documentation

» Change in the Profile module.
= Directors / Officers of a Corporation
= First Nation Child Care Manager
» |ndividual Licensees
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Licensee Information
» Change in the Profile module.
= Licensee Name
= Phone / Fax
= Licensee Email
= Website
= Contact Name, Title, Phone
Licensee Mailing Address
» Change in the Profile module.

Child Care Centre Information
» Requires a licence revision request.
= Change Name of Child Care Centre

» The following fields can be edited directly on the screen:

=  Email

= Website

= Phone Numbers

= Contact Name and Title

Mailing Address

Child Care Centre Civic (Site) Address

» Require a new licence.
= Change Child Care Centre Civic Address
= Change Licensee Type

Program Description
» Can be edited directly on the screen.
= Language of Service

Safe Water Drinking Act
» Can be edited directly on the screen.
= allfields

Operational Information
» Requires a licence revision request.
= Change Program Option / Duration
» Can be edited directly on the screen.
= Months of Operation
= Days and Hours of Operation

Primary Capacity and Alternate Capacity
» Changes to these tables requires a licence revision request.

2. Click . The Supporting Documents window

appears.
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@Note: This window will be blank if you are not making any
revisions during your renewal.

Home > Renew a Licence > Supporting Documents =

Child Care Centre: ABCD Child Care Centre | Licence #: 57456 | Schedule: 124 | PA: Vijay Naidu |

There is no information to display. Please click "Next>" to continue

<Previous Exit Next>

3. Click . The Dates and Hours of Operation window
appears.

Dates and Hours of Operation

Are any field trips planned for the month
prior to the licence expiry?

O ves ® no
Are any changes planned to the hours of ) Yes ® No
operation during the month prior to the
licence expiry?

Are there any days during the month prior to
the licence expiry that the supervisor plans
to be away from the centre?

O Yes ® No

Please Note: If the supervisor will not be present, it is the licensee’s responsibility to ensure that a delegate is in
place with access to the required files and documentation.

<Previous Exit Save Save & Next>

4. Enter any changes to the dates and hours of operation.

@Important note about entering a date: After you enter a
date, be sure to click Add. The date will appear in a table. You
can then select another date if required.

Please provide dates: I:l Add

Date Action
04/01/2018 Remove >
. s B Next . . .
5. Click . The Review Renewal Details window

appears.

6. Take another look at the contents and make changes if
required.

Step 6: Submit Your Renewal Application

1. Click . A Declaration and Consent window appears.
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Declaration and Consent

1 declare that all information provided in connection with this application is true, accurate and complete and I give
my consent to the indirect collection and disclosure of personal information for the purposes of administering and

enforcing the CCEYA.

1 confirm that I am not prohibited from operating a child care centre or a home child care agency under s. 9 of the

(Child Care and Early Years Act, 2014.
O1 Agree O1 Disagree

Notice: It is an offence under the child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

<Previous Exit Proceed to Renewal Fee Payment

2. If you agree with the declaration select the | Agree radio button.

3. Click Proceed to Renewal Fee Payment> _ The Fee Payment window
appears.
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Step 7: Remit Fee Payment

The amount of the renewal is based on the following fee table if the
renewal application is submitted on or before the expiry date:

Maximum number Fee for a

of children
0-24

25-49
50-74
75-99
100-124
125 or more

Figure 1: Child Care Centre Fee Table

Fee for renewal Licence

new licence of a licence

$200
$250
$300
$350
$400
$450

$100
$120
$140
$170
$200
$230

revision fee
$50

$65

$75

$90

$100

$115

Please note that the payment amount is subject to change. Please
refer to the payment amount on CCLS.

1. Read the information on the window.

2. Click

message appears.

Continue with Credit Card

. A confirmation

Message from webpage

N

‘-.I You are about to leave the CCLS application to complete payment.
' Click 'OK' to continue or 'Cancel' to return,

l

ok ||

Cancel ‘

3. Click to continue. The Order Summary window appears.
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Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT ~ mstercard =g

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at is powered by WORLDLIMNE &

Make Payment

Make Payment
4. Click . You will be re-directed to the payment
portal.
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PAYMENT INFORMATION

$200.00 CAD

Name on car
Card number

01 - 2024 A Card cvd

Submit payment
< Cancel payment >

Visa and Mastercard are accepted.

5. Enter the payment information.

i Submit Payment
6. Click )

7. You will be re-directed to CCLS.
8. Click . The Staffing Information window appears.

Step 8: Review the Staffing Information

1. If the renewal is not on your screen, open the renewal then click
| » Staffing Information |

2. The Staffing Information window appears.
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3.

Please review the staffing information the ministry has on file for this Child Care
centre.

Please make any updates in the Administration module:

Click Manage Staff Information >

Staffing Information

Program Staff

Registered Non-RECE Resource RECE Program Unqualified Diploma/ Diploma/ Member Total
Early Supervisor Teacher Program Staffte Program Degree in Degreein in Good
Childhood (otherwise Staff take the Staff Child and Recreation Standing
Educator approved) place of an Youth and with
{RECE) RECE Care Leisure Ontario
Supervisor ({otherwise Services College
approved) of
Teachars
1 o 0 o 0 0 0 0 o L

Mon Program Staff

Cook Administrator Custodian Other Total

Staff Information

Last First Date of Hire Status Primary RECE b in Director Director Director
Name MName Position Number Program Approval Approval Approwval
Regquired? Status Details
Hyz Jack 03/01/2018 | Active Registered 1111 100% Yas Approved | Selact =
Early
Childhcod
Educator
{RECE)
Supervisor
<Previous Exit Next:>

Review the staffing information. If information needs to be
updated, (e.g., adding / deactivating a staff member, changing a
staff member’s position), click Manage Staff Information> then
follow the instructions starting on page 258.

Click . The Licence Inspection Overview window
appears.

Step 9: Review the Licence Inspection Overview

1.

Inspection details including licence inspection documents and
any non-compliances can be found on this page. This page will
be made available for you once the inspection is conducted.

If you need to upload documentation addressing a non-
compliance. Follow the instructions under Uploading Required
Compliance Documents.

If the renewal is not on your screen, open the renewal then click

» Licence Inspection Overview

. The Licence Inspection
Overview window appears if applicable.
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Step 10: Review the Tiered Licensing Information

The tiered licensing information includes the compliance profile
summarizing the number of inspections, the non-compliance score
and the associated licence tier.

Note that centres that have been licensed for less than three years
do not receive a tier level. Once the centre has been licensed for
three years, a tier assessment will be made at the next renewal.

1. If the renewal is not on your screen, open the renewal then

» Tiered Licensing Information

click . The Tiered Licensing
Information window appears if applicable.

Exit

2. Click

You are done!
g I -
Your renewal application is submitted to the ministry. You
will receive a confirmation email.

» Your Program Advisor will review the information and contact
you if revisions or additional information are required (see page
26).

> You will receive an email when the licence has been renewed.
You must download and print the licensing documents. See page
146 for details.
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Renewing a Home Child Care Agency Licence

Introduction

When a home child care agency licence is expired, the licensee is
no longer legally authorized to oversee child care at more than one
home child care premises. The number of children receiving care
must be reduced to no more than 5.

All child care centre or home child care agency licences have an
expiry date. You can see the expiry date on your licence and it is
also visible in CCLS.

CCLS sends email reminders/alerts to licensees 3 months before
the licence expires, and regularly after that: 2 months, 1 month, 2
weeks, 7 days, and daily at 3, 2 and 1 day before the licence
expires. The email alerts are sent if the renewal application and fee
have not been submitted. If the application is submitted but not the
fee, the system will continue to send notifications until the fee is
received. The CMSM/DSSAB is also copied on the notification
beginning at seven days prior to expiry.

To request a licence renewal, a licensee must:

v' Submit a licence renewal application form (in CCLS);

v' Complete an attestation that the licensee is not prohibited
from operating a child care centre or home child care agency
(in CCLS);

v' Submit any other documentation required by the Minister;
and

v' Pay a licence renewal fee.

It is up to the licensee to make sure that the Ministry of Education
receives the renewal application and fee on or before the licence
expiry date. The fee has to be paid online when the renewal
application is submitted or sent by mail far enough in advance of
the expiry date so that it can be processed before the expiry date.
(Please allow at least 2 weeks for processing.) The renewal
application is not considered complete until the renewal application
and the fee have both been received and processed.

If a licence renewal application and the renewal fee are not
received and processed on or before the licence expiry date, the
licence will expire the next day.

When a home child care agency licence is expired, the licensee is
no longer legally authorized to provide child care at more than one
home premises. Requirements for unlicensed child care must be
met.
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The licensee also has to return the licence and decal by mail to the
Ministry of Education within 30 calendar days.

The Licensed Child Care Website (LCCW) displays issued and
suspended licences. A warning message will appear on LCCW
where the licensee has failed to submit a renewal application and
fee payment before the licence expiry date. If a licence is expired it
will be removed from LCCW. If the expired licence has been issued
reinstatement it will be displayed on LCCW again.

Once a licence expires, the licensee has two options:
1) Close the home child care agency permanently; or
2) Submit a request for the licence to be reinstated. For details

on reinstating a licence see page 183.

Step 1: Make sure your profile is up-to-date

1. Click i,

. } Profile Information
Click |

3. Review your profile. Edit your profile to change licence details
and upload PRC documentation as required. For details on how
to edit your profile see page 34.

The following fields cannot be changed:

Applicant / licensee type

Applicant / licensee name (corporation name, name of
individual or name of first nation)

First Nation

Corporation Number

Corporation Name

Is the corporation a co-operative corporation?

Is the corporation For-Profit or Non-Profit
Organization Type

4. Click . The Applicant / Licensee information

window appears.

5. Review / edit the information.

6. Click L=
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Step 2: If you have not started the renewal...

-
1. Click .

K ‘ } Renew a Licence‘

2. Clic

3. Read the Notice of Collection of Personal Information.

4. Click . A list of licences to be renewed appears.

Please select the licence you want to renew from the list below: Per Page
Licence Number Program Type Name of Child Address Licence Expiry
Care Centre [ Date
Home Child Care
Agency
57455 Home Child Care ABCD Agency 2 ¥yz, Markham, Feb 7, 2018 Select =
Agency OM, CA

5. Click Select>. The Licensing History window appears.

Step 3: If you have already started the renewal...

-
1. Click .

» View Active Licence Renewals

2. Click . The List of Active
Licence Renewal(s) window appears.

List of Active Licence Renewal(s) Per Page IE
Licence Program Type Name of Child Address Licence Expiry Status
Number* Care Centre [ Date
Home Child
Care Agency
57465 Home Child ABCD Agency 2 Xyz, Feb 7, 2018 Drraft Select =
Care Agency Markham, OM,
CA

3. Click Select> for the renewal you want to continue working on.
The Licence Renewal Details window appears. Continue to
Step 5.

Step 4: Complete the Licensing History Information

1. Answer the questions.
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2. Click . The Licence Renewal Details window

appears.

Step 5: Review and Revise the Information

1. Review and revise the information as required. If other changes
are required see the section entitled Updating Your Licensee
Profile page 34.

@Note: Only some information can be changed during a
renewal.
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List showing how fields can be edited during renewal:

Licensee Type
» Change the following information in the Profile module.
= Preferred Language of Correspondence
= |nitial Return
= |s the corporation carrying on business with a name
different than its corporate name?
= |s this corporation a multi-service corporation?

» The following information cannot be changed.
Licensee Type

Individual Name

First Nation Name

Corporation Number

Corporation Name

Is the corporation a co-operative operation?
For-Profit / Non-Profit

Organization Type

Directors/Officers
Chief / First Nation Members
» Change all information in the Profile module.

Police Record Check Documentation

» Change in the Profile module.
= For Directors / Officers of a Corporation
= For First Nation Child Care Manager
= For Individual Licensees

Licensee Information
» Change the following information in in the Profile module.
= Licensee Name
= Phone / Fax
= Licensee Email
= Website
= Contact Name, Title, Phone
Licensee Mailing Address
» Change all information in in the Profile module.

Agency Information
» Request a licence revision to change:
= Name of Agency

» The following information can be edited directly on the
screen.
= Agency Email
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=  Website
= Phone Numbers
=  Contact Name & Title

Agency Head Office Civic Address
» Request a licence revision to change:
= Agency Head Office Civic Address

Agency Mailing Address

» The following information can be edited directly on the
screen.
= All fields.

Operational Information

Program Options

» The following information can be edited directly on the
screen.
= Proposed Program Options.

Program Description

» The following information can be edited directly on the
screen.
= Language of Service

2. Click . The Supporting Documents window

appears.
This screen will be blank if you are not making any revisions.

3. Click . The Review Renewal Details window
appears.
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Step 6: Submit Your Renewal Application

Review and revise the information as required.

2. Click . The Declaration and Consent window
appears.

Declaration and Consent

I declare that all information provided in connection with this application is true, accurate and complete and I give
my consent to the indirect collection and disclosure of personal information for the purposes of administering and
enforcing the CCEYA.

I confirm that I am not prehibited from operating a child care centre or a home child care agency under s. 9 of the
Child Care and Early Years Act, 2014.

1 agree (1 pisagree

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

<Previous Exit Proceed to Renewal Fee Payment

If you agree with the declaration select the | Agree radio
button.

. Proceed to Renewal Fee Payment>
Click | ¥

. The Fee Payment
window appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees

176



LICENCES

Renewing a Home Child Care Agency Licence

Step 7: Remit Fee Payment

The amount of the renewal is based on the following fee table if the
renewal application is submitted on or before the expiry date:

Number of Fee for a new Fee for renewal

premises licence
0-25 $200
26-50 $250
51-75 $300
76-100 $350
101-125 $400

126 or more  $450

of a licence
$100
$120
$140
$170
$200
$230

Licence
revision fee
$50

$65

$75

$90

$100

$115

Figure 2: Home Child Care Agency Fee Table

Please note that the payment amount is subject to change. Please
refer to the payment amount on CCLS.

1. Read the information on the window.

. Continue with Credit Card
2. Click

message appears.

Message from webpage

You are about to leave the CCLS application to complete payment.
Click 'OK' to continue or 'Cancel’ to return,

| Cancel

. A confirmation

3. Click to continue. The Order Summary window appears.
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Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT ~ mstercard =g

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at is powered by WORLDLIMNE &

Make Payment

Make Payment
4. Click . You will be re-directed to the payment
portal.
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PAYMENT INFORMATION

$200.00 CAD

Name on carc

Card number

01 v 2024 v | Cardcv

Submit payment

C

Cancel payment

)

Visa and Mastercard are accepted.

5. Enter the payment information.

i Submit Payment
6. Click )

7. You will be re-directed to CCLS.

o

appears.

Click . The Home Child Care Premises window
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Step 8: Review the Home Child Care Premises

Home > Renew a Licence > Home Child Care Premises =

Home Child Care Agency: ABCD Agency | Licence #: 57455 | PA: Vijay Naidu |

Pleasa raview the Home Child Care Locations details the ministry has on filz for this Home Child Care Agency .
Plezse make any updates in Manage Home Child Care Premises

Humber of Premises

List of Home Child Care Premises

Provider Last Provider First Provider Phone Home Child Care Location Address

Status
Name Name Number
Xy Janet 55 Xyzz Markham Ontario Active
<Previous Exit Next>

1. Review the information. If updates are required (adding a
premises, deactivating, etc.) click Manage Home Child Care
Premises and follow the steps starting on page 272.

2. Click . The Staffing Information window appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees 180



LICENCES
Renewing a Home Child Care Agency Licence

Step 9: Review the Staffing Information

Please review the home visitor information the ministry has on file for this Home Child

Care Agency .
Please make any updates in the Administration module:
Click Manage Staff Information >

Registered Early
Childhood Educator
{RECE) Home Child

Last Name First Name Date of Hire Status Primary RECE Director Director
Position Number Approval Approval
Status Details
Zzzzz Ida 02/01/2018  Active Registerad Early 1212 Approved Selact =
Childhood
Educator
(RECE) Home
Child Care
Visitor
Hzxx Helen 01/01/2018  Active Registerad Early 2222 M A A

Home Visiters Information

Home Child Care Home Child Care visitor Resource Teacher Total
wvisitor with Child and with other gualifications
Family Studies (otherwise approved)

credentials

o] o 0 2

Care Visitor

List of Home Visitors

Childhood
Educator
(RECE) Home
Child Care

Wisitor

<Previous Exit

1.

Review the staffing information. If information needs to be
updated, (e.g., adding / deactivating a staff member, changing a
staff member’s position), click Manage Staff Information> then
follow the instructions starting on page 258.

Click . The Licence Inspection Overview window
appears.

Step 10: Review the Licence Inspection Overview

2.

Inspection details including licence inspection documents and
any non-compliances can be found on this page. This page will
be made available for you once the inspection is conducted.

If you need to upload documentation addressing a non-
compliance. Follow the instructions under Uploading Required
Compliance Documents.

If the renewal is not on your screen, open the renewal then

» Licence Inspection Overview

click . The Licence Inspection
Overview window appears if applicable.

Click . Your home page appears.
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You are done!

M Your renewal application has been submitted to the
ministry. You will receive a confirmation email.

» Your Program Advisor will review the information and contact
you if revisions or additional information is required (see page
26).

» You will receive an email when the licence has been renewed.
You must download and print the licensing documents. See
page 146 for details.
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Reinstating an Expired Licence

Introduction

Process

If a licence is not renewed in time, the licensee has two options:

1) Close the child care program permanently; or
2) Submit a request for the licence to be reinstated.

@ Note: The request for reinstatement must occur within 30

days of expiry.

-
Click )

} Renew a Licence

Click . The Notice of Collection of
Personal Information window appears.

Read the notice then click .

The list of licences appears.

Please select the hcence you want to renew from the lst below!: Per Page |10 v
Licemce Mumber Program Type Mame of Child Address Licence Explry
Care Centra [ Cate
Home Child Care
Agency
11111 Homa Child Care | Triple P Agency 2 ¥xx, Markham, | Jan 18, 20181 Flequest Eo
Agamey ON, TA Fanatate >

5. Click Request to Reinstate>. A message appears.

Homae Child Care Agency: Trigls P Agency | Licence #:11111 | PA: |om Aovsa

Undwer tha OCEYA, the tarm of & licence i desmed to be sxtended iF a bcenses has appled for the renewal of a
licenoe bafore the expiry date by:

completing and submitting the renewal application form

paying the renewal fes

completing an attestation that the licenses iz not prohibited from operating a home child care agency under
saction 9 of the CCEYA; and

submitting say othar documantation of information ppetifiad By the Minigtar.

Thie hema child care licanies axpired ¢n Jan 18, 2018 becavis tha Eence ranewal applicatien snd’er ranawal fes
ware not submitted on or before the loence sxpiry date. You are therefore no longer permitted to coordinate child
care at reore than ore homae child care premises.

submequant pages and submit the fee specified sccording o Column 2 of the table @ section 81 (2) of O. Reg.

Click "Hext” to submit 8 reguest to reénstate your expired child care licensce, or click "Exit’ to wxit this page.

IF oy with 5o cleds your homa child care Boancy, plaaie contact your program sdviior.

Exit Haxt>

If you wish to reinstate your child care licence, you must complete and submit the reinstatemant request form on the
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6. Read the message then click . The Licensing

History window appears.

The information required is the similar to a renewal with the
following exceptions:

» A window appears asking for additional Information.
» The fee payment amount for a reinstatement is the same as

a new child care centre / home child care agency:

Maximum number Fee for a Fee for renewal Licence

of children new licence of alicence revision fee
0-24 $200 $100 $50

25-49 $250 $120 $65

50-74 $300 $140 $75

75-99 $350 $170 $90
100-124 $400 $200 $100

125 or more $450 $230 $115

Figure 1: Child Care Centre Fee Table

Number of Fee for a new Fee for renewal Licence

premises licence of a licence revision fee
0-25 $200 $100 $50

26-50 $250 $120 $65

51-75 $300 $140 $75

76-100 $350 $170 $90
101-125 $400 $200 $100

126 or more  $450 $230 $115

Figure 2: Home Child Care Agency Fee Table

Please note that the payment amount is subject to change.
Please refer to the payment amount on CCLS.

For a Child Care Centre licence reinstatement: See the
instructions starting on page 161, Step 4.

For a Home Child Care Agency reinstatement: See the
instructions starting on page 172, Step 4.
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Revisions

Before you Begin

@ Note: Before requesting a revised licence, contact your
Program Advisor to discuss the particulars of your request.

You can request a licence revision at any time (for example, before
or after submitting a licence renewal application or at any time
during the licensed period).

Revising a Child Care Centre Licence

Step 1: Start the Revision and Select the Type

-
1. Click .

b Request a Revised Licence

2. Click . The Search for a Licence

window appears.

3. Search for and open the licence you would like to revise. The
Licence Revision Request Type window appears.

Licence Revision Reguest Type

Are you requesting a revision to your licence to (check those that apply)?
[ Change the licensed capacity and/or licensed space

= Change the Program Option/duration

[[] change the name of the Child Care Centre

Exit Next

Step 2: Indicate the Changes Required

Changing the licensed capacity and / or licensed space (if required)

Change the licensed capacity and / or licensed space: Select
this option for a licence revision that involves any change in primary
and / or alternate capacity, or any change in licensed space.
Changes to licensed space include adding, removing, and / or
changing a currently licensed room / space (e.g., sleep areas, other
required areas, and playgrounds). This selection does not
include any other revision request types. Select all the revision
request types desired.

@Note for programs located in a Publicly-Funded School
(PFS): A licence revision request is required for changes to
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capacity for kindergarten and school age groups in the PFS, or
where the room is not shared with the PFS (i.e., the room is
dedicated space).

1. Select the “Change the licensed capacity and / or licensed
space” check box. The Licensed Capacity — Age Group
Schedule window appears showing your current schedule(s).

Wl Change the licensed capacity and/or licensed space

Licensed Capacity - Age Group Schedule

Current Schedules: Schedule 1 and Schedule 4
Proposed Schedules: Schedule 1 and Schedule 4 K4

2. Select the proposed schedule(s).

& Warning: If you have requested to change the schedule
type, you will receive an error message if the age groups you
have entered no longer match the schedule type. For example,
if your current licence is Schedule 1 and 4 and you are
requesting to change it to Schedule 1, you must edit the rooms
with family age group to remove all the family age group
capacities.

3. Click . The Licence Revision Details window

appears. You will be able to view your current licence’s space
information on this page.

4. To make edits to your primary and alternate capacities, view the
Revised Primary Capacity and Revised Alternate Capacity
tables.
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Click "Edit" to identify changes to currently licensed room(s)/space(s), and/or changes to primary and
alternate capacities. "Add” / "Remove” rooms as required.
Revised Primary Capacity
Schedule 1
Room Name Floor Level Age Group Age Range Capacity Action
Preschool Room Basement Preschool 30 months up to 6 years 24 Remove
Total Revised Capacity 24
Add Room
Revised Alternate Capacity *
Schedule 1
Infant Toddler Preschool Kindergarten Primary/Junior Junior School
Floor (under 18 (18 mths up (30 mths up (44 mths up toSchool Age Age
Room Name
Level mths) to 30 mths) to 6 yrs) 7 yrs) (68 mths up to 13 (9 yrs up to 13
yrs) yrs)
Preschool Room Basement 10 15 N/A 15 22 10

(Partial window only)

Review the rooms / spaces and edit / add / remove them as
required.

5. If you would like to add a room, click Add Room >. The the
“Add Room for Primary and Alternate Capacity” box appears.

Add Room for Primary and Alternate Capacity *

Floor Level #
Primary Age Group * | Flease select ... v |
Primary Capacity # This number must be greater than 0 :

Age Group Age Range Alternate Capacity

Infant under 18 months : max. 10
Toddler 18 months up to 30 months : max. 15
Preschool 30 months up to 6 years : max. 24

Alternate Capacity *
Kindergarten 44 months up to 7 years : max. 26
Primary/Junior
v/ esmonthsupto13years [ | max.30
School Age
Junicr School Age 9 years up to 13 years : max. 20
Family Age Group under 13 years : max. 15
Will this room be operating 6 hours or more in a day? * Oves O nNo

Is this room shared and used by the school for instructional
purposes? #

~y

O vYes O No

Add Room>
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(This window may look different depending on the schedule you
selected previously, and whether your centre will be located in a
Publicly-Funded School)

““"Tip: Definitions for licensed, primary, alternate, and total
capacity can be found on the Terms and Acronyms page.

6. Enter the room name, floor level, primary age group,
and primary capacity for the child care room.

@Note: All age groups have a capacity limit. This means that
there is a maximum number of children in that age group that
can be cared for in the room at a time. The capacity limit for
each group is noted in blue font beside each alternate capacity
free-form text field (box).

& Warning: Room names must be unique. The room name
and floor level will be locked and cannot be changed once your
Program Advisor begins a licence inspection.

& Warning: Child care rooms on or above the third floor
require Director Approval. Please contact your Program Advisor
for more information.

& Warning: The primary capacity cannot be O.

@Note for programs located in a Publicly-Funded School
(PFS): When entering information into the Primary and
Alternate Capacity tables for Kindergarten and School age
groups located in shared space in the school, you may enter a
generic room name (e.g., kinder room 1, school age group 1).
All rooms that will be used for these groups must be listed on
the signed Shared Space Confirmation form.

7. Enter the alternate capacities you want to have in this
room.

““"Tip: If there is an age group you do not want as an alternate
capacity or you do not want any alternate capacities, enter “0” in
the alternate capacity free-form text field (box).

& Warning: The primary age group cannot also be an
alternate age group. The primary age group will be listed as N/A
in the alternate capacity section.

& Warning: An alternate capacity cannot be greater than
the primary capacity. As you enter alternate capacities, you may
need to update the primary age group / capacity to ensure it has
the greatest capacity.
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8. Answer the question(s) using the radio buttons.

@Note: “Is this room shared and used by the school
for instructional purposes?” will only display if you
indicated that the centre will be located in a Publicly-
Funded School.

9. Click Add Room >.

@Note: The information you entered in the “Add Room for

Primary and Alternate Capacity” box will then populate in the

“‘Revised Primary Capacity” and “Revised Alternate Capacity”
tables.

(®Note: The total capacity is calculated automatically. It is the
sum of the primary capacity for all the rooms in the proposed
child care centre.

& Warning: If you selected Schedule 1 and 4 as your
schedule type but do not have any family age group capacities
in your application, you will need to change the schedule type to
Schedule 1. If you selected Schedule 1 and 4 as your schedule
type but only have family age group capacities in your
application, you will need to change the schedule type to
Schedule 4.

If you need to change any of the information in these tables,
click Edit, and the information will populate in the “Edit Room for
Primary and Alternate Capacity” box for you to update (see
previous page for information).

Once you are done making updates, click Add Room >.

If you need to remove a room, click Remove. The information
for the room will be deleted from “Revised Primary Capacity”
and “Revised Alternate Capacity” tables, and any sleep areas
for the room will also be removed (see next page for sleep
areas information).

& Warning: Review existing (already licensed) rooms
carefully before deleting a room. If you accidentally delete an
existing room, the action cannot be undone. You will need to
add the room again and CCLS will treat it as a proposed room.
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Rooms operating LESS than 6 hours in a day:

Room A

Rooms NOT shared and used by the school for instructional purposes:

Room A

@Note: The rooms that you indicated will not be 6 hours or
more in a day, and the rooms you indicated are not shared and
used by the school for instructional purposes will populate in the
sections above.

@Note: The “Rooms NOT shared and used by the school for
instructional purposes” section will only display if you indicated
that the centre will be located in a Publicly-Funded School.

If you need to change any of the information in these sections,
find the applicable room in the “Revised Primary Capacity” table
then click Edit. The information will populate in the “Add Room
for Primary and Alternate Capacity” box for you to update (see
previous page for information).

Once you are done making updates, click Add Room >.

Will the family age group serve children younger than 24 months? *

Room A O ves O No

10.Rooms that you indicated will have family age group (as a
primary or alternate capacity) will populate in this section. Use
the radio buttons to indicate whether or not the family age group
in each room will serve children younger than 24 months.
@Note: This section is only applicable to Schedule 4, and
Schedule 1 and 4 applications.

Review the sleep areas and edit / add / remove them as
required.

Follow the steps below if you would like to add a sleep area:
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Sleep Area

Sleep Area is associated with
which room?

Sleep Area Name Floor Level Action

Sleep Room 1 | [ Floor 1 v|  [RoomA v| | Remove

Add Sleep Area>

@ Note: Sleep areas are required for rooms that have the
following primary or alterante capacity: infant or family age
group (with children under 24 months). These rooms may
populate in the Sleep Area section. You will need to enter
information for the pre-populated sleep areas.

11.Enter the room / area name for the sleep area in the first column
(“Sleep Area Name”).

12.Select the floor level for the sleep area by clicking the drop-
down menu in the second column (“Floor Level”).

13.Select the child care room that the sleep area will be used for by
clicking the drop-down menu in the third column (“Sleep Area is
associated with which room?”).

Save

14.Click

Repeat the steps above for any other pre-populated sleep
areas.

If you would like to add another sleep area, click Add Sleep
Area > and then repeat the steps above.

If you would like to remove a sleep area, click Remove.

If you need update a sleep area, simply update the information

Save

in the section and click at the bottom of the page.

& Warning: Sleep areas on or above the third floor require
Director Approval. Please contact your Program Advisor for
more information.

Review the other required areas and edit / add / remove
them as required.

Follow the steps below if you would like to add an other required
area:
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Other Requirad Area

Room Mams Floor Lewel Area Typa
Room P i = Slafl Heom - REime
Fooam G 1 - Oifica = Remaye

Add Other Requined Area =

15.Click Add Other Required Area >.

16.Enter the room / area name for the other required area in the
first column (“Room Name”).

17.Select the floor level for the other required area by clicking the
drop-down menu in the second column (“Floor Level”).

18.Select the area type by clicking the drop-down menu in the third
column (“Area Type”).

Save

19.Click

If you would like to add another sleep area, click Add Other
Required Area > and then repeat the steps above.

If you would like to remove a sleep area, click Remove.

If you need update an other required area, simply update the

information in the section and click save at the bottom of the

page.

Review the playgrounds and edit / add / remove it as
required.

Follow the steps below if you would like to add a playground:

Playground
i Fixed i
Playground Location Age Group 3 Action
equipment?
Infant
Toddler
- P @ ves
[at ground level and adjacent to the building VI Preschool On Remove
o
Family Age Group
Add Playground>
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20.Click Add Playground >.

21.Select the location of the playground by clicking the drop-down
menu in the first column (“Playground Location”).

22.Indicate the age groups that will use the playground by using
the check boxes in the second column (“Age Group”).

@Note: Only the age groups in your “Revised Primary

Capacity” and “Revised Alternate Capacity” tables will appear in
this column.

23.Indicate whether the equipment on the playground will be fixed
by using the radio buttons in the third column (“Fixed
equipment?”).

Save

24 .Click

If you would like to add another playground, repeat the steps
above.

If you would like to remove a playground, click Remove.

If you need update a playground, simply update the information in

the section and click v at the bottom of the page.

@ Note: Child care centres operating for six hours or more in a
day are required to have an outdoor play space (i.e.,
playground).

& Warning: Outdoor play spaces (i.e., playgrounds) not at
ground level or non-adjacent to the child care centre require
Director Approval. Please contact your Program Advisor for
more information.

25.Click . The Licence Revision Details window
appears.
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Licence Revision Details

Proposed date of change: * ,
Exx 28/04/2012

Please provide a description of all the
proposed change(s) to the licence

Are you planning renovations? * ez No

Are you planning changes to the ez No
playground? *

CWELCC Information

This program is NOT currently enrclled in CWELCC
Are you intending to apply for CWELCC funding?: *

Previous Exit Save Save & Next

26.Enter the information.

27.1f you are not enrolled in CWELCC, use the radio button to
indicate whether or not your program intends to apply for
Canada-wide Early Learning and Child Care (CWELCC)
funding.

@Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.
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Changing the program option/duration (if required)

Change the program option / duration: This may include
changing the program duration (for example, switching from a half-
day program to a full-day program; switching from a full-day
program to a before- and/or after-school program). This selection

does not include any other revision request types. Select all

the revision request types desired.

1.

2.
3.

4.
5.

Select the “Change the Program Option / Duration” check

box. The window expands. You will see your current program

options.
M Change the Program Option/duration
Current Program Options
~|Full Day(& hours or mere in a day) Before schoal Extended hours{more than 12 hours)
Half day{Less than & hours in a day) After schoo Cwernight
Proposed Program Options
Full Day(6 hours or mors in & day) [JBefore schoal [ Extended hours{more than 12 hours)
[CHalf day(Less than & hours in a day) [ After school O owvernight

Select your Proposed Program Options on this screen.

Click . The Licence Revision Details window

appears.
Licence Revision Details
Proposed date of change: * )
Exx 28/04/2012
Please provide a description of all the
proposed change(s) to the licence *
P
Are you planning renovations? * ez Mo
Are you planning changes to the ‘ez No
playground? =
CWELCC Information
This program is NOT currently enrclled in CWELCC
Are you intending to apply for CWELCC funding?: * ve o
Previous Exit Save Save B Next

Enter the information.

If you are not enrolled in CWELCC, use the radio button to
indicate whether or not your program intends to apply for
Canada-wide Early Learning and Child Care (CWELCC)
funding.
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@Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.

Changing the Child Care Centre Name (if required)

Change the name of the child care centre: Any changes to the
official name of a child care centre require a new business name
registration which will be required as part of this request. This
selection does not include any other revision request types.
Select all the revision request types desired.

1. Select the “Change the name of the Child Care Centre”
check box.

2. Click . The next window to appear depends on the

other revisions you are requesting. If this is the only change, the
Licence Revision Details window appears.

Licence Revision Details

Proposed date of change: ® ,
Ex: 28/04/2012

Please provide a description of all the
proposed change(s) to the licenca®

Current Child Care Centre Mame: Seaclings Child Care Centrs

New Child Care Centre Name* |

CWELCC Information

This program is MOT currently enralled in CWELCC
Are you intending to apply for CWELCC funding?: *

Previous Exit Save Save B Next
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3. Enter the information.
4. Enter the information about the name change.

5. If you are not enrolled in CWELCC, use the radio button to
indicate whether or not your program intends to apply for
Canada-wide Early Learning and Child Care (CWELCC)
funding.

@Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.

Step 3: Submit the Revision Request

1. Click . The Review Revision Details window
appears. It summarizes all the information that you have
entered for the licence revision request.

Review Revision Details

Expand | Collapse B nrink

Licence Revision Request Type ¥ Revise

Licence Revision Space Information ¥ Revise

Licence Revision Details ¥ Bevise

Withdraw Revision Request

<Previous Exit Submit
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(The window contents will vary depending on the type of
revision(s) requested.)

2. Review the information and make changes if required.

3. To withdraw your revision request:

. Withdraw Revision Request . .
3.1.Click . A confirmation message

appears.

Message from webpage u

I.-"'_"\-. You have selected to withdraw your licence revision request. Please
WY note: withdrawin this application will delete all asseciated supporting
documents. Click OK to proceed with this action.

| ok || Concal |

3.2.Click to withdraw the revision request.

4. To submit the revision request:

4 1.Click . The Declaration and Consent window

appears.

Declaration and Consent

I daclare that all informiation provided in connection with this request is true, accurate and complete and I give my
consent to the indirect collection and disclosure of personal information for the purpeses of administering and
enforcing the Child Care and Early Years Act, 2014 [CCEYA).

I confirm that I am not prohibited from operating a child care centre or 2 home child care agency under s. 9 of the
CCEYA,

I understand that the Ministry will share the information included in this revision request with all
service system managers listed in my revision in order to obtain advice from the service system
manager in relation to enrollment in the Canada-Wide Early Learning and Child Care {CWELCC) system
for the purposes of subsection 13.1 (3] of 0. Reg. 127/15. (Not applicable to First Nations on-reserve)

I understand where I am not currently enrolled in CWELCC and have indicated as part of my revision that I wish to
enroll in CWELCC, that the advice provided by a Service System Manager for the purpeses of 5.13.1 of 0. Reaq.
137/15 will be based on the information the Service System Manager has at the time. This advice does not
constitute a decision or promise made with respect to enrollment in the CWELCC systam.

9] I Agree 1 Disagree

Notice: It is an offence under the Child Care and Early Years Act. 2014 to knowingly give false or
misleading information.

Previous Exit Submit Revision to S5M
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(Your window may look different.)

4.2.If you agree with the statement, click the “| agree” radio
button.

4.3.Your next step will depend on if you are currently enrolled in
the CWLECC system or how you responded to the “Are you
intending to apply for CWELCC funding?” question:

4.3.1. If you are enrolled in CWELCC or have indicated that
you are intending to apply for CWELCC funding, the
revision request will be submitted to the SSM for advice.

Submit Revision to 55M

Click

@Note: If you are only requesting to change the
name of your child care program, you will not need to
submit the revision request to the SSM.

4.3.2. You are done for now!

@ Note: After the SSM provides CWELCC advice, the
revision request will be returned to you, and you will need to
pay the initial deposit before submitting the revision request
to the Ministry. (once you receive an email that CWELCC
advice has been provided, read Step 4: Reviewing CWELCC
advice to continue)

4.3.3. If you are not enrolled in CWELCC and are not
intending to apply for CWELCC funding, the revision
request will be submitted to the Ministry.

Click  ProceedtobepositPayment  The [njtial Deposit
window appears. (skip to Step 5: Remit Initial Deposit

Payment)
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Step 4: Reviewing CWELCC Advice

Once you receive an email that CWELCC advice has been
provided, you will need to review your revision details.

The revision request can be found under the “In Process Items”
section of your dashboard, or under “View Active Licence
Revisions” on your left navigation panel. Go to either of these
locations and click Select or Select Revision.

1. You will be taken to the Review Revision Details page.
Read the information on the page, particularly the
Operational Information section to review the CWELCC
advice status.

(®Note: The SSM may have left you a comment. Use the left
navigation panel to visit the the Operational Information page
and verify if there is a comment in the History of SSM /
Licensee Comments section.

If necessary, enter a comment in the Comments to SSM free-
form text field then click Add >. Use the left navigation panel to
return to the Review Revision Details page

Operational Information « Revise
CWELCC Funding Information

Are you intending to apply for CWELCC funding?: Yes

Consolidated Municipal Service Manager/District Social
Services Administration Board

CWELCC Advice Status

City of Brantford Denied

Program does not align with the SSM directed
growth plans (ss. 77.3(2)(c))

2. Optional: If you need to update information, click Revise on the
applicable section and update the information.

@5 Warning: Updating the program options / duration, and / or
licensed capacity (primary and alternate capacity), may trigger
the CWELCC advice status to be reset and require new SSM
advice.

If your CWELCC advice status is reset: Use the left navigation
panel to go to the SSM on the Operational Information page.
Add a comment to the SSM on the Operational Information
page. Enter a comment in the Comments to SSM free-form text
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field, then click Add >. Return to Step 3: Submit the Revision

Request for details on submitting the revision to the SSM.

3. Your next step depends on your CWELCC enrollment and

advice status:

3.1.1f your CWELCC advice status is approved, click

Mext

appears.

3.1.1.If you agree with the statement, click the “I agree”

radio button.

3.1.2.Click |__ProceedtobepositPavment | then skip to Step 5:

Remit Initial Deposit Payment.

. The Declaration and Consent window

3.2.1f your CWELCC advice status is denied, you can either:
re-submit the application to the SSM for new advice, or no
longer intend to apply for CWELCC funding (if you are not
enrolled in CWELCC). Decide your preferred option and

follow the applicable path below:

@Note: Licensees enrolled in CWELCC must have an
approved CWELCC advice status to proceed with the

revision request.

3.3.If you would like to re-submit the application to the SSM:

3.3.1.Optional: Click Revise on the sections of your

Save

application you would like to update. Click
any page you make changes on.

on

3.3.2.Use the left navigation panel to go to the SSM on the
Operational Information page. Add a comment to the

SSM on the Operational Information page. Enter

your comment in the Comments to SSM free-form text

field then click Add >.

Save

3.3.3.Click

3.3.4.Use the left navigation panel to go to the Review

Save & Next

Revision Details page. Or click until you
reach the Review Revision Details page.
_ Next ,
3.3.5.Click . A new window appears.
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3.3.6.Select “Submit revision to the SSM”.

3.3.7.The Declaration and Consent window appears. If
you agree with the statement, click the “I agree” radio
button.

Submit Revision to 55M

3.3.8.Click

3.3.9.You are done for now!

@Note: After the SSM provides CWELCC advice, the application
will be returned to you, and you will need to pay the initial deposit
before submitting the revision request to the Ministry. (once you
receive an email that CWELCC advice has been provided, read
Step 4: Reviewing CWELCC advice to continue)

3.4.1f you no longer intend to apply for CWELCC funding (only
if you are not enrolled in CWELCC):

3.4.1.Click Revise on the Operational Information
section. On the Operational Information page, use
the radio button to change your response to “Are you
intending to apply for CWELCC funding?” to “No”.

Save

3.4.2.Click

3.4.3.Use the left navigation panel to go to the Review

Revision Details page. Or click cave s et until you

reach the Review Revision Details page.

Next
3.4.4 Click c . The Declaration and Consent

window appears.

3.4.5.1f you agree with the statement, click the | agree radio
button.

3.4.6.Click [__Proceed fo beposit payment | thap skip to Step 5:
Remit Initial Deposit Payment.
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Step 5: Remit Initial Deposit Payment

Maximum number Fee for a

of children new licence
0-24 $200

25-49 $250

50-74 $300

75-99 $350
100-124 $400

125 or more $450

Figure 1: Child Care Centre Fee Table

Fee for renewal Licence

of a licence
$100
$120
$140
$170
$200
$230

revision fee

$50
$65
$75
$90
$100
$115

Please note that the initial deposit payment amount is subject to
change. Please refer to the payment amount on CCLS.

1. Read the information on the window.

2. Click

Continue with Credit Card

message appears.

Message from webpage

E

_,-'I Click 'OK' to continue or 'Cancel' to return.

A Vou are about to leave the CCLS application to complete payment.

l

ok ||

Cancel ‘

. A confirmation

3. Click to continue. The Order Summary window appears.
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Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT mastercard.

Accepted payment methods include Visa, Visa Debit, Mastercard and Debit
Mastercard.

Note: You now have 15 minutes in which to complete your payment.
You will be redirected to a secure website for payment processing. Please do not
click the browser Back button, close or reload your browser until this process is

complete.

Afterwards, you will be redirected back to the Province's website.

Make Payment
4. Click . You will be re-directed to the payment
portal.
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You are paying: $200.00 CAD

Mame on card

Card number

Ontario accepts credit and debit cards. VISA .

Expiration date

Enter the month and year. For example, 08 / 27
MM YY

Security code (CVV)

~ Where do | find this?

[]

Note

Please do not click the browser Back button, close or reload your browser until this process is
complete. Afterwards, you will be redirected back to the Province's website.

Cancel Payment Submit Payment

5. Enter the payment information.

i Submit Payment
6. Click —

7. You will be re-directed to CCLS.

8. The Supporting Documents window appears.
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Step 6: Submit Supporting Documents (if required)

@Note: The supporting document page will be made available for
you to upload the supporting documents related to your licence
revision request once your deposit payment has been submitted
and received by the Ministry of Education.

@Note: A licensee can submit new PRC documents in the profile
section at any time. For details see page 34.

1. Open the revision.

2. Click 2 Supporting Documents | 1o yhitia] Documents to

Submit window appears.

Initial Documents to Submit
Document Type Date Status Status Date
Submitted
List of play materials, equipment and Mot Applicabls Jan 5, 2018 Select =
furnishings
Updated Parent Handbook Mot Applicabls Jan 5, 2018 Select =
Program Statement Mot Applicabls Jan 3, 2018 Select >
Floor plan Mot Applicable Jan S, 2018 Select =
Site plan Not Applicabla Jan 9, 2018 Select >
Combined floor and site plan Not Applicabla Jan 8, 2018 Select >
Zoning approval Mot Applicabls Jan 3, 2018 Select =
Playground plans Not Applicable Jan 3, 2018 Select =
Sample menu Not Applicabla Jan 9, 2018 Select >
Waiting list pelicy Not Applicabla Jan 8, 2018 Select >
Sleep Supervision Policy Mot Applicabls Jan 3, 2018 Select =
Process for Monitering Compliance and Not Applicable Jan 3, 2018 Select =
Contraventions
Playground safety paolicy Mot Applicabls Jan 5, 2018 Select =
Program Statement Implementation Mot Applicabls Jan 5, 2018 Select >
Policy
Emergency Management Policy Not Applicable Jan 3, 2018 Select >
Parent Issues and Concerns Pelicy Mot Applicable Jan g, 2018 Select =
Add Additional Document =
Additional Documents to Submit
Document Type Date Status Status Date
Submitted
Health approval Mot Applicabla Jan 9, 2018 Select >
Fire Code Approval Not Applicabla Jan 9, 2018 Select >
Building approval Upload
Document =
Add Additional Document =

3. Submit the supporting documents indicated. If you have
questions about whether certain documents are required,
contact your Program Advisor. For details on how to upload a
document see page 21.

4. cliok | =

» Your revision request is sent to the ministry.
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» Your Program Advisor will review the request and supporting
documents and will contact you if revisions and / or additional
information is required.
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Step 7: Pay the Fee Balance (if required)

@Note: You will be notified by email if / when a fee balance is
required. A fee balance will be requested if a site visit is required to
process the licence revision. The fee balance is your outstanding
balance, after the initial deposit amount has been subtracted.

Maximum number Fee for a Fee for renewal Licence

of children new licence of a licence revision fee
0-24 $200 $100 $50

25-49 $250 $120 $65

50-74 $300 $140 $75

75-99 $350 $170 $90
100-124 $400 $200 $100

125 or more $450 $230 $115

Figure 1: Child Care Centre Fee Table

Please note that the payment amount is subject to change. Please
refer to the payment amount on CCLS.

Your revised licence will not be issued until the pending fee balance

is submitted and processed.

1. Open the licence revision.

2. Click . The Fee Payment window appears.
3. Read the information on the window.

4‘ C|ICk Continue with Credit Card ) A Confirmation

message appears.

Message from webpage | @ |

You are about to leave the CCLS application to complete payment.

s
Y Click 'OK' to continue or 'Cancel' to return,

| Cancel

5. Click to continue. The Order Summary window appears.
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Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT ~ mstercard =g

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at is powered by WORLDLIMNE &

Make Payment

Make Payment
6. Click . You will be re-directed to the payment
portal.
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PAYMENT INFORMATION

$200.00 CAD

Name on car
Card number

01 - 2024 A Card cvd

Submit payment
< Cancel payment )

Visa and Mastercard are accepted.

7. Enter the payment information.

.
8. Click )

9. You will be re-directed to CCLS.

Next Steps

» The Director will review your revision.

» If your revised licence is approved and issued by the Director,

you are required to print your licensing documents. (See page
146 for details.)
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Revising a Home Child Care Agency Licence

Step 1: Start the Revision and Select the Revision Type(s)

-
1. Click .

. } Request a Revised Licence .
2. Click a . The Search for a Licence

window appears.

3. Search for and open the licence you would like to revise. The
Licence Revision Request Type window appears.

Home = Licence Revision Request Type = Licence Revision Regquest Type =

Licence Revision Request Type

Are you requesting a revision to your licence to (check those that apply)?
[l Change the Program Option/duration

[ Change Agency Civic Address

[l change the number of approved homes (increase/decraase)

[l change the name of the Home Child Care Agency

Exit Mext

Step 2: Indicate the Changes Required

Changing the program option / duration (if required)

Change the program option / duration: This may include
changing the program duration (for example, switching from a half-
day program to a full-day program; switching from a full-day
program to a before- and/or after-school program). This selection
does not include any other revision request types. Select all
the revision request types desired.

1. Select the “Change the Program Option/Duration” check
box. The window expands. You will see your current program
options.
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2.

3.

B4 Change the Program Option/duration
Current Program Options
~|Full Day(& hours or mere in a day) Before schoel Extended hours{more than 12 hours)
Half day{Less than & hours in a day) After schoo Owernight

Proposed Program Options

Full Day(& hours or mere in a day) [l eefore schoal [ extended hours{more than 12 hours)
[CHalf day{Less than 6 hours in a day) [ After schoo! [ overnight

Select your Proposed Program Options on this screen.

Click [_===»= | The Licence Revision Details window
appears.

Agency location?: *

Licence Revision Details

Proposed date of change: *

Please provide a description of all the
proposed change(s) to the licence *

Will you be providing home care at

Ex: 28/04/2012

Yes ' Mo

4.
5.

Enter the information.

If you are not enrolled in CWELCC, use the radio button to
indicate whether or not your program intends to apply for
Canada-wide Early Learning and Child Care (CWELCC)
funding.

@ Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.
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Changing the agency civic address (if required)

Change the agency civic address: Select this option for a licence
revision that involves changing the agency head office address.
This selection does not include any other revision request
types. Select all the revision request types desired.

1. Select the “Change Agency Civic Address” check box. The
Licence Revision Details window appears.

Licence Revision Details

Proposed date of change: * )
Ex: 2B/04/2012

Please provide a description of all the
proposed change(s) to the licence *

Will you be providing home care at Ves ® Mo
Agency location?: *

2. Enter the information.

3. You will see your current agency head office civic address.
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Agency Head Office Civic Address
Address: Street #: Street Name: Street Type: Street Dir:
777 Bay

Unit Designator: Mo.

Extra Address Information:

City: Toronto

Province: Ontaric

Postal Code: M5G ZRZ

Consolidated Municipal City of Torento

Service Manager/ District :

Social Services

Administration Board:

Ward: Wward 11-University-Rosedale

Mew Agency Head Office Civic Address

Address: Strest Street Name: # Street Type: Strest Dir:
| I | v | ~

Unit Designator: | W | Mo | |

Extra Address Information: | |

City,/Municipality: * | |

Province: =

posal code: —

Consolidated Municipal Service

Manager/ District Social

Services Administration Motes! To find your local CMSM/DSSAB, click here

Board: *

Ward:* [Pleaszs select... W |

4. Enter the new agency head office civic address.

Field Notes and Tips

All fields: Do not type in all upper case.

@Note: More questions may appear depending on your
answers.

Consolidated municipal service manager / District social
services administration board (CMSM / DSSAB)

The CMSM / DSSAB, also known as Service System
Manager (SSM), is typically automatically mapped using
the postal code of the child care centre / home child care
agency location.

If the system is unable to map the CMSM / DSSAB using
the postal code, you will need to use the drop-down to
select the CMSM / DSSAB for your child care centre /
home child care agency.

Identifying your local CMSM / DSSAB will determine
which Ministry of Education Child Care Branch region
and office your application will be assigned to.
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. @Note: This section does not apply if the applicant
type is “First Nation”.

= If the CMSM / DSSAB does not automatically
populate and you do not know what to enter:
(i) Click the here link.

MNotes: To find your local CMSM/DSSAB, click here

A file download window appears.

() Click . A document appears to help you
determine the CMSM / DSSAB for your area.

(k) Scroll through the document and make note of the
Service System Manager for your area.

““"Tip: Search for the name of your town.
() Close the document (select FILE—> EXIT)

= |f the CMSM / DSSAB is City of Toronto, select the ward
where your child care centre will be operating.

5. If you are not enrolled in CWELCC, use the radio button to
indicate whether or not your program intends to apply for
Canada-wide Early Learning and Child Care (CWELCC)
funding.

@Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.

Changing the number of approved home child care premises (if required)

Change the number of approved home child care premises:
Select this option for a licence revision that involves changing the
number of approved home child care premises(increase or decrease).
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Licensees can also add or remove a CMSM / DSSAB under this revision
request type. This selection does not include any other revision
request types. Select all the revision request types desired.

1. Select the “Change the number of approved home child
care premises” check box. The Licence Revision Details

window appears.

Licence Revision Details

Proposed date of change: * .
Ex: 28/04/2012

Please provide a description of all the
proposed change(s) to the licence *

Will you be providing home care at
Agency location?: =

Yes @ Mo

2. Enter the information. Proceed to the Home Child Care
Premises Information.

Premises Information

Consolidated Municipal Service Manager/District Social

s S & Proposed Number of Homes =
Services Administration Board ©

City of Toronto Delete
Regional Municipzality of Durham 50 . Delete
Regional Municipality of York 50 Delete
[ Please select v [ ]
Previous Exit Save Save & Next

3. If you would like to change the number of home child care
premises, enter a number in the free-form text field.

4. If you would like to add a new CMSM / DSSAB, click the drop-
down and select a CMSM / DSSAB where you want to
operate home child care premises.

5. Enter the number of home child care premises you will be
operating in that CMSM / DSSAB area in the free-form text
field. Then click Add >.

If you would like to add additional CMSM / DSSABS, click the
next drop-down and repeat steps 3-4.

If you would like to remove a CMSM / DSSAB, click Delete.
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O Note: If you indicated that you will be providing home child
care at the agency head office location, the CMSM / DSSAB for
the head office location must be listed.

6. If you are not enrolled in CWELCC, use the radio button to
indicate whether or not your program intends to apply for
Canada-wide Early Learning and Child Care (CWELCC)
funding.

@Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.

Changing the Home Child Care Agency Name (if required)

Change the name of the home child care agency: Any changes
to the official name of a home child care agency requires a new
business name registration which will be required as part of this
request. This selection does not include any other revision
request types. Select all the revision request types desired.

1. Select the “Change the name of the Home Child Care
Agency” check box.

2. Click . The next window to appear depends on the

other revisions you are requesting. If this is the only change, the
Licence Revision Details window appears.
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Licence Revision Details
Proposed date of change: * Ex: 28/04/3013
wr 28,/04/201
Please provide a description of all the
proposed change(s) to the licence *
o
Will you be providing home care at Ves @ Mo
Agency location?: *
3. Enter the information.

Licence Revision Details
Proposed date of change: * — Ex: 28/04/2012

&= LU L S x: e ai
Please provide a description of all the hanging the nams. of thes hoss child cara

a 5‘ B - Nate ! e CNLlg )

proposed change(s) to the licence *
Will you be providing home care at the Yes ® No

agency head office location?: *

Current Home Child Care Agency Name: Robert's Home Child Care Agency

New Home Child Care Agency Name * Roberts Home Child Care Agency ]

4. Enter the information about the name change.

5. If you are not enrolled in CWELCC, use the radio button to
indicate whether or not your program intends to apply for
Canada-wide Early Learning and Child Care (CWELCC)
funding.

@Note: CWELCC advice does not constitute a decision or
promise made with respect to enrolment in the CWELCC
system. CWELCC applicants will still need to submit applicable
forms and enter contracts with their respective Service System
Manager to establish enrolment and funding.

@Note: Service System Managers may have a specified time
period where they are accepting CWELCC applications. Please
contact your local SSM directly for more information.

@Note: CWELCC funding is not applicable to child care
programs on a First Nation reserve in recognition of federal
funding provided under the Indigenous Early Learning and Child
Care Framework. Please contact your Band Office Administrator
for more information.
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Step 3: Submit the Revision Request

1. Click . The Review Revision Details window
appears. It summarizes all the information that you have
entered for the licence revision request.

Review Revision Details

Expand | Collapse ™ orint

Licence Revision Request Type ¥ Revise

Licence Revision Space Information ¥ Revise

Licence Revision Details ¥ Bevise

Withdraw Revision Request

<Previous Exit Submit

(The window contents will vary depending on the type of
revision(s) requested.)

2. Review the information and make changes if required.

3. To withdraw your revision request:

. Withdraw Revision Request . .
3.1.Click . A confirmation message

appears.

Message from webpage u

I.-"'_"\-. You have selected to withdraw your licence revision request. Please
V' note withdrawin this application will delete all associated supporting
documents. Click OK to proceed with this action.

o [ G ]

3.2.Click to withdraw the revision request.
4. To submit the revision request, click . The Declaration

and Consent window appears.
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Declaration and Consent

I declare that all information provided in connection with this request is true, accurate and complete and I give my
consent to the indirect collection and disclosure of persenal information for the purpeses of administering and
enforcing the Child Care and Early Years Act, 2014 [CCEVA).

I confirm that I am not prohibited from operating a child care centre or a home child care agency under s. 9 of the
CCEYA,

I understand that the Ministry will share the information included in this revision request with all
service system managers listed in my revision in order to obtain advice from the service system
manager in relation to enrollment in the Canada-Wide Early Learning and Child Care {CWELCC) system
for the purposes of subsection 13.1 (3] of 0. Reg. 137/15. {Not applicable to First Mations on-reserve)

I understand where I am not currently enrolled in CWELCC and have indicated as part of my revision that I wish to
enrall in CWELCC, that the advice provided by a Service System Manager for the purposes of 5.13.1 of 0. Reaq.
137/13 will b= based on the infermation the Service System Manager has at the time. This advica does not
constitute a decision or promise made with respect to enrollment in the CWELCC system.

I Agres I Disagres

Natice: It is an offence under the Child Care and Early Years Act. 2014 to knowingly give false or
misleading information.

Previous Exit Submit Revision to S5M

(Your window may look different.)

5. If you agree with the statement, click the “I agree” radio button.

9.2. Your next step will depend on if you are currently enrolled in
the CWLECC system or how you responded to the “Are you
intending to apply for CWELCC funding?” question:

9.2.1. If you are enrolled in CWELCC or have indicated that
you are intending to apply for CWELCC funding, the
revision request will be submitted to the SSM(s) for
advice.

. Submit Revision to S55M
9.2.2. Click

9.2.3. You are done for now!

@Note: After the SSM / SSMs provide(s) CWELCC
advice, the revision request will be returned to you, and you
will need to pay the initial deposit before submitting the
revision request to the Ministry. (once you receive an email
that CWELCC advice has been provided, read Step 4:
Reviewing CWELCC advice to continue)

9.2.4. If you are not enrolled in CWELCC and are not
intending to apply for CWELCC funding, the revision
request will be submitted to the Ministry.
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C||Ck Proceed to Deposit Payment

. The Initial Deposit
window appears. (skip to Step 5: Remit Initial Deposit

Payment)
Step 4: Reviewing CWELCC Advice

Once you receive an email that CWELCC advice has been
provided, you will need to review your application details.

The application can be found under the “In Process Items” section
of your dashboard, or under “View Active Licence Revisions” on
your left navigation panel. Go to either of these locations and click
Select or Select Revision.

1. You will be taken to the Review Revision Details page. Read
the information on the page, particularly the Operational
Information section to review the CWELCC advice status.

@Note: The SSM may have left you a comment. Use the left
navigation panel to visit the the Operational Information page
and verify if there is a comment in the History of SSM /
Licensee Comments section.

If necessary, enter a comment in the Comments to SSM free-
form text field then click Add >. Use the left navigation panel to
return to the Review Revision Details page

Operational Information Revise
CWELCC Funding Information

Are you intending to apply for CWELCC funding?: Yes

Consolidated Municipal Service Manager/District Social

- . . CWELCC Advice Status
Services Administration Board

City of Brantford Denied

Program does not align with the SSM directed
growth plans (ss. 77.3(2)(c))

2. Optional: If you need to update information, click Revise on the
applicable section and update the information.

@3 Warning: Updating the program options / duration, and / or
number of home child care premises, may trigger the CWELCC
advice status to be reset and require new SSM advice.

If your CWELCC advice status is reset: Use the left navigation
panel to go to the SSM on the Operational Information page.
Add a comment to the SSM on the Operational Information
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page. Enter a comment in the Comments to SSM free-form text
field, then click Add >. Return to Step 3: Submit the Revision
Request for details on submitting the revision request to the
SSM.

3. Your next step depends on your CWELCC advice status:

3.1.If your CWELCC advice status is approved for all the

Next
CMSMs / DSSABSs, click c . The Declaration and

Consent window appears.

3.1.1.1f you agree with the statement, click the “I agree”
radio button.

3.1.2.Click [__Proceedto bepositpayment | thap skip to Step 5:
Remit Initial Deposit Payment.

3.2.1f your CWELCC advice status is denied for any or all

CMSMs / DSSABSs, you can either: re-submit the revision
request to the SSM(s) for new advice, remove the SSM(s)
who have provided a denied status and submit the revision
request to the Ministry, or no longer intend to apply for
CWELCC funding and submit the revision request to the
Ministry (if you are not enrolled in CWELCC). Decide your
preferred option and follow the applicable path below:

@Note: Licensees enrolled in CWELCC must have an
approved CWELCC advice status to proceed with the
revision request.

3.3.If you would like to re-submit the application to the SSM(s):

3.3.1.Optional: Click Revise on the sections of your
revision request you would like to update.

Save

3.3.2.Click on any page you make changes on.

3.3.3.Use the left navigation panel to go to the SSM on the
Operational Information page. Add a comment to the
SSM on the Operational Information page. Enter
your comment in the Comments to SSM free-form text
field then click Add >.

Save

3.3.4.Click
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3.3.5.Use the left navigation panel to go to the Review

Revision Details page. Or click Save & fed until you

reach the Review Revision Details page.

3.3.6.The Declaration and Consent window appears. If
you agree with the statement, click the | agree radio
button.

Submit Revision to S55M

3.3.7.Click

3.3.8.You are done for now!

@Note: After the SSM / SSMs provide(s) CWELCC
advice, the revision request will be returned to you, and you
will need to pay the initial deposit before submitting the
revision request to the Ministry. (once you receive an email
that CWELCC advice has been provided, read Step 4:
Reviewing CWELCC advice to continue)

3.4.If you would like to remove the SSM(s) who have provided
a denied status and submit the revision request to the
Ministry:

3.4.1.Click Revise on the Operational Information
section.

3.4.2.0n the Operational Information page, find the
CMSM / DSSAB that provided the denied status, and

click Delete.

3.4.3. Click L=

3.4.4.Use the left navigation panel to go to the Review
Revision Details page. Or click cave & Hed until you

reach the Review Revision Details page.

Next
3.4.5.Click c . The Declaration and Consent

window appears.

3.4.6.1f you agree with the statement, click the “I agree”
radio button.

3.4.7.Click [__Proceed to beposit Payment | thap skip to Step 5:
Remit Initial Deposit Payment.
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3.5.1f you no longer intend to apply for CWELCC funding (only if

you are not currently enrolled in CWELCC):

3.5.1.Click Revise on the Operational Information
section. On the Operational Information page, use
the radio button to change your response to “Are you
intending to apply for CWELCC funding?” to “No”.

Save

3.5.2.Click

3.5.3.Use the left navigation panel to go to the Review

Save & Next

Revision Details page. Or click until you
reach the Review Revision Details page.
MNext
3.5.4.Click . The Declaration and Consent

window appears.

3.5.5.If you agree with the statement, click the “I agree”

radio button.

3.5.6.Click |__froceed tobepositPavment | then skip to Step 5:

Remit Initial Deposit Payment.
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Step 5: Remit Initial Deposit Payment

Number of Fee for a new Fee for renewal Licence

premises licence of a licence revision fee
0-25 $200 $100 $50

26-50 $250 $120 $65

51-75 $300 $140 $75

76-100 $350 $170 $90
101-125 $400 $200 $100

126 or more  $450 $230 $115

Figure 2: Home Child Care Agency Fee Table

Please note that the initial deposit payment amount is subject to
change. Please refer to the payment amount on CCLS.

1. Read the information on the window.

2- C||Ck Continue with Credit Card ) A confirmation

message appears.

Message from webpage | £2 |

W' Click '0K' to continue or 'Cancel' to return,

|_ You are about to leave the CCLS application to complete payment.

| ok || cancel

3. Click to continue. The Order Summary window appears.
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Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT ~ mstercard =g

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at is powered by WORLDLIMNE &

Make Payment

Make Payment
4. Click . You will be re-directed to the payment
portal.
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PAYMENT INFORMATION

$200.00 CAD

Name on carc
Card number

01 - 2024 A Card cvd

Submit payment
< Cancel payment )

Visa and Mastercard are accepted.

5. Enter the payment information.

i Submit Payment
6. Click —

You will be re-directed to CCLS.

© N

The Supporting Documents window appears.
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Step 6: Submit Supporting Documents (if required)

@Note: The supporting document page will be made available for
you to upload the supporting documents related to your licence
revision request once your deposit payment has been submitted
and received by the Ministry of Education.

@Note: A licensee can submit new PRC documents in the profile
section at any time. For details see page 34.

5. Open the revision.

6. Click L2 Supporting Documents | 1o yhitia1 Documents to

Submit window appears.

Initial Documents to Submit
Document Type Date Status Status Date
Submitted
List of play materials, equipment and Mot Applicabls Jan 5, 2018 Select =
furnishings
Updated Parent Handbook Mot Applicabls Jan 5, 2018 Select =
Program Statement Mot Applicabls Jan 3, 2018 Select >
Floor plan Mot Applicable Jan S, 2018 Select =
Site plan Not Applicabla Jan 9, 2018 Select >
Combined floor and site plan Not Applicabla Jan 8, 2018 Select >
Zoning approval Mot Applicabls Jan 3, 2018 Select =
Playground plans Not Applicable Jan 3, 2018 Select =
Sample menu Not Applicabla Jan 9, 2018 Select >
Waiting list pelicy Not Applicabla Jan 8, 2018 Select >
Sleep Supervision Policy Mot Applicabls Jan 3, 2018 Select =
Process for Monitering Compliance and Not Applicable Jan 3, 2018 Select =
Contraventions
Playground safety paolicy Mot Applicabls Jan 5, 2018 Select =
Program Statement Implementation Mot Applicabls Jan 5, 2018 Select >
Policy
Emergency Management Policy Not Applicable Jan 3, 2018 Select >
Parent Issues and Concerns Pelicy Mot Applicable Jan g, 2018 Select =
Add Additional Document =
Additional Documents to Submit
Document Type Date Status Status Date
Submitted
Health approval Mot Applicabla Jan 9, 2018 Select >
Fire Code Approval Not Applicabla Jan 9, 2018 Select >
Building approval Upload
Document =
Add Additional Document =

7. Submit the supporting documents indicated. If you have
questions about whether certain documents are required,
contact your Program Advisor. For details on how to upload a
document see page 21.

8. Cliok | ™|

» Your revision request is sent to the ministry.
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» Your Program Advisor will review the request and supporting
documents and will contact you if revisions and/or additional
information is required.
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Step 7: Pay the Fee Balance (if required)

@Note: You will be notified by email if / when a fee balance is
required. A fee balance will be requested if a site visit is required to
process the licence revision. The fee balance is your outstanding
balance, after the initial deposit amount has been subtracted.

Number of Fee for a new Fee for renewal Licence

premises licence of a licence revision fee
0-25 $200 $100 $50

26-50 $250 $120 $65

51-75 $300 $140 $75

76-100 $350 $170 $90
101-125 $400 $200 $100

126 or more  $450 $230 $115

Figure 2: Home Child Care Agency Fee Table

Please note that the payment amount is subject to change. Please
refer to the payment amount on CCLS.

Your revised licence will not be issued until the pending fee balance
is submitted and processed.

1. Open the licence revision.

2. Click . The Fee Payment window appears.
3. Read the information on the window.

4- C||Ck Continue with Credit Card ) A Conﬁrmation

message appears.

Message from webpage

You are about to leave the CCLS application to complete payment.
! Click 'OK' to continue or 'Cancel' to return.

| Cancel

5. Click to continue. The Order Summary window appears.
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Order Summary

Payment to: Child Care Licencing

Total: $200.00 (CAD)

Payment Method

visa VISA

DEBIT ~ mstercard =g

Visa, Visa Debit, Mastercard and Debit Mastercard are accepted.

NOTE: You now have 15 minutes in which to complete your payment.

Please do not click the browser Back button, close or reload your browser until
this process is complete. Afterwards, you will be redirected back to the Province's
website.

Secure payment processing at is powered by WORLDLIMNE &

Make Payment

Make Payment
6. Click . You will be re-directed to the payment
portal.
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PAYMENT INFORMATION

$200.00 CAD

Name on car
Card number

01 - 2024 A Card cvd

Submit payment
< Cancel payment >

Visa and Mastercard are accepted.

7. Enter the payment information.

i Submit Payment
5. ciok ()

9. You will be re-directed to CCLS.
Next Steps

» The Director will review your revision.

» If your revised licence is approved and issued by the Director,

you are required to print your licensing documents. (See page
146 for details.)

Opening an Active Licence Revision Request
1. Go to your dashboard.

2. From the In Process Items section, expand the Licence
Revisions section.
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Licence Revisions
ID Mame of Child Care
Centre / Home Child Date
Care Agency
ABCD Child Care

Centre

ST466 05/02/2018

Licence Expiry | Program

Type

Child Care 2 Zzz Square ,
Centre

Total: 1 &

Site Address Proposed date of
change

01/02/2018 Select =

Markh...

3. To open the revision

Updating a Revision Request

request click Select>.

Once the licence revision application has been submitted to the
Ministry, it cannot be edited unless your Program Advisor has
specifically requested you to make changes through CCLS.
However, if you need to make a change to your licence revision
request, you can follow these steps to request that the application
be sent back to you for editing and re-submission.

1.

Open the revision request. (See the previous section.)

2. Scroll to the bottom of the window and click

Request Update to Revision
Request

. The Request Update window appears.

Request Update to Revision Request

reason it is required *

Please explain the nature of the update and the

Cancel Submit

Enter the nature and

Cliok =

reason for the update(s).

Click . A confirmation appears.

Your Program Advisor is notified that you have requested an

update to your licence revision request.

Your Program Advisor will send the revision request back to you

so that you can make the changes and re-submit.
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Withdrawing a Submitted Revision Request
1. Open the revision request (see page 232).

2. Scroll to the bottom of the window.

Request Update to Revision Withdraw Revision Request
Request

< Previous Exit Submit

. Withdraw Revision Request . .
3. Click . A confirmation message appears.

4. Click Lo

Withdrawing a Draft Revision Request

@ Note: If your licence revision request has not yet been
submitted (i.e., it is still a draft), you can withdraw the draft revision
request.

-
1. Click .

F View Active Licence Revisions

2. Click . A table containing a list of
active licence revision requests appears. It includes submitted
and draft requests under the Status column.

List of Active Revised Licenoes Per Page | 10 v
Licence Number Mame of Child Address Licence Expiry Status
Care Centre Date
56744 2 Xz, Markham, Feb 27, 2017 Dt
ABCD Crild et ca e
Cars Caire OH, C

3. Click Withdraw Request>.
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Serious Occurrences

Introduction
Serious occurrences must be reported in CCLS within 24 hours of
becoming aware of the serious occurrence.

®Note: If you are unable to submit the serious occurrence report
within 24 hours, contact your Program Advisor immediately.

Serious occurrence reports can be submitted / updated by site /
agency delegates (supervisors and home child care visitors) where
the licensee has chosen to add them to the system. (See page 266
for enrolling users).

Your Program Advisor may request a revision or change to your
serious occurrence report.

Reporting a Serious Occurrence

1 Ciok R

. b Report a Serious Occurrence . . .
2. Click . A list of licensed child care

centres / home child care agencies appears.

Licence Program Type Name of Child Care Address Licence Expiry
Number™ Centre / Home Child Date
Care Agency
57466 Child Care Centre  ABCD Child Care Centre | 2 Zzz Markham QN Feb &, 2018 Select>

3. Select the appropriate Child Care Centre / Home Child Care
Agency. (Click Select>.) The Serious Occurrence Details
window appears.
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Incident Information

Incident Reported By:
First Name:

Last Name:

Role:

Telephone Number:
Alternate Telephone Number:

Date of Incident: =

Time of Incident: *

John
Haxx
Licensee

(111) 111-1111

|:| Ex: 28/04/2012

4. Read the notice at the top of the window.

5. Enter the Incident Information.

Field Notes and Tips

Alternate Phone Number: This field is optional. Enter the
number if the telephone number already listed is not the best
number for the Program Advisor to contact you.

[Please select ... “|Please select .. v
Date you became aware of the | oo .5 Gate of incident:
serious occurrence: * O ves O Mo
Time you became aware of the Same 35 time of incident:
serious occurrence: * O ves O Mo
Please explain if more than 24
hours have passed since the
date/time you became aware of
the serious occurrence:
(Partial window only)

6. Enter the Child Information. If the incident does not involve all
the children, a table appears.

Child Information

Were all children in the

in or impacted by the

occurrence?: *

Age Group: *

Flease select ... -

) Yes @ No

program / age group involved

Please Identify the Child(ren) Involved/Impacted

Remove

add Children =

6.1. Select the Age Group.

Child Care Licensing System - Reference Guide for Applicants / Licensees

236



Serious Occurrences

6.2. To add another child click Add Children>. The table
expands.

6.3. Repeat steps 6.1 and 6.2 for each child involved.

7. Enter the Serious Occurrence Information.

Serious Occurrence Information

Type of Serious Occurrence: *
ve Flease select .. hd

Please describe what "
happened, whera the serious

occurrence took place, and the

actions taken by the Licensee

(do not use names, ages or

dates of birth): *

Who has been notified? [ Parent/Guardian/Emergency Contact
DEmergenc',r Services
[[Icollege of Early Childhood Educators
[[lcmsm / DssAR
[l children's Aid Society
O other

Are police conducting an " Yes © Mo

investigation? *

Is the Children's Aid Society " Yes © Mo

conducting an investigation? *

Has there bean madia % Yes © No

attention? *

Further action proposed by P
licensee:

Is this expected to be the
- Yes ' Mo
only flast report submitted for

this occurrence?

<Previous Exit Save Save & Next>

1

& Warning: Do not use any personally identifiable
information. Meaning do not add names, ages, gender, sex, or
dates of birth in any areas on the form.

@’Tip: If you need to refer to a person, use the words
“‘individual”, “child”, and pronouns “they / their”.

3

8. Click . The Supporting Documents window

appears.
Document Type Date Submitted File Name Comments:
Serious occurrence supporting Upload
document Document =

Add Additional Document >

<Previous Exit Next>
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9. Upload any supporting documents as applicable (e.g., a photo,
a public health report, a water test, etc.). For details on how to
upload a supporting document see page 21.

1

Q Reminder: Supporting documents containing confidential
or personally identifiable information must not be uploaded
unless they are redacted to remove all information which may
be considered confidential or personally identifiable.

10.Click . The Review and Submit window appears.

11.Review the information.

12.1f changes are required:
12.1.Click Revise>. The Serious Occurrence section opens at

the first page. Click to go to the next page.

12.2.Make the changes.

12.3.Click .

13.To print the Serious Occurrence:

= .
13.1.Click Print . A Print window appears.
13.2.Select the print settings.

13.3.Click "™t

14 .Click . The Declaration and Consent window

appears.

DECLARATION AND CONSENT

I declare that all information provided in connection with this sericus occcurrence report is true, accurate
and complete at this time.
I Agree I Disagres

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

< Previous Exit Submit>

15.1f you agree with the declaration select the “I Agree” radio
button.

16.Click . A message appears.
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This serious occurrence report has been submitted. Please be advised that you may be required to submit
an update within 7 days of the submissien.

Generate Serious Occurrence Notification Form

Exit

17.0pen the Serious Occurrence Notification form.

171 C||Ck Generate Serious Occurrence Motification Form The Flle

Download window appears.

17.2. Click . The Serious Occurrence Notification
Form opens in (Microsoft) Word.

H Serious Occurrence Notification Form
ZE;:) Ontario

Formulaire de notification d’incident grave

Program namseiNom du programms ; EFGH Gards d"enfantz

Date 201740214 Date ofoctumrence: (yyymmid) 20170214
(rYYy/mmidyaaaammi) O=ts derincident: 3aaammy
Typ# of sarious occumrsnced Typs dincident grave © Destn of a chisd | Dscae d'un enfant

Deacripuon:

AcBon faken by LicanssstOutcoma: (300 updsie 4 apolicanis)Mesurs priss par ks Slulairs de parmisRasuiat ©(3oms une ms2 3 [0 lecas
echas]

Hama:
Nom - b

Date  yyyymmidd)iaaaammg) signature

Some information will be populated on the form based on the
submitted report including:

= the name of the program

= the current date

= the date of the occurrence
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= the serious occurrence type

17.3. Enter a one-sentence description of the serious
occurrence.

17.4. Enter a description of the action taken by the licensee.

17.5. Print the form.

17.6. Sign and date the form.

17.7. Close Word.

17.8. Post the form.
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@ Note: For more information about the requirements for
posting serious occurrence notification forms, refer to the
requirements outlined in Ontario Regulation 137/15.

18.Click .

>
>
>

Your serious occurrence report is submitted.

You will receive a confirmation email.

Your Program Advisor will review the report. You will be
contacted if revisions / additional information or a serious
occurrence update report is required.

Revising a Serious Occurrence Report

You will be notified by email if your report requires a revision or
change.You will also see the serious occurrence status change on
the dashboard to “Pending Revision”.

1.

9.

Access your dashboard.

Serigus DEOUrnendes Total: 1 &
18931 ASCTICRIE Cars 2 Xyz Reoad | Cwath of 3 Pending | 1470272017 Saelect
Cerfre Markhamm ehila Ryigian

Open the serious occurrence report with the status “Pending
Revision”.

Scroll down to the History of PA / Licensee Comments and
review the comment from the Program Advisor.

History of PA/Licensee Comments: +

Comment Submitted Date Submitted By Status Action
Flease provide more details of the incident. 13/02/2017 01:46 PM| Debra Starr Submitted

. Go to the area requiring changes.

Click Revise>. The section opens for editing.

Make the changes.

ik

Add a supporting document if required, otherwise click
Mext

Add comments to the ministry (if required).
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Comments to Ministry

~ Add >

9.1. Type the comment in the Comments to Ministry area.
9.2.Click Add>. The comment appears in the comment table.

10.Click . The Declaration and Consent window
appears.

11.Agree to the declaration then click .

12.Print and post the revised Serious Occurrence Notification
Form.

. Exit .
13.Click . The serious occurrence status changes back to
‘under review”.

Updating a Serious Occurrence Report

After reviewing your serious occurrence report, your Program
Advisor may request that you submit an update report. If an update
report is not submitted within seven days, you will be emailed a
reminder.

If you become aware of more information about the serious
occurrence, you must submit an update report within seven days,
regardless of whether your Program Advisor has requested an
update or whether you indicated in the initial report that it was
expected to be the only / last report.

You can only update any active serious occurrence (i.e., a report
that does not have the status of “closed”). If you need to update a
serious occurrence that is closed, you must submit a new serious
occurrence report.

1. Click

p Update a Serious Occurrence

2. Click [_Report . The Update a Serious
Occurrence Report window appears.
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Active Serious Occurrence Reports

Please select the serious occurrence that you would like to update

Serious Name of Child Care Type Sub-Type Date of Submissio Status
Occurre Centre / Home Child Incident n Date
nce ID Care Agency
24686  ABCD Child Care Missimg or Child was found | 30/01/201 21/01/201 | Under Update>|
Centre unsupervised 8 g8 Review
child{ren}

3. Click Update>. The Serious Occurrence Update window
appears.

Initial Serious Occurrence Report

Submitted Date Incident Reported By Status

31/01/2018 ¥eoox, John Under Review Expand | Collapse

Updated Reports

Mo updated reports

Update an Existing Serious Occurrence

Current status: #

Further action proposed by

licensee to minimize
reoccurrence: *

<Previous Exit Save Save & Next> Delete Draft

Update Report>

(Your window may look different)

4. To view the details of your initial report, click Expand.

@ Note: The information on your initial report is read-only and
cannot be changed.

5. Scroll down to the Update an Existing Serious Occurrence
section on the screen.
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Updated Reports

No updated reports

Update an Existing Serious Dccurrence

Current status: *

Further action proposed by
licensee to minimize
reoccurrence: *

=Previous Exit Save Save & Next> Delete Draft
Update Report>

6. Enter the information.

7. Click . The Supporting Documents window
appears showing all supporting documents to date.

Document Type Date Submitted File Name Comments:

Sericus oCCUrrEnce supporting Upload

document Document =

Add Additional Document =

< Previous Exit Next>

8. Upload additional documents as applicable. (See page 21 for
details.)

9. Click . The Serious Occurrence Update window
appears.

10.Review the information.

11.Click . The Declaration and Consent window

appears.
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DECLARATION AND CONSENT

I declare that all information provided in connection with this sericus occurrence report is true, accurate
and complete at this time.

_! I Agree _' 1 Disagree
Itis an offence under the Child Care and Early Years Act, 2014 to knowingly give false or misleading
information.

= Previous Exit Submit>

12.1f you decide to not send the report:

12.1. Click until you reach the Serious
Occurrence Update window.

Delete Draft

12.2. Click [Update Report>| - A message appears.

12.3. Click .

13.1f you agree with the declaration and consent:
13.1. Select the | Agree radio button.

13.2. Click . A message appears.

Your Serious Occurrence update has been submitted successfully.

Exit

14.Click . Your dashboard appears.

» Your serious occurrence update is sent to the ministry.

» Your Program Advisor will review the update report.

» You will be contacted if revisions / additional information is
required.

Searching for a Serious Occurrence Report

1 oo

2. Click |P Search for a Serious Occurrence

|. The Search By window
appears.
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Search By

Serious Dccurrence Date From:

Serious Occurrence Date To:

Serious Occurrence Status:

Serious Dccurrence Type:

Age Category:

Program Type:

Name of Child Care Centre / Home Child

Care Agency:
Serious Occurrence ID:

Ex: 28/04/2012 Search
Ex: 28/04/2012 .
Clear =
Flesse select ... -
Please select ... -
Please select ... -

[[] child Care Centre
[l Home child Care Agency

3. Enter search criteria or leave the criteria blank to see all of your
serious occurrence reports.

4. Click Search>. A table of search results appears below the

search criteria area.

Search Results:

Centra

Serious Report Mame of Child Care Serious Occurrence Serious Occurrence
Dccurrenc  Submission Centre / Home Child Type Status

e ID* Date Care Agency
246865 Jan 31, 2018 ABCD Child Care Missing ar Under Review Select

Per Page

unsupervised child{ran)

5. Click Select> to view the details of a specific serious

occurrence.
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Staff Director Approvals

Introduction

All staff working at the child care centre / home child care agency
must be included in your list of staff members.

It is critical that staff with Director approval be entered into the
system prior to / at the time of licence renewal or any time a licence
is being issued. This will ensure that this information is captured in
the licensing letter.

Staff Director Approval is required for some positions in your child
care centre or home child care agency.

Following is a breakdown showing positions that require / do not
require staff Director approval.

Approval Required
RECE Supervisor

= Non-RECE Supervisor (otherwise approved)

= Program staff to take the place of a qualified staff (otherwise
approved)

= RECE Home Child Care Visitor

= Home Child Care visitor with other qualifications (otherwise
approved)

= Resource Teacher (only if the staff member is not an RECE)

Approval Not Required
RECE Program Staff
= Unqualified Program Staff

" *Diploma/Degree in Child and Youth Care
= *Diploma/Degree in Recreation and Leisure Services

= *Member in Good Standing with the Ontario College of
Teachers

Non-RECE program staff

Cook

Administrator

Custodian

Other

* These individuals require Director approval if they will be working
with age groups other than Primary / Junior School Age and Junior
School Age.
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Adding a Staff Member to your Staff List

To request staff Director approval for an individual, you must
first add them to your list of staff members in the Manage
Staffing Information module.

Staff can be added during the creation of a new application or at
any time during the licensed period. Use the following process
when you are adding a staff member outside of a new
application.

Before starting the steps below, please download and print the
Notice with Respect to the Collection of Personal Information

. Tools and R .
form found in . You will need to complete

the form during this process.

O siiciraion |

k | » Manage Staff Information

8. Clic

|. The Staff Information list appears.

Manage Staff Information

Please select the Child Care Plesse select W)
Centre or Home Child Care

Agency that you would like to

view

Staff Information

Per Page -m

Last Name First Name Child Care Centre or Primary Position  Date of Hire Status
Home Child Care
Agency Name
Hyz Jack ABCD Child Care Registered Early 03/01/2018 Active Select =
Centra Childhood
Educator (RECE)
Supervisor

(Your list may be empty if no staff have been added yet.)

9. Click Add Staff>. The Staff Information window appears.
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Staff Information

Staff First Name: * | |

Staff Last Name: # | |

Date of Hire: * o
Eg: 28/04,/2012

Is the staff member a Registered Early
Childhood Educator:

Location/ Position Information

csiion and Location|

Motice: It is an offence under the Child Care and Early Years Act. 2014 to knowingly give false or
misleading infermation.

Exit Save & Return

10. Enter the Staff Information.

11.Complete the Notice with Respect to the Collection of
Personal Information form.

11.1. Have the individual sign the form and provide them with a
copy.

11.2. Retain the form in the staff’s file.

@Note: If you have not yet downloaded and printed the form,

. M Tools and R
it can be found in

12.Add the Location/Position:
@Note: A person can have more than one location / positon
for multi-site licensees.

12.1. Click Select Position and Location>. The following
window appears.

Child Care Centre or Home
Child Care Agency Name: *
Primary Position: *

Please select .. -

Please select .. -l

Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or misleading
information.

Cancel Save & Return

12.2. Complete the information.

@Note: Select the Child Care Centre or Home Child
Care Agency Name first using the drop-down. The Primary
Position options will populate based on the program type.
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@ Note: More questions may appear as staff information
is entered. Following are tips when completing some fields.

Field Notes and Tips
Primary Position: Where a staff member has more than
one area of responsibility, please identify their primary role.

13C||Ck Save & Return ‘ or ‘ Save B Next

‘. The following window
appears if Director approval is required.

Please Note: You need to submit director approval request(s) for the following:
Child Care Centre or Home Child Care Agency Name: ABCD Child Care Centrs

Primary Position: Registerad Early Childhood Educater (RECE} Suparvisor
Staff Mame: Bxxxx, Bab

Cancel Request Director Approval

14.1f Director approval is not required, you are done. Otherwise,
CliCk Request Director Approval

. The Applicant Details window
appears.

Applicant Details

Applicant Name: * Bk, Bob v

Child Care Centre or Home Child Care Agency ABCD Child Care Centra
Mame:

College of Early Childhood Educators [CECE) 1111

Registration Number:

Have you verified the individual's College of * yes Mo

ECE Registration Number with the College's
nuhlic ranictar? (fne BECE Sunaruicare):

(Partial window only)

15.Continue to the next section entitled Requesting a Staff Director
Approval, step 6.
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Requesting a Staff Director Approval

Staff Director approvals can be requested during the process of
applying for a new licence or at any time during a licensed period.
Use the following process when you are requesting an approval
outside of a new application.

@ Note: In order to request staff Director approval for an
individual, you must first add them to your list of staff members in
Manage Staffing Information. See the previous section (page 248).

@Note: An individual is not considered approved until the request
is submitted and approved by the Ministry.

1. Click et N

. ¥ Request Staff Director Approwval ‘
2. Click ‘ i oe

. A list of options appears.

Is approval requested for

@] Registered Early Childhood Educator (RECE) Supervisor
) Mon-RECE Supervisor {otherwise approved)
@] Program Staff to take the place of 2 qualified staff [otherwise approval)

) Resource Tzacher

Exit Next

Child Care Centre options

Is approval requested for

@] Registered Early Childheod Educator (RECE) Home Child Care Visitor
) Home Child Care visitor with other gualifications {otherwise approved)

') Resource Teacher

Exit Next

Home Child Care Agency options

3. Select the type of approval required.

4. Click .The Applicant Details window appears.

Applicant Details

Applicant Name: *# Please selach .. v

Child Care Centre or Home Child Care Agency ABCD Child Care Centre
Name:

College of Early Childhood Educators (CECE)

Registration Number:

Have you verified the individual's College of Yaz Ma

ECE Registration Number with the College's

public register? {for RECE Supervisor]:

(Partial window only)
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5. Enter the applicant details.The applicant name drop-down list
will only include staff members that were added in the Manage
Staffing Module.

6. Add the child care experience:
6.1.Click Add Experience>. The Child Care Experience
window appears.

Child Care Experience

Program Name: *
Position: *

o
Start Date: Eg: 28/04/2012

Does the individual still

@ Yes No
work/voluntear in this
position?: #

i ok
Type of Experience: Valunteer Paid Employment

Description of
Responsibilities and Age

Group: *

Program Address

Country: CANADA -

Address: Street =: * Strest Name: ® Street Type: Street Dir:

Unit Designator: Mo.:

Extra Address
Information:

City:*

Prowi State:
rovince, =] Ontaric -

Postal Code/ZIP
Code:

P.0. Box: Mao.: Type: Qualifier: Area Mame:

Rural Route:

Cancel Sawve & Return

6.2. Enter the information.

7. If the approval is for a:
= Non-RECE supervisor, or
= Program staff to take the place of a qualified staff (otherwise
approved), or
= Resource Teacher, or
= Home child care agency visitor with other credentials.
A question appears regarding additional training / credentials.
Answer the question.
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Does the individual plan to acquire additional training or credentials to meet the Yes @ No
requirements set out in CCEYA and its regulations?
. Save & Next
Click .
8. The Supporting Documents window appears.
Document Type Date Submitted File Name Comments:
Copy of diploma/degree Upload

Document =

Add Additional Document >

< Previous Exit Next

Does the individual plan to acquire additional training or credentials to meet the Yes @ No

requirements set out in CCEYA and its regulations?

@ Note: If you responded “Yes” to the above question, you will
be prompted to upload transcripts.

9.1. Upload supporting documents as applicable. (For
assistance on how to upload a document, see page 21.)

9.2. Click . The Review and Submit window

appears.
10.Review the information.

11.1f changes are required:
Revise

11.1. Click :
11.2. Make the changes.

113, Cliok | =ve®rest |

12.Click . The Declaration and Consent window
appears.

DECLARATION AND CONSENT

I declare that the contents of this application have been discussed with the individual for whom the application
is being made. The individual has been provided the Notice of Collection of Personal Information form, has
signed it and been made aware of the collection of personal information for the purposes of this application.

I Agree I Disagree
Notice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or misleading

information.

<Previous Exit Submit

Child Care Licensing System - Reference Guide for Applicants / Licensees 253



Staff Director Approvals

13.1f you agree with the declaration select ® TAdree

14.Click . The Confirmation window appears.

Your Staff Director Approval Request has been submitted.

Exit

15.Click . Your home page appears.

» Your Program Advisor will review your request and let you know
if more information or revisions are required.

» You will receive an email notification when the request has been
approved or denied.

» You will be able to download the approval or denial letter.
Approval letters must be printed and retained in the staff
member’s file. See the section on how to view and print the
letter.

Printing a Staff Director Approval Letter

In the case of Director approval requests for new licence
applications, the approval letter will not be available until after the
licence has been issued.

For licensed programs, the letter will be available at the same time
that the email notification email is received.

Ministry Actions

New Licence Applications

Staff Director Approvals

MName of Child Care Applicant
CentrefHome Child Name
Care Agency
ABCD Child Care

Centre

Xyz Jack

Position Type

Registered Early
Childhood
Educator (RECE)
Supervisor

Total: 2

Total: 2

Site Address Status

Date™

I Zzz Sguare ,
Markh...

Approvad 21/01/2018

Select =

1. From your home page, open the staff Director approval. The
Review and Submit window appears.
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Review and Submit

Show Instructions

View Dirsctor Approval Lotters

Approval Submitted Date Approval Status

DEMLIZ018 Approved View Letter >

Expand All | Collap=ze All

™ erint
Applicant Details =
Child Care Experience
Prografm name Program addreis Pagitian Ermplayed fram Employed la
Kys Dayenre 59 Xyz Markhsm ON CA SupRrese 040172018 r——

Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or

Imisleading infarmatian.

“Previous Exit Subsmit

2. Click the View Letter> link found near the top of the window.

3. Print the letter and retain it in the staff member’s file.

Searching for a Staff Director Approval

1. Click

. h ff Di | .
2. Click L Search staff Director Avprovale | 1 goopop By window appears.

Search By

Applicant Last Name l:l Search =

Clear =

Approval Status:

[Please select M

Position Type: O Registarad Early Childhood Educator (RECE) Supervisor

[ non-RECE Supervisor (otherwise approved)

O Program Staff to take the place of an RECE (otherwise approved)
[] Resource Teacher

Oa Registarad Early Childhood Educator (RECE) Home Child Care
Visitor

[ Home Child Care visitor with Child and Family Studies credentials

[[] Home Child Care visitor with other qualifications (otherwise
approved)

[ Resource Teacher

Child Care Centre or Home l:l

Child Care Agency Name:

Licence Number:

3. Fill out the search criteria as required or leave the search
criteria blank to see all your Director approvals.
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4. Click Search>. The search results appears below the search

criteria.
Per Page
Approval Applicant Applicant Child care Position Type Submitted Date
Status Last Name First Name Centre or Home
Child Care
Agency Name
Approved Hyz Jack ABCD Child Registered Early 26/01/2018 Select =
Care Cantre Childhood Amend =
Educator
(RECE)
Supervisor

5. Click Select> to open a specific request / approval.

Amending an Existing Staff Director Approval

1. Click

. ¢ Search Staff Director Approvals
2. Click . The Search By

window appears.

3. Search for the Staff Director Approval to be amended.

Per Page
Approval Applicant Applicant Child Care Pasition Type Submitted Date
Status Last Name First Name Centre or Home
Child Care
Agency Name
Approved Hyz Jack ABCD Child Registered Early 26/01/2018 Select =
Care Centre Childhood Amend =
Educator
[RECE)
Supervisar

4. Click Amend>. The Applicant Details window appears.

5. Make the changes required. @Not all information can be
amended.

6. Gl [Smwemseum]

7. Click . The Declaration and Consent window
appears.

8. Click the “I accept” radio button.

9. Cliok | St |
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10.Click ||
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CCLS Administration

Updating Your Personal Account Information

@ Note: It is important for you to keep your personal account
information up-to-date.

1. At the top of your screen, click . The My
Account window appears.

My Account
Title: Mo Contact Title v
First Mame: * [Ded *]
Last Name:* [3o00c |
Email: * |debox@zzz.ca |
Primary Phone | [(7) 1111111 et |
Number:
Alternative | |Ext ;| |
Phone Number:
Exit = Save =

2. Make the changes.

3. Click . A confirmation message appears.
4. Click = |

Managing Staff Information

Adding a Staff Member to your Staff List

The Manage Staff Information module is used to inform the ministry
of the staffing at your licensed child care centre and / or home child
care agency.

The staffing information should be updated on a regular basis
when:

= there are new staff members (add staff)

staff members change positions (update staff)

staff members change locations (deactivate from site)

staff members go on temporary leave (temporary leave)
staff members leave the licensed program (deactivate staff)
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Before starting the steps below, please download and print the
Notice with Respect to the Collection of Personal Information

. Tools and R .
form found in . You will need to complete

the form during this process.

PO nimiisiration v

‘. The Staff Information list

. ‘ » Manage Staff Information
2. Click
appears.
Staff Information
Per Page
Last Name First Name Child Care Centre or Primary Position Date of Hire Status
Home Child Care
Agency Name
Bacook Eob ABCD Child Care Registered Early 24/01/2018 Active Select >
Canftra Childhood
Educator {RECE)
Supervisor
Xyz Jack ABCD Child Care Registered Early 03/01/2018 Active Select =
Canfra Childhood
Educator (RECE)
Supervisor

(Your window may be empty if no staff has been added yet)

3. Click Add Staff>. The Staff Information window appears.

Staff Information
Staff First Name: * | |

Staff Last Name: * | |

Date of Hire: # I:l Eg: 28/04/2012

Is the staff member a Registered Early O ves O Mo
Childhood Educator: * i )

Location/ Position Information

Child Care Centre Primary Position Percentage in Director Works in school age
or Home Child Program Approval group with children
Care Agency Name Request = O years?
Required?

Select Position and Location=

Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
miisleading information.

Exit > Save &
Return

4. Enter the Staff Information.

5. Complete the Notice with Respect to the Collection of
Personal Information form.

5.1.Have the individual sign the form and provide them with a
copy.
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5.2.Retain the form in the staff’s file.

@Note: If you have not yet downloaded and printed the form,

. M Tools and R
it can be found in

6. Add the Location/Position:
6.1.Click Select Position and Location>. The following
window appears.

Child Care Centre or Home ||:.\|ease select .
Child Care Agency Name: =#

Primary Position: * [Please select ... M

Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Cancel Save & Return

6.2. Select the name of the child care centre and the primary
position. More questions may appear as staff information is
entered.

Field Notes and Tips
Primary Position: Where a staff member has more than
one area of responsibility, please identify their primary role.

6.3. Complete the information for any fields that appear.

6 5 C"Ck ‘ Save & Return ‘ or ‘ Save & Next

. The following window
appears if director approval is required.

Please Mote: You need to submit director approval request(s) for the following:

Child Care Centre or Home Child Care Agency Name: ABCD Child Care Cantre
Primary Position: Registered Early Childhood Educater (RECE) Supervisar
Staff Name: Stoo:, Jean

Cancel Request Director Approval

16.If director approval is not required, you are done.

Reguest Director Approval

17.1f a staff director approval is required click ‘

You are redirected to the ikl menu area. (Continue
with the instructions beginning on page 247 “Requesting a Staff
Director Approval’.)
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Viewing the Existing Staff List

PN simivisiration v

2. Click ‘ » Manage Staff Information

‘. The Manage Staff Information

window appears.

Staff Information
Per Page
Last Name First Name Child Care Centre or Primary Position Date of Hire Status
Home Child Care
Agency Name
Bcaac Bob ABCD Child Care Registered Early 24,/01/2018 Active Select =
Cenfre Childhood
Educator (RECE)
Supervisor
Xyz Jack ABCD Child Cars Registered Early 03/01/2018 Active Select =
Cenfre Childhood
Educator (RECE)
uperyisor

Viewing a Staff Member Record

PN niminisiration v

2 Click ‘ b Manage Staff Information ‘

. The Manage Staff Information

window appears.

Staff Information
Per Page
Last Name First Name Child Care Centre or Primary Position Date of Hire Status
Home Child Care
Agency Name
Boooxx Bob ABCD Child Care Registered Early 24/01/2018 Active Select =
Canfra Childhood
Educator (RECE)
Supervisor
Hyz Jack ABCD Child Care Registered Early 03,/01/2018 Active Select =
Cenfre Childhood
Educator (RECE)
upervisor

3. Click Select> to open a specific staff member record. The Staff
Information window appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees 261



CCLS Administration

Staff Information Revise
Staff First Name: = Alyssa
Staff Last Name: * Doe
Date of Hire:*
Eg: 28/04/2012
Is the staff member a Registered Early Ves No

Childhood Educator: *
College of Early Childhood Educators [CECE) 474856
Registration Mumber: *

Have you verified the individual's College of

ez Mo
ECE Registration Mumber with the College's
public register?: =
Status: Active
Location/Position Information
Child Care Centre Primary Position Percentage in Director Works with a Action
or Home Child Program Approval primary, junior or
Care Agency junior school age
Name group?
CCC Test R15.1 Diploma/Degree in M/A Yes Edit
Recrestion and Deactivate
Leisure Services
COC_CORP_Sch4_R Diploma/Diegres in MNSA Yes Edit
14,0_40.18_35 Child and Youth Deactivate

Care

Select Position and Location

Motice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Temporary Leave Deactivate Staff Exit Save & Return

Editing a Staff Member’s Location / Position / Percentage in Program
Use this procedure to add new positions / locations for the staff
member or to change the staff member’s position/location.
1. Open the staff member record. (See page 261 if required.)

2. Click Edit>. The following window appears.

Child Care Centre or Home | 57456 _ ABCD Ghild Care Cenfre v]
Child Care Agency Name: =

Primary Position: [Registered Early Childhood Educator (RECE) Supervisor M
Percentage in Program:* | 100% Vl

Please Note: You need to submit a request for director approval for this Staff Position.

MNotice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.

Cancel Save & Return

(Your window may look different)

3. Make the changes.
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+. Gl [mmmnmm]

@Note: Depending on the change, you may be required to
submit a staff Director approval. If so, the Request Director
Approval button automatically appears.

5. Click ‘ Request Director Approval ‘ You are redirected to the
Director Approval

menu area. (Continue with the instructions
beginning on page 247 “Requesting a Staff Director Approval”.)

Deactivating a Staff Member from a Certain Site

You should deactivate a staff member when they are no longer at a
certain site. Taking this action will deactivate the individual’s staff
Director approvals.

1
&Warning: This process cannot be undone. If you want to
move a staff member to another licence / location add them to the
other site before deactivating them from the current site.

1. Open the staff member record. (See page 261.)

Location/Position Information

Child Care Centre Primary Position Percentage in Director Works with a Action

or Home Child Program Approval primary/ junior or
Care Agency junior school age
Name group?
CCC TestR15.1 Diploma/Degree in MN/& Wes Edit
Recrestion and Deactivate

Leisure Services

2. Click Deactivate>. A warning appears.

Message from webpage =]

&% Warning: Deletion of this location/pesition record will deactivate the
staff member from the system. If you do not wish to deactivate the staff
member, please add a new location/pesition first

3. Click to continue.
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Deactivating a Staff Member from All Sites

You should deactivate a staff member when they are no longer with
your organization. Taking this action will deactivate the individual’s
staff Director approvals.

1.

Open the staff member record. (See page 261 if required.)

Staff Information
Staff First Hame: =

Staff Last Name: *

Date of Hire: *

Childhood Educator: =
Status:

Location,/ Position Information

Child Care Centre Primary Position
or Home Child
Care Agency
Name
CCC Test R151 Diploma/Degree in
Recreation and
Leizure Services
CCC_CORP_Sch4_R Diploma/Degree in
14.0_40.18_35 Child and Youth
Care

misleading information.

Temporary Leave

Is the staff member a Registered Early

Deactivate Staff

Revise
Alyzsa
Dios
Eg: 28/04/2012
ez Mo
Active
Percentage in Director Works with a Action
Program Approval primary/ junior or
junior school age
group?
MNA ez Edit
Deactivate
A es Edit
Deactivate

Select Position and Location

Motice: It is an offence under the Child Care and Early Years Act. 2014 to knowingly give false or

Exit Save & Return

Deactivate Staff

Click

(at the bottom of the window). The

following window appears.

Message from webpage

e

L

& 'You have selected to deactivate this staff member. Doing so will delete
WY this staff member from the system as well as any associated staff
I director approvals (if applicable). Click Ok to proceed with this action.

0K Cancel

| |

3. Click L%
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Putting a Staff Member on Temporary Leave

A staff member should be put on temporary leave when they are
taking a scheduled absence (e.g., parental leave). The staff
Director approval will be temporarily deactivated.

1. Open the staff member record. (See page 261 if required.)

. Temporary Leave
2. Click

. A confirmation message appears.

Message from webpage @

b You have selected to set this staff members status to temporary leave.
Y You will be able to re-activate the staff member when applicable. Click
Ok to proceed with this action,

| ok || cancel |

3. Click . The staff member status changes to
“Temporary Leave”.

Reactivating a Staff Member

The following procedure is used to reactivate a staff member after

temporary leave. If the staff member had a Director approval, it will
also be reactivated.

1. Open the staff member record. (See page 261 if required.)

. Reactivate . .
2. Click . A confirmation message appears.

Message from webpage = |

L You have selected to reactivate this staff member, Click Ok te proceed
¥ with this action.

. ok || cancel |

3. Click [S—Ta— The staff member status changes to “Active”.
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Managing Users

Introduction

Licensees can add delegates (either supervisors or home child care

visitors) and other licensees to their account.

Once added, supervisors will be able to:

=  Submit serious occurrence reports

= Submit serious occurrence update reports
= Search for serious occurrences

= Add/Update staffing information (including deactivating staff,
changing positions/locations, setting staff on temporary leave)

= Search and view director approvals
Once added, home child care visitors will be able to:
= Submit serious occurrence reports

= Submit serious occurrence update reports
= Search for serious occurrences

Adding a User

. Click
2. Click . The list of users appears.

Home > Manage User >

Last Name™® First Name Email Roles Status

p e John debra.starr@ontario.ca Licensee, Applicant,Re  Active

gisterad User

Show Instructions

Add>>

3. Click Add>>. The User Details window appears.

User Details

User Type ® Licensee

Site Designate - Supervisor
Agency Designate - Home Visitor

Title:

First Name: *

Last Name: *

| |

| |
Email: * | |
My Ontario | |
Email: =

4. Enter the information.
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(®Note: The My Ontario Account Email cannot already be
registered. The user must use that email to create a My Ontario

Account. @Note: If desired, the email used in the Email field
can be the same as the email in the My Ontario Account
Email field.

Field Notes and Tips
User type:
> Licensee: will have full access to CCLS including
renewing licences, reporting / updating serious
occurrences, requesting staff Director approval,
requesting licence revisions, applying for a new licence,
updating profile, and more.

> Site Designate - Supervisor: Can report / update
serious occurrences, manage staffing information and
search and view staff Director approvals for the licensed
child care centre / nurseries.

> Agency Designate - Home Child Care Visitor: Can
report/update serious occurrences. They can search and
view Staff Director approvals and add HCCA provider
locations.

5. If the user type is a “site designate - supervisor” or “agency
designate” (Home Child Care Visitor):

5.1. The window expands showing a list of sites.

Licence No. - 57466 - ABCD Child Care Centre
Child Care
Centre: *

Add>>

<<Remove

@:Tip: If you cannot read the full name of the program, hover

your mouse over the name of the program and a box will appear
containing the licence number and full program name.

5.2. Select the appropriate child care centre / home child care
agency.
@Note: A designate can be given access to more than
one site.
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5.3. Click [ 244>> ],

6. Click . A confirmation appears at the top of the window.

7. Click . The list of users appears with the updated
information.

The new user must register the My Ontario Account Email
entered. For instructions on how to create a My Ontario Account,
please see the Registration Guide for New Applicants at:

Child care licensing system: registration guide for new applicants (Ontario.ca)

If a site/agency designate user is unable to register the My Ontario
Account Email, contact the CCLS Helpdesk.

Deactivating a User

Only a site designate / agency designate can be deactivated.

i Click
2. Click . The list of users appears.

3. Click Select> for the user to be deactivated. The User Details
window appears.
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User Details

User Type

Title:

First Name: *
Last Name: *
Email: #

My Ontario
Email: *
Licence No. -
Child Care
Centre: *

Licensee

Site Designate - Supervisor

Agency Designate - Home Visitor

Mo Contact Tifle

|Edin

|L551 MName

|cr'ilcca'elest@yopma l.comn

|UA‘2DI@W|}"n5 l.com

57806 - GOC_CORP_Schd_Ri

rs

Add

Remowve

- Seedlings Child Care C

Fs

Deactivate

Exit Save

4. Click . A confirmation message appears.

I
5. Click l.
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Reactivating a User

Only a site designate / agency designate can be reactivated.

PN simiisiration v

2. Click . The list of users appears.

3. Click Select> for the user to be reactivated.

User Details

User Type

Title:

First Name: *
Last Name: +
Email: *

My Ontario
Email: *
Licence No. -
Child Care
Centre: *

Licensee

Site Designate - Supervisor

Agency Designate - Home Visitor

Mo Contact Tifle

[Erin

|Lasl Name

|c:r' ildcaretest@yopmail.com

[UAT201@yopmail.com

57806 - COC_CORP_Schd_R1

v

Add

Remove

04064 - Seedlings Child Care C

i

Exat

Activate

Save

4. Click . A confirmation message appears.

N
5. Click l.
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Removing a Site from a Site Designate / Agency Designate (Supervisors and
Home Child Care Visitors)

@ Note: To have a user with Licensee access removed, contact
the CCLS Help Desk.

PO nimiisiration v

2. Click . The list of users appears.

3. Click Select> for the user to be removed.

User Details

User Type Licensee
Site Designate - Supervisor
Agency Designate - Home Visitor

Title: Mo Contact Tille
First Name: * |Eri'1

Last Name: =

|
|Lasl Name |
|
|

Email: # |c:r'iI-: caratest@yopmail.com
My Ontario [UAT201@yopmail.com
Email: *
Licence No. - 57806 - CCC_CORP_Sch4_R1 04064 - Seedlings Child Care C
Child Care - .
Centre: *
Add
Remove
w w

Activate

Exit Save

4. If the user is a site designate or agency designate: Select the
Child Care Centre / Home Child Care Agency then click

<<Remove

5. Click .
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Managing Home Child Care Premises

Viewing Home Child Care Premises Details

2. Click ‘b Manage Home Child Care Premises ‘ The List of Home
Child Care Premises window appears.

List of Home Child Care Premises Per Page |10 v

Home Child Provider Last Provider First Provider Phone Home Child Care Status

Care Agency Name Name Number Location Address
Name
ABCD Agency = Xyx Janet 55 Xyzz Markham Active Select=
Ontaric

Add Home=

(Your window may not look exactly like this)

3. Click Select>. The Manage Home Child Care Premises -
Provider Information window appears.

Provider Information

Title:

First Nama: * Jane

Last Name: * W
Email: childcaretest@yopmail.com

Phone Number: E>:t:|_ |

Home Child Care Location Address

Address: Strest =: % Street Name: # Strest Type: Street Dir:
T Bay
Unit
Designator:
Extra
Address

Information:
City: *

M.

Toronto

Province: #

Postal

M5G 2R2
Code: *
P.0. Box: Now: Type: Qualifier: Area Name:
Rural Route: Ma.:

Home Child Care Agency

Name *

1Is this an active home? Yoz Ma
*

Does this premises Yas Mo
provide in home

services? *

Consolidated Municipal Service Manager/ District
Social Services Administration Board: *

Deactivate Home Cancel Save B Returmn
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Adding a Home Child Care Premises

PO niminisiration v

Click ‘} Manage Home Child Care Premises ‘

2. The List of Home
Child Care Premises window appears.
List of Home Child Care Premises Per Page
Home Child Provider Last  Provider First Provider Phone, Home Child Care Status
Care Agency Name Name Number Location Address
Name

Add Home=|

3. Click Add Home>. The Manage Home Child Care Premises
window appears.

Provider Infarmation

Title: Mo Contact Title %

First Name: * [ |

Last Name:* |

Email:

Phone Number: B |

Home Child Care Location Address

Address: Strest =1 ¥ Street Name: # Strest Type: Street Dir:
[ | [ [ | ]

Unit [ Al |
Designator:
Extra |
Address

Information:
City: * [ |

Province: ™ | [Pizzza selact. W |

el E—

Code: *

P.0. Box: Mow: Type: Qualifier: Arez Name:

I | I v | [

Home Child Care Agency |HCCA_CORP_R14.0 40.18_42 % |

MName *

1s this an active home? () yac O MNa
E;

Does this premises O Yes O MNa
provide in home

services? *

Consolidated Municipal Service Manager/ District
Social Services Administration Board: *

Cancel Save & Return

4. Complete the information.

@Note: Only home child care agency licences will apepar in
the Home Child Care Agency Name drop-down.
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6.

@Note: The home child care location address cannot be
changed. If the location needs to be updated, the home child
care premises will need to be deactivated and re-added.

(®Note: The CMSM / DSSAB drop-down will only display the
CMSM / DSSABs on the selected home child care agency’s
licence.

(D Note: You cannot add more active home child care
premises than licensed to oversee. Additionally, you cannot add
more active home child care premises than licensed to oversee
in a CMSM / DSSAB. For example, if you are licensed to
oversee five home child care premises in City of Toronto. You
can only have five active home child care premises in the City of
Toronto in the List of Home Child Care Premises. If you have
reached capacity and would like to add another home child care
premises, you must deactive one first.

Field Notes and Tips

Is this an active home?: An active home (child care premises)
is one in which children are being cared for. An inactive home
(child care premises) is one where the provider has no children
enrolled, but could have one or more eventually.

Does this premises provide in home services?: The child
care is provided for a child at their home, or at another place
where residential care is provided for the child.

Click . The Manage Home Child Care Premises
window appears.

Click .

Changing the Home Child Care Provider Information

1.

View the home child care premises details. (See page 272 for
details.)

. Update the provider information.

Click . The List of Home Child Care Premises
appears.

Click |
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Making a Home Child Care Premises Temporarily Inactive / Re-activating
A home child care premises can be made temporarily inactivate.
1. View the home child care premises details. (See page 272 if
required.)

2. Change the status as required.

|Is this an active home?* () Yag @ No |

3. Click . The List of Home Child Care Premises
appears.

4. cliok| = |

Permanently Deactivating a Home a Child Care Premises

1. View the home child care premises details. (See page 272 if

required.)
. Deactivate Home . .
2. Click (near bottom of window). A warning
appears.
h&essage from webpage £

‘-.I You have selected to deactivate/delete this home child care location.
¥ Click Ok to proceed with this action.

ok || cancel |

1
3. &Warning: Once you select OK, you will not be able to
reactivate this home. Click .

4. Click . The Manage Home Child Care Premises

window appears.

5. Click .
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Taking the CCEYA Licensing Standards Test

Completing the Test

The self-test reflects the regulatory requirements under the
CCEYA. The testis available in two forms: (1) in CCLS — for

supervisors, and (2) on the website — for staff and others interested

in learning more about provincial licensing requirements. This

guide only includes the step-by-step instructions for supervisors.

) P— > :
1. Click . A menu appears with

different test topics.

} Complete Self-Test

>

Ratios of Employees to Children
and Group Size

>

Building Equipment and
Playground

Health and Medical Supervision

Mutrition

Program for Children

Staff Qualifications

WODW DN N

Staff Screening Measures and
Criminal Reference Checks

W

Emergency Preparedness

Administrative Matters and
Miscellaneous

2. Select the section you want to complete.

3. A question appears.

4. Select your answer.

5. Click

Verify

to check your answer.

6. Click|_"®** {0 go to the next question

@Note: You cannot proceed unless you have answered the
question correctly.

7. Once you have successfully completed a topic, a check mark

appears beside the topic in the menu.

v Mutrition
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8. Complete all the topics.

Generating Your Certificate

SOOI o v sandars st |

. p Certificat fC leti .
2. Click ISRl e following screen appears

showing your name.

CCEYA Licensing Standards Test
First name: profile

Last name: test3

Self-Test Certificates

Date of Completion Schedule Type

ul 21, 2017 Schedule 1 and 4 Generate

3. Click Generate. The File Download window appears.

4. Click . Your certificate appears.

5. Print the certificate:
5.1.From the menu select File and then select Print.

5.2.Click [_Prnt__].

6. File the certificate in your employee file.
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Completing the Licensed Child Care Operations Survey

Introduction
As a licensee, you will be emailed a request to complete a survey.
The purpose of the survey is to collect annual statistical information
about the operations of licensed child care centres and home child
care agencies in Ontario. One survey is required for each licensed
Child Care Centre / Home Child Care Agency.

Completing the Survey

Please refer to the Reference Guide for Licensed Child Care
Operations Survey for further instructions.

You may also wish to review the Frequently Asked Questions
(FAQs) for the Licensed Child Care Operations Survey.

Both documents can be found in

Opening a Draft Survey

You can open your draft survey from your dashboard.
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Appendix — Terms and Acronyms

Active home (child care premises)
> REVISED An active home (child care premises) is one in which children are being cared
for.

*

Agency Designate (Home Child Care Visitor)
An agency designate (home child care visitor) is able to report serious
occurrences for the licensed home child care agency if enrolled in CCLS by the
licensee.

Alternate capacity

Alternate capacities are used in licensed child care centres to support operational
needs. An alternate capacity is a different age group and capacity of children that
can be used in substitution of the primary age group and capacity of a licensed
child care room. A program must be authorised by the Ministry to use an
alternate capacity. A licensed child care room can operate a primary or alternate
capacity, not both at the same time. There are no alternate capacities in home
child care.

3k

Applicant
An individual, corporation or band council that is applying for a licence.

CcCB
Child Care Branch in the Ministry of Education. Formerly known as the Child
Care Quality Assurance and Licensing Branch (CCQAL or CCQALB).

i

CCC
Child Care Centre

CCEYA
Child Care and Early Years Act, 2014

CCLS
Child Care Licensing System. The Child Care Licensing System (CCLS) is the
name of the system used by the Ministry of Education for child care licensing in

Ontario.

AN CMSM / DSSAB

> REVISED Consolidated Municipal Service Managers (CMSMs) and District Social Services
Administration Boards (DSSABs) are municipal / regional service system
managers designated under the Child Care and Early Years Act, 2014 to

manage child care services across the province.

CWELCC system

The Canada-wide Early Learning and Child Care (CWELCC) system for early
years and child care funding provided for in an agreement entered into by the
Province of Ontario and the Government of Canada.

> REVISED

*
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Deactivated home (child care premises)
>  REVISED A deactivated home (child care premises) is one where the provider no longer
provides care for the agency.

Download
Store data or a file from the Child Care Licensing System to your computer.

EDU
Ministry of Education

> "NEw = EYCCD
2 Early Years and Child Care Division in the Ministry of Education
HCCA

Home Child Care Agency

Home Child Care Visitor
A home child care visitor (or home visitor) is an employee of a Home Child Care
Agency (HCCA). Each home child care visitor provides support and supervision
to the home child care locations that they oversee.

A home child care visitor shall be a person who, is a member in good standing of
the College of Early Childhood Educators, has at least two years of experience
working with children under thirteen years old and is approved by a director; or is
in the opinion of a director capable of providing support and supervision at a
home child care premises.

Inactive home (child care premises)
5 REVISED An inactive home (child care premises) is one where the provider has no children
enrolled, but could have one or more eventually.

Licensee
An individual, corporation, or First Nation who holds a licence issued under the
Child Care and Early Years Act, 2014.

A licensee can renew licences, report serious occurrences, request staff Director
approval, request licence revisions, apply for a new licence, and more.

Licensed capacity
In child care centres, the licensed capacity refers to the number of children the
centre can provide care for at any one time. This capacity is specified on a site's
licence and is broken down into a primary and alternate capacity. All centres
have a primary capacity and may also have an alternate capacity if requested
and approved by the Ministry. Both primary and alternate capacities are licensed
for use by the Ministry.

In home child care, the licensed capacity is set out in legislation (Child Care and
Early Years Act, 2014). If a home child care provider is contracted with a licensed
agency, the licensed capacity is a maximum of six children under thirteen years
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of age, including the children of the provider who are under junior kindergarten
age (i.e., 4 years old). This number cannot be exceeded. Additionally, no more
than three of the six children can be under two years of age.

Please note that there is also a maximum capacity for unlicensed child care
providers in legislation (Child Care and Early Years Act, 2014). It is a maximum
of five children under thirteen years of age, including the children of the provider
who are under junior kindergarten age (i.e., 4 years old). This number cannot be
exceeded. Additionally, no more than three of the five children can be under two
years of age.

Licensed Complaint (LC)
Any form of communication with the ministry, from any source, about something
the complainant considers unacceptable or unsatisfactory at a specific licensed
child care centre, home child care agency or home child care location contracted
with a home child agency that relates to a licensing requirement.

Ministry
Ministry of Education

My Ontario Account
An Ontario government login service used to access the Child Care Licensing
System. It provides external users secure access to government websites.

ONe-key
An old login system used by the Government of Ontario to provide external users
secure access to government websites.

Operating Capacity
On the “Operating Capacity” page in CCLS, the operating capacity is the age
group that is currently receiving care in a licensed child care room. The operating
capacity can only be an age group and capacity licensed by the Ministry, either
the primary or alternate capacity.

PDF
A format for a computer document file that enables a document to be processed
and printed on any computer using any printer or word-processing program.

Primary capacity
Primary capacity is the maximum number of children that can receive care in
each licensed age group. This capacity is identified by room on the licence and
represents the main age group for each room. Primary capacity can be
substituted with an alternate age group and capacity if approved by the Ministry.
A licensed child care room can operate a primary or alternate capacity, not both
at the same time. There are no primary capacities in home child care.
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Program Advisor (PA)
An employee of the Ministry of Education who is authorized under the CCEYA to
inspect licensed child care programs. Program advisors support licensees and
applicants to achieve and maintain compliance with licensing requirements and
respond to complaints and serious occurrences reported about and by child care
programs.

Qualified Staff
An individual who meets the required qualifications under the CCEYA.

For any licensed age group:
1. An employee who is a member in good standing of the College of Early
Childhood Educators.
2. An employee who is otherwise approved by a director.

For a licensed junior school age group or a licensed primary / junior school
age group:
1. An employee who has a diploma or degree in child and youth care.
2. An employee who has a diploma or degree in recreation and leisure
services.
3. A member in good standing with the Ontario College of Teachers.

Registered Early Childhood Educator (RECE)
An individual registered with the College of Early Childhood Educators who is
permitted to practise the profession of early childhood education and use the
protected titles “ECE” and “RECE”.

Schedule
Schedules are groups of age categories set out in regulation. For more
information, please see the Child Care and Early Years Act, 2014 (CCEYA) and /
or Child Care Centre Licensing Manual | Ontario.ca.

Serious Occurrence (SO)
Serious incidents that occur in licensed child care and must be reported to the
Ministry of Education.

Every licensee shall ensure that there are written policies and procedures with
respect to serious occurrences in each child care centre and each premises
where it oversees the provision of home child care, that those policies and
procedures are following in the centre or premises. A report of each serious
occurrence must be provided to a program advisor within twenty-four hours of the
licensee or supervisor becoming aware of the occurrence.

A serious occurrence includes:

= The death of a child who received child care at a home child care premises or
child care centre;

= Abuse, neglect or an allegation of abuse or neglect of a child while receiving
child care at a home child care premises or child care centre;
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= A life-threatening injury to or a life-threatening illness of a child who receives
child care at a home child care premises or a child care centre;

= An incident where a child who is receiving child care at a home child care
premises or child care goes missing or is temporarily unsupervised; or,

= An unplanned disruption of the normal operations of a home child care
premises or child care centre that poses a risk to the health, safety or well-
being of children receiving child care at the home child care premises or child
care centre.

Signing Authority
Legal power to act as agents of the corporation for general or specific purposes
such as payments and signing contracts.

Site Designate (Supervisor)
A Site Designate (Supervisor) is able to report serious occurrences, as well as
manage staffing information for the licensed child care centre.

SSM
Service System Manager. Also known as CMSMs / DSSABs.

Staff Director Approval (Staff DA)
Under the Child Care and Early Years Act, 2014 certain staff positions in licensed
child care centres and home child care agencies require approval by the Ministry
of Education.

Following are the types of Director approval:

Director approval — Supervisor: A supervisor shall be a person who,

* |s a member in good standing of the College of Early Childhood Educators,
has at least two years of experience providing licensed child care and is
approved by a director; or

= In the opinion of a director, is capable of planning and directing the program
of a child care centre, being in charge of children and overseeing staff.

Licensees must apply for director approval of either a registered early childhood
educator (RECE) or otherwise approved supervisor through the Child Care
Licensing System.

Director approval — Program Staff: For each group of children, the licensee

has employed at least one program staff who:

= |s listed on the College of Early Childhood Educators’ Public Register as a
member in good standing (“current member”); or

= Has been otherwise approved by a Director

Director approval — Home Child Care Visitor: A home child care visitor shall

be a person who,

* |Is a member in good standing of the College of Early Childhood Educators,
has at least two years of experience working with children under thirteen
years of age and is approved by a director, or
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= In the opinion of the director capable of providing support and supervision at a
home child care premises.

Licensees must apply for director approval of either registered early childhood
educator (RECE) or otherwise approved home child care visitor through the Child
Care and Licensing System.

Total capacity
The total capacity is the sum of all the primary capacities listed on a child care
centre licence. It is also the maximum number of children that may be receiving
care in the child care centre. This number cannot be exceeded.

> NEW O.Reg. 137 /15
2 Ontario regulation 137 / 15: General.

Unqualified
An individual who does not have the qualifications that are required under the

CCEYA.

Upload
Submit data or a file from your computer to the Child Care Licensing System.
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