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The following changes are effective February 2018:
» A Tools and Resources link has been added to the left navigation menu. 2
» Details have been added on how to add an inspection report. 10
» Your Program Advisor is automatically notified when you have added a
document.
» You can enter an alternate phone number when entering the contact 153
details for a serious occurrence.
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Introduction

Introduction

Overview

Using this Guide

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

= view the orientation video;

= create a profile; and

= apply for licences.

Once an application is submitted, applicants can also:
= check the status of an application;

= request staff Director approval;

= send updates and supporting documents; and

= withdraw an application.

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 document provides step-by-step instructions for applicants and
licensees to use CCLS. Portions of the document can be used by Site
Designates — Supervisors, Agency Designates - Home visitors and
CMSM/DSSAB service managers.

Before using this guide, you should have already registered for CCLS,
watched the Orientation Video and created your 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.

= Tips and shortcuts appear with a hand symbol: &

1
= Warnings appear with a caution symbol: &

* |mportant 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

Child Care Licensing System - Reference Guide for Applicants / Licensees 1



Introduction

may not be exactly as shown in the example. Any data appearing in
window samples is fictitious.

Getting Help

Tools and Resources

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

1. Click . The Tools and Resources

window appears.

Category 1 - English
CCLS Reglstration Gulde for Mew Applicants Mew
Document Description Dake
Trils aukde outlines e slon-ty shen mrooess B0 be used v new aoolcmis Dec 14, 3017 | Download >

2. To view and/or save a document:
2.1. Click Download>. A message appears.

2.2. Click . The document appears.

2.3. To save a document, use the save option in the document,
usually File -> Save.

Questions and Technical Support
Toll-Free: 1-855-457-5478

Local: 416-314-6230

é Email: childcare.helpdesk@ontario.ca

Child Care Licensing System - Reference Guide for Applicants / Licensees 2



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 ONe-key login and password. You must use your ONe-key ID and

password (that were created during the registration process) as well as
your registration PIN to securely log into the System.

1

&Warning: If you do not have a ONe-key ID, Password and a PIN,
do not continue. See the Registration Guide for Applicants or the
Registration Guide for Licensed Child Care Programs available on the
Early Years Portal at:

http://www.earlyyears.edu.gov.on.ca/EYPortal/en/ChildCareLicensing/ChildCareLicensingResources/index.htm

1. Open your browser (such as Internet Explorer).
2. Inthe address area type:

https://www.earlyyears.edu.gov.on.ca/ChildCareWeb/public/login.xhtml

3. Click or press the [Enter] key. The Child Care Licensing
System window appears.

8? Ontario

MINSTRYOF EDUCATION

Child Care Licensing System

» Contact Us

Child Care Licensing System

Welcome to the Ontario's Child Care Portal. To 'login’ or ‘register’ please click on the link below
which will take you to the ONe-key login page.

Login/Register >

CESSIBILITY | PRIVACY © QUEEN'S PRINTER FOR ONTARIO, 2013 | IMPORTANT NOTICES

Child Care Licensing System - Reference Guide for Applicants / Licensees 3
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Performing the Basics

. Login/Register > .
4. Click . The ONe-key Sign In window appears.

Sign in

Sign in with your ONe-key ID ONe-key ID:

New to ONe-key? |

A ONe-key account gives you secure access to Ontario

Government programs and services. Learn more Password:

Can't access your account?

Don't have a ONe-key ID? Sign up now!

5. Enter your One-key ID and Password.

6. Click m Your My Services window appears.

Obe-key has made several changes. Eind gut more

ou currently have sccess to the senace(s) isted below.

fiou can énfol for accessng additional sernces from the Avadable Seraces menu, on the left side of the
SCrEan,

» Child Care Licensing System

7. Click Child Care Licensing System. The Confirm your Identity window
appears.

Child Care Licensing System
Confirm your identity

* Required Field

Enter your ONe-key PIN *

[ ] Tip: SecEmail =2

8. Enter your PIN (from Email #3).

9. Click . Your home page appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees 4
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E;) Ontario ontariouca

mnisTRYOF EDUCATION

Francais

Child Care Licensing System

_ Drafts (Items not yet submitted to the ministry)

HOME | WELCOME JOHN(MY ACCOUNT) | LOG ouUT

[T ——— = New Licence Applications Total: 0
[ e — > Staff Director Approvals Total: 0
Administration > In Process Ttems

Total: 0

New Licence Applications
CCEYA Licensing Standards Test >
Tools and Resources > Staff Director Approvals Total: 0
Heed Help? Ministry Actions

New Licence Applications. Total: 0
Staff Director Approvals Total: 0
Floor/Site Plan Review - New Licence Applications Total: 0

(Your window may look different)

What to do if you forget / lose your CCLS PIN

Logging Out

Ask the help desk to reset your PIN.
Toll-Free: 1-855-457-5478

Local: 416-314-6230

éEmail: childcare.helpdesk@ontario.ca

1. Click . The following window appears.

ONe-key - Confirm Logout

Protect Your Information

"Help" function.

Confirm Logout ONe-key Portal
Logout of ALL ONe-key Protected Applications. Go to the ONe-key Portal and stay logged in.

After you logout from ONe-key we recommend that you clear the browser cache, since it may store content from the pages
you have accessed. You can find instructions on how to clear the browser cache by searching through your web browser's

2. Click Confirm Logout. The ONe-key Login window appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees
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Working with your Home Page

The first window to open after you log in is your Home Page.

- ; [eigra gy dvasga
:.?} Onttario -
wwisTRYor EDUCATION

Child Care Licensing System

O o= ]
_ Dralts [Ilems pol yol submitted to Ui ministry)

e —
T = =

= m In Pricoss Themis

et
[t —
_ Ministry Actions

Left
Mavigation Pane

B Litenge Applications Totads 0
haff Curecfor Approvaly Totah: 0
Wlowry Sl Plan Revirss - Beer Licence Applaatioen otk 0

(Your window may look different)

The left navigation pane allows you to:

= View the Orientation Video;

= Update your licensee profile;

Apply for a new licence;

Renew an existing licence;

Request a licence revision;

Request a staff Director approval;

Report a serious occurrence;

View active licence applications, active licence reviews, view active

licence renewals;

= Perform administration such as adding information about staff
members or managing CCLS user access;

= Complete the CCEYA Licensing Standards Test;

* Find helpful tools and resources such as reference guides, child care
licensing manual etc.; and

= Complete the Licensed Child Care Survey.

The top centre provides links to:

* Your home page from any screen;

= Your personal account information (title, name and email address);
and

= The log out link.

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, serious
occurrence report, etc.

Child Care Licensing System - Reference Guide for Applicants / Licensees 6
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= In Process Items — These are items that you have submitted to the
Ministry and that are currently under review. 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 ¥

New Licence Applications Total: 2 v

The window expands.

New Licence Applications Total: 2 A
Applicant Name Name of Child Care Site Address Status
Centre/Home Child Care
Agency
ABCD Corp ABCD Child Care Centra 2 Zzz Square , Markh... Under Review Selact =
ABCD Corp ABCD Agency 2 Xyz Square , Markh... Under Review | Selact =

To collapse the section click the up arrow

Sorting Entries

Datew

An arrow next to the column heading indicates the current
sort order. In the screen sample above, the information is sorted in
descending order by date. To change the sort order or to sort by a
different column simply click the green column heading.

Child Care Licensing System - Reference Guide for Applicants / Licensees 7



Performing the Basics

Moving to the Next / Previous Window

Next Save & Next

Generally you use or
window.

<Previous

Exit

usually returns to your home page.

to continue to the next

is used to return to the previous window without saving.

1
&Warning: Do not use the back button @ on your browser. It has
been disabled in CCLS and you may have to log in again.

Entering Data

= Ared asterisk indicates a field is mandatory and must be completed.

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

» Freeform field: Any information can be typed in a freeform field.

Comments to Minkstry

» Dropdown field / list of values. Click the arrow and a list of

options appears. Select the option required.

Sereat Typa:

> Date button: To enter a date click the button then select the date

| Start Date: ~

required.

Ea: 28 x'=?'~=||f you do not see the

date, use the << <>>> arrows. The < and >. arrows let you scroll

by month. The

<< and >> arrows let you scroll by year.

» Radio button: Click inside the circle to select an option.

| Apphcant/Licenses Typa *

Individual 3 Corparation First Matign |

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

Child Care Contra Language of
Service Dalvary: *

English Franch Crthar

Child Care Licensing System - Reference Guide for Applicants / Licensees
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Supporting Documents

Introduction

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

@Note:

You can upload updated municipal documents at any time, for
example, if updates are made to policies and procedures 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

Home Child Care Agency
v’ fire code approval
v building approval and
v health approval

Whenever the status of the document is updated, either by you submitting
a document or the ministry reviewing it, the status will appear 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.

Policies and Procedures

Document Type Date Status Status Date
Submitted
Approved fire evacuation procedures Jan 3, 2018 | Document Satisfactory | Jan 2, 2018 Select =

@Note: If one document contains more than one page, upload it as
one document only. Do no upload each page separately.

Uploading a Document

1. Open the application.

2. Click Upload Document =

. The Attachments window appears.
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Performing the Basics

Attachments

Document Type
Date
File *

Comments

Comment

Business Name Registration

Aug 22, 2013

Browse...

Ministry Comments:

itted Date

itted By

Cancel Save & Return

(Your window may not look exactly as shown)

. The Choose File to Upload window appears.

& Choose File to Upload

P

= =
(=] | v Libraries » D ts
@'\»/ 'l j 1orarie: oCUMmen’

- | 3 ‘ | Search Documents

Organize «

[ Favorites
Bl Desktop
4 Downloads

J=| Recent Places

. Libraries
3 Documents
,J'. Music
| Pictures
E Videos

1% Computer

&i Metwark

Mew folder

-

Documents library
Includes: 2 locations

-
MName

Date modified

No iterns match your search.

= O @

Folder ~

Arrange by:

Type Size

v d 1

File name:

- [l Files ¢

’ Open

) |

Cancel ]

4. Select the file.

5. Click L% |
6.

7 Click Save E Return

Enter comments in the Comments field if applicable.

Uploading / Adding an Additional Document / 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.

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

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.

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 Other
Please specify document type

Date Aug 22, 2013

1 *
File Browse..

Comments

Ministry Comments:

Comment bmitted Date bmitted 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 lm' . The Choose File to Upload window appears.

7. Select the file to be uploaded.

8. Click [_oeen |

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.

11. Click [Z2¥& & BEWIM | vour program advisor is notified that you have

updated the document.
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Performing the Basics

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, renewal, etc.).

2 Click » Supporting Documents .

3. Open the document with the status “Pending Revision” (click Select>).
The details of the submitted document appears.

Home > Apply for a New Licence > Supporting Documents =

Attachments

Document Type Incorporation papers

Data Nov 4, 27013

File ®

Comments

Supporting Dooument Summany

File Hama Revision Submitied By Cate
L Glass, Geraldine Mo &, 2013

Browse

Hide Comments

Ministry Commenis:

CoamemeEnt Submitted Date Submitted By
Plaase sign the detument 02/11/2013 Starr, Deb
Camncil Save & Retum

4. Review the comment from your program advisor.

5. Open the original document and make the revision.

6. Upload the document again. (See page 9 for details on uploading a
document.) Both the original file and revised file appear in the

Supporting Document Summary list.

Supporting Document Summary

File Mame Rewision Submitted By Date
Test[2].docx W2 Cookies, Sugar Mov 8, 2012
Test.docx Wil Cookies, Sugar Mowv 8, 2013

Hide Ceamments =

Child Care Licensing System - Reference Guide for Applicants / Licensees
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Revising an Entry
On Review Application Details windows 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. To have a section “opened” see
Requesting an Update to Application under Review on page 97.
The window opens at the first page of the application / renewal /
revision.

2. Make the changes.

3. Click until you reach the Review Application Details

window again.

Submit

4. Click

@Note: The program advisor will not receive the revisions until you
have clicked the Submit button.

Responding to a Comment

From time to time your program advisor may send you a comment
requesting revisions or additional information for an item you have
submitted (for example a new licence application, a serious occurrence
report, etc.). Your program advisor's comment can be found in CCLS and
an email is also sent to you notifying you of the request. Your program
advisor will ensure that the information that you need to update is
“Unlocked” (not read-only).

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

information: On your Home Page, click the down arrow ¥ of the In
Process Items section. The window expands. Look in the status column.

In Process Items

New Licence Applications Total: 1 rs

Applcant Name Name of Chald Care Site Address Status

Centre/Home Child Care

ABC Corp. XX Day care 2 ¥yz, Markham Pending
Rewision/Add
itional
Information
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Performing the Basics

1. Open the record. (Click Select>). The Review Application Details
window appears.

2. Scroll down to the Comments area.

Comments to Ministry

History of Ministry/Applicant Comments: ~

Comment Submitted Date Submitted By

Please check your licensing history answers. 04/09/20132 02:27 PM Deb Manager

3. Read the ministry notes and make the changes / provide the
information required. (See the previous section entitled Revising an
Entry for details.)

4. Enter Comments to the Ministry to inform your program advisor of
the changes you have made.

5. Click . The Declaration and Consent window appears.

6. If you agree select @ TAdree

7. Click . The Ministry is notified that you have sent a

comment / reply and made revisions.
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Viewing the Licensee Orientation Video

Viewing the Licensee Orientation Video

Introduction
Before a new applicant can apply for a licence, he/she must view the
licensee orientation. 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.

= Usethe | SEREV | and | MEXT ’| 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.

R . . 1
. provides links to relevant sites and documents.

= Toread a transcript of the narrative click Transcript.
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Updating Your Licensee Profile

Updating Your Licensee Profile

Introduction

Your profile contains information about your:

= Preferred language of correspondence

= The type of applicant / licensee you are

= 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 the
type of applicant / licensee you are 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.

Updating your Profile

1. Click AL

¢ 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. Review the information and make changes as required. If a field that
is not editable is incorrect contact the Child Care Help Desk.

Child Care Licensing System - Reference Guide for Applicants / Licensees
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Updating Your Licensee Profile

Licensee type: Corporation

Licensee type: CORPORATION

If your licensee type is not “corporation” skip this section.

Applicant/ Licensee Type

Preferred Language of

@ English _' French

Correspondence: *
Appli it/ Li T 3

pplicant/licensee Type Individual @ Corporation _! First Nation
Corporation Number: *
Corporation Name: *
Is the corporation a co-operative Yaz Na
corporation?: ¥ -
Is th tion: *

5 the corporation Far-Profit _' Non-Profit
Please select the type of _) Consolidated Municipal Service System Manager /District Social
organization (if applicable): Services Administration Beard

Publicly-Funded School Board
Hospital/Health Facility
College/University
Church/Religious Group

Other
Has an initial return been filed with
Yes ~ No
the Ministry of Government and
Consumer Services (MGCS) within 60
days of the date of incorporation?: *
Is th i il
s e corporation carrying on Yes Mo

business with a name different than

its corporate name?: *

Director's Director's Date Date Ceased Address Telephone Signing CECE

Last First Elected No. Authority Number
Name Name
Add
Directer>
Officer's Officer's Role Date Date Address Telephon Signing CECE
Last First Elected Ceased 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 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)

Exit Save Save & Next>

1. Review / edit the information as required.

2. Add a director if required:
2.1. Click Add Director>. The Director window appears.
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Updating Your Licensee Profile

Director

Director's First Name: * | |

Director's Last Name: * | |

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

Country: + |CANADA v|

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

Unit Designator: | v| No. :| |

Extra Address Information: l:l

c: —

Province: *

Postal Code: # l:l

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

Rural Route: | Vl No.:| |

Telephone No.: l:l

Signing authority for the O ves O No

corporation: =
Is this person a Registered
Early Childhood Educator? *

Cves O No

Cancel Save & Return

2.2. Enter the director’s information.

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

3. Update a director if required.
3.1. Click Update>. The Director window appears.
3.2. Make changes as required.

4. Deactivate a director if required.
4.1. Click Deactivate>. The Director window appears.
4.2. Enter the Date Ceased.

5. Add an officer if required:
5.1. Click Add Officer>. The Officer window appears.
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Updating Your Licensee Profile

Officer
Officer's First Name: * | |
Officer's Last Name: * | |
Title/Role: * Please select... v
Date Elected:(dd/MM/yyyy) + l:l
Country: * [CANADA v
Address: * Street #:* Street Name: * Street Type: Street Dir:
| | | | v | v
Unit Designator: | Vl No.:| |
Extra Address Information: l:l
o —
Province:
Postal Code: + l:l
P.0. Box: No.: Box Type: Box Qualifier: Box Area Mame:
| | V] | |
Rural Route: | V|No | |
Signing authority for the T ves O Mo
corporation: #
Is this person a Registered Yee No
Early Childhood Educator? *
Cancel Save & Return

5.2. Enter the officer’s information.
5.3. Click . The person appears in the officer’s list.

Update an officer if required.
6.1. Click Update>. The Officer window appears.

6.2. Make changes as required.
Deactivate an officer if required.

7.1. Click Deactivate>. The Officer window appears.
7.2. Enter the Date Ceased.

7.3. Click Save & Return ]

Click | #2ve & Next | The Applicant / Licensee Information window

appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees

19



Updating Your Licensee Profile

Applicant/Licensee Information

Applicant/Licensee Name: ABCD Comp

Phone: * [Ty 111-1111 | x| |
Email: * |debra.star@ontaria.ca |
Website: |

Contact Name: * [Johin o000 |
Contact Tt R

Contact Phone: * |(111]11]-1111 |E>¢:| |

Applicant/Licensee Mailing Address

Country: ¥ |CANADA V|
Address: * Street #: %  Street Mame: * Street Type: Strest Dir:
| || S .
Unit Designator: | v| ND"l |
SaraRddeess L1
Information:
Gity: = [ 1
Province: | COntario Vl
e —
P.0. Box: No.: Box Type:  Box Qualifier: Box Area Name:
Rural Route: | V| No.:l |
<Previous Exit Save

9. Complete the information.

Save

10. Click

11. Click et .Your home page appears.
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Updating Your Licensee Profile

Licensee type: First Nation

Licensee type: First Nation

If your licensee type is not “First Nation” skip this section.

Applicant/Licensee Type
Preferred Language of @® English O French
Correspondence: *
Applicant/Licensee Type: * O Individual O corporation ® First Nation
Select First Nation: = Flease select v
Add First Nation Member
Role * First Name * Last Name * Signing Registered CECE
Authority * ECE * MNumber *
Please seler v| | |'] OvesOmo OvesOmo [ ] Add First
Nation Member
First Nation Member
Role First Name Last Name Date Ceased Signing CECE Number
Authority
Exit Save Save & Next>

1. Select the name of the First Nation.

@Note: If the name of your First Nation is not in the list, select “First

Nation Not Found” and enter the name in the text field.

2. Add a First Nation member if required:
2.1. Select the Role from the dropdown list.
2.2. Type in the First and Last Names.
2.3. Indicate if he/she has Signing Authority.

2.4. Click Add First Nation Member. The person appears in the First

Nation member list.
@Note: A chief is mandatory.

3. Update a First Nation member if required:
3.1. Click Update>. The First Nation Member window appears.
3.2. Make the changes.

33. Glick [ Save s Retum |

4. Deactivate a First Nation member if required:

4.1. Click Deactivate>. The First Nation Member window appears.

4.2. Enter the Date Ceased.

4.3, Click | Save & Return |

5. Click| =2ve®=N=t ' The Applicant / Licensee Information window

appears.
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Updating Your Licensee Profile

Applicant/Licensee Information

Applicant/Licensee Name:
Phone: * Eaet:

Fa:

Email: * N N—
Website:

Contact NMame: * ohn 777

Contact Title:

Contact Phone: *

Applicant/Licensee Mailing Address

Cauntry: * CANADA -

Unit Designator:
it esgna * No.:

Extra Address

Information:

City: *

Province: * Ontario -

Postal Code: *

P.0. Box: Ne.: Box Type: Bex Qualifier: Box Area Name:

-

Rural Route:

< Previgus Exit

Address: Street =:*  Street Name: * Street Type: Street Dir:

Save

6. Complete the information.

Sawve

7. Click

8. Click L= . Your home page appears.
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Licensee type: Individual

Licensee type: Individual

If your licensee type is not “individual” skip this section.

Correspondence: *

First Name: =

Last Mame: *

Services (MGCS)? *

Applicant/Licensee Type
Preferred Language of

Applicant/Licensee Type: *

Has the business name been
registered with the Ministry of
Government and Consumer

Are you a Registered Early
Childhood Educator? *

®/ English

2 Individual

[Chippie
777

Yes

Yes

-]

-]

French

Corporation First Natwon

Exit Save Save & Next>

1. Verify/edit the information.

2. Click

Save & Next>

. The next page of your profile appears.

Phone: +

Fax:

Email: =

Website:

Country: *

Address: *

Extra Address
Information:

City: *
Province: *
Pastal Code: +

P.D. Box:

Rural Rouwbe:

Applicant/Licensee Information

Applicant/Licensee Name:

Unit Designator:

Applicant/Licenses Mailing Address

W | No.:

277 Mike
[(222) 222-2222 | Ext:]
ZZz{@zzz.ca
=
Street Name: * Street Type: Stresat Dir:
)‘J.Fi b3 b W
V_ ‘.n.::
ﬁox Type:_ _3cx Qualifier: _E-D:l: Arsa Namea:
W
<Previous Exit Sawve
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Updating Your Licensee Profile

3. Verify / edit the information.

Sawve

4. Click

5. Click L= . Your home page appears.
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NEW LICENCE APPLICATIONS
Applying for a Child Care Centre Licence

New Licence 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

included in this Guide.

This section walks you through the application process, generally
following the left navigation bar. As sections are completed, a checkmark

appears on the navigation bar.

MNew Licence Application W

» Apply for a New Licence
Program type

Licensing History

Applicant Type

Applicant Information

Child Care Centre Information
Operational Information

Review Application Details

ENAE RIE WA S A I A

Initial Deposit

» Fee Balance

» Supporting Documents
» Staffing Information

» Space Information

@Note: You will not complete all steps in one sitting. You can finish up
to and including “Initial Deposit”. At that time your application will be
reviewed and assigned to a Ministry of Education program advisor. You
will be emailed when you can continue the application process.
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NEW LICENCE APPLICATIONS
Applying for a Child Care Centre Licence

Step 1: Enter Application Information

. New Licence Application
1. Click .

» Apply for a New Licence

2. Click . The Notice of Collection of
Personal Information window 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 terms and conditions placed on the licence, public
reporting on licensed child care and policy analysis, evaluation, monitoring and research related to child care.

(Not all contents appear in the above sample)

3. Read the Notice of Collection of Personal Information.

Next

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

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: *

[Please select... v|

Exit Next

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

@ Note: Age groupings are categorized into schedules. For more

information see the CCEYA. Also see the “Age Grouping, Ratios,
Group Size and Staff Qualifications” fact sheet found on the Early
Years Portal:

http://www.earlyyears.edu.gov.on.ca/EYPortal/en/ChildCareLicensing/ChildCareLicensingResources/index.htm

7. Click _The Licensing History window appears.
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NEW LICENCE APPLICATIONS
Applying for a Child Care Centre Licence

Step 2: Complete the Licensing History

Licensing History

1. Have you, or a corporation that
you are/were a director or officer
of, ever applied for a licence to
operate a program under the Day
Nurseries Act (DMA) or the Child
Care and Early Years Act, 2014
(CCEYA)? *

2. Have you, or a corporation that
you are/were a director or officer
of, ever operated a program
licensed under the DNA or CCEYA?
*

3. 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? *

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

5. Have you, or a corporation that O vas O Ne
you are/were a director or officer

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.

Save & Next

2. Click

. The Applicant Type window appears.
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NEW LICENCE APPLICATIONS
Applying for a Child Care Centre Licence

Step 3: Review the Applicant Type Info

Applicant Type

Preferred Language of Englizh
Correspondence: =

Applicant/Licensee Typa: * Corparation
Corporation Number: 111111

Corporation Name: # ABCD Corp

Is the corporation a co-operative Mo

corporation?: *

Is the corporation: # MNon-Profit

Please select the type of Church/Religious Group
organization (if applicable):

Has an initial return been filed Yas

with the Ministry of Government

and Consumer Services [MGCS)

within 60 days of the date of
incorporation?: *

Is the corporation carrying on Mo
business with a name different

than its corporate name?: *

Please Mote: 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
submittad within 15 days after any changs takes place (2.9., changs in addresz, 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 here. If your profile is

incorrect, click and update your profile. (Only some profile

information can be changed). See page 16 for details on updating
your profile.

2. Click . The Applicant Information window appears.
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NEW LICENCE APPLICATIONS
Applying for a Child Care Centre Licence

Step 4: Review the Applicant Information

Applicant Information

Applicant Name: ABCD Corp
Phone: * (111) 111-1111
Fax:

H H K
Applicant Email: zzz.zzz@zzZ.COM

Website:

Contact Name: # ¥, John
Contact Title:

Contact Phone: * (111) 111-1111

Mailing Address

Address: * Street #: 2

Street Name: Xyz
Street Type: Square

Strest Dir:
Unit Designator: Mo.:
Extra Address
Information:
City: * Markham
Province: # Ontario
Paostal Code: * L3R 3M4
P.0. Box: Mo.:
Box Type:
Box Qualifier:
Box Area Mame:
Rural Route: Mo.:
Country: * CANADA

= 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 et and update your

profile. For details on updating your profile see page 16.

2. Click . The Child Care Centre Information window appears.
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Applying for a Child Care Centre Licence

Step 5: Enter the Child Care Centre Information

Child Care Centre Information

Name of Child Care Centre: *

Child Care Centre Email:

Website:
Fax:
.
Phona: Exct:
5 d Ph Number (if
econdary Phone Number (i Exct:

different):

Contact Name: *
Position:

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

Yes
No

Please indicate the primary use
of the building: *

Flesse select...

Child Care Centre Civic (Site) Address

Address: Strest Street Name: * Street Type: Streest

&y Diir:
Unit Designator:
Extra Address Information:
City/ Municipality: *

Province: *

Postal Code: *

Consolidated Municipal Service
Manager [ District Social
Services Administration

Board: *

Flesse select. ..

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

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

Country: * CANADA e

Address: Street #: Street Name: Street Type: Street Dir:
w~

Unit Designator: “ No.:

Extra Address Information:

City/Municipality:

Province: Please select... hd
Postal Code:
P.O. Box: No.: Box Type: Box Qualifier: Box Area Name:

W

Rural Route: | No.:
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Applying for a Child Care Centre Licence

Program Description

Child Care Centre Language of English French Other

Service Delivery: *

Safe Drinking Water Act

Is water provided through service connections with a Yes

municipal residential water system? * No

Was plumbing in this building installed? Before January 1, 1990

After January 1, 1930
DWIS ID#:

<Previous Exit Save Save & Next>

1. Enter the information.

Field Notes and Tips
All fields: Do not type in ALL UPPER CASE.

Consolidated municipal service manager/ district social services
administration board
= |dentifying your local CMSM/DSSAB will determine which
Ministry of Education — Child Care Quality Assurance and
Licensing office your application will be assigned to.

= @Note: This field is not applicable if the applicant type is
“First Nation”.

= |f you do not know what to enter:
(a) Click the here link.

Motes: To find your local CMSM/DSSAR, click hers

A file download window appears.

(b) Click . A document appears to help you

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

@DTip: Search for the name of your town.
(d) Close the document (select FILE—> EXIT)

= |f you select the 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.

= [f 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 your child care centre will be assigned a

unique Drinking Number Information System number (DWIS
ID).

2. Click _ The Operational Information window appears.
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Applying for a Child Care Centre Licence

Step 6: Enter Operational Information

Proposed Program Options *
Please identify the types of programs you plan to offer
[ Before school

I Full Day(6 hours or mare in a day) [JExtended hours{mare than 12 hours)

[JHalf day(Less than 6 hours in a day) [ After school [ owernight

Months of Operation *

O Operates 12 months
O 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

Licensed Capacity *

Please indicate the proposed number of children for each age group (to be confirmed by the Ministry)

Schedule Age Group Age Range Proposed
Capacity
Scheduls 1 Infant under 18 months El
Schedula 1 Toddler 18 months up to 20 months D
Schedule 1 Preschacl 30 meonths up to & years El
Schedule 1 Kindergarten 44 months up to 7 years El
Schedula 1 Primary/Junior School Age 68 months up to 13 years EI
Schedule 1 Junier School Age 9 years up to 13 years I:l
Schedulz & Farnily Age Group under 13 years I:l
Total a

<Previous Exit Save Save B Next>

(This window may be different depending on the schedule you selected

previously.)

1. Enter the information.
@Note: All fields are mandatory.

2. Click . The Review Application Details window

appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees

33



NEW LICENCE APPLICATIONS
Applying for a Child Care Centre Licence

Step 7: 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.

= .
@DTip: To print your application click Print (located near the top
right corner of the form).

1. Review your application.

1 -
QWarning: Once you click , you will not be able to

make any changes to your application until 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:
2.1. Click Revise>. Your application opens at the section required.
2.2. Make changes where required.

2.3. Click to save changes.

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

3.1. Click LApplication| (nogr the bottom of the Review Application
Details window). A confirmation message appears.

1 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 infermation will

be deleted. Click Ok te proceed with this action.

| ok || cancel

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

1 declare that all information provided in connection with this application is true, accurate and complete and I give
my consent to the indirect collaection 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.

® 1 Agres O I Disagree

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

misleading information.

<Previous Exit Proceed to Deposit Payment

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

4.3. Click LEreceed to Deposit Payment | . \oivia) Deposit

window appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees



NEW LICENCE APPLICATIONS
Applying for a Child Care Centre Licence

Step 8: Remit Deposit Payment

Initial Deposit Window

Select your payment
optian here

Initial Deposit
I e i Buleniel ol SEShiatam, B Sepaddt payment of S0 mest be subartted

Paymant (ptions

E-Transfer/ Cradit Cand
Craegue
Money Order

Submission of this application and & fea daposit is not & licence to oparate & child care
centre

Cnoe your deposit has been neceived, your spplicatson will be reviewed and sssigned to a Minstry of Bducation
Frogram Advisor.

Cne your Frogram Advisor is assigned, you will recenre a notificatson informing you that you can move on to the
ot steps of your Applestion. Thess nest sbeps include uiiosting Supporting documents and npukhag your stalfing
rlarrmipRinn,

‘ihiang apphoalds, thd webal documants that will B8 reguered inchude:

- Ircormoratson DEDETE

- BuSiness name registration

= ‘Winitben verification from the zoneng suthority confirming the locaton is approved for use &s a child cane centre

- Dietmiled site plans of the proposed location that show the building, playground and parking ansss

- Dietmiled floor plans thek show room messurements, location of foed cabinets (counters, cubbies and storage aress)
amd fenced cutdoor pleyground Space demensions

1t is recommend that wow stert prepsnng thase documants whils you wait for wowr spolication to be sssignad

wPrEvious Exit Hexts=

Paying By E-Transfer / Credit Card

1. Select E-Transfer/Credit Card. The window expands.

Payment Options
® E-Transfer/Credit Card
2 Money Crder

1 acknowledge that, should my final licensad capacity be 25 or more children, 1 will be reguired to submit an
additional fee to process my licence application in accordance with s.81 of 0. Reg. 137/15.

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

To submit your application, you are required to pay an initial daposit. Please click on "Continue with
E-Transfer/Credit Card' to complete the payment.

Continue with E-Transfer/Credit Card

2. Read the information on the window.

3. Click

Continue with E-Transfer/Credit Card

appears.

. A confirmation message
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[ Meszage from webpage | 22 |

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

Order Summary

Details

Payment to: Childcare Licensing

Total: $200.00 (CAD)

Payment Method

Credit Cards Accepted

*VISA [ER)

5. Select Credit Card or Interac Online as applicable.
@Note: VISA debit is not accepted.

Make Payment

6. Click . You will be re-directed to the appropriate site to

finallize payment.
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Payment Information

Poime preimming

pro=r=d by TO

vsa B R

Imvoice/Order Number: 2059532

Amount: 5200.00 CAD
Mame on card: |
Credit Card Typs: WISA V|

Credit Card Number: |

Expiration Date: 01 »|/ 2016 »

Credit Card CVD: What's this?

| Cancel Payment | | Submit Payment |

7. Enter the payment information.

8 Click Submit Payment _

9. If warning messages appear, click .

Complete Payment Process

10. A receipt appears. Click

Thank you for your payment.
To finalize the process you must click the Complete Payment Process button below.

Before proceeding, please print a copy of this page and keep it for your records.

Payment Receipt

Transaction Details

Payment To: Childcare Licensing
Tetal: $200.00 (CAD)
Time: 12-Jul-2016 11:01:141 AM

Payment Method: Visa
Elrd Numb!r; xzuu-nx-x:lez3‘

Cardholder Name:Mie ZZ7

Session ID: 761229
Authorization Number: TEST

Mote:

s For payment inguiries to your card issuer, please refer to the Authorization Number on your
paymant receipt.

» For payment inguires to the Ministry, please refer to the payment Session [D on your payment
receipt.

Complele Paymen! Process

A confirmation message appears.

The Ministry has received your depeosit and you have successfully submitted your application.
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Paying By Cheque or Money Order

1.

Select Cheque or Money Order as applicable. The following window

appears.

Payment Options

O E-Transfer/Credit Card
(O] Cheque

@] Maoney Order

Please print the Licensing Fee Deposit Payment Form {below)} and mail it to the following address. along with a

$200 cheque or money order payable to Minister of Finance.
CCQALB

77 Wellesley Street West, Box 9080

Toronto, ON

M7A 1N3

Once you have mailed your deposit payment to the Ministry of Education, click 'Confirm Payment and Submit

Application'.
Application Deposit Payment Form

Cheque/Monay Order Payment Data: l:l Ex: 28/04/2012

Remitter: {Payable From) |

Cheque/Monay Order Number: |

(Do not includs l=ading zarc's)

Amount: $200

Confirm Payment and Submit Application

. Application Deposit Payment Form .
2. Click 2P P Y . The File Download

window appears.

3. Click . The form appears on your screen.
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Sign and date
hera

Important note if

you are applying
as a corporation

Miniatry of Education Ministére de MEducation

Child Care Cuality Assurance Asgurance de ka qualibé

and Licensing des services de garde .
77 Wellesley Street West, Box 980 denfants st délvrance de permis Ontarlo
Toronks, ON MTA 1H3 77, e Welleshey Quest, B.P 980

Toronte (Ontario) MTA 1H3

Child Care Centre Licence Application: Deposit Payment Form

Applicant/Corporation Name:ABCD Corp
Hame of Child Care Centre:ABCD Child Care Centre

1 declare that all information provided in connection with this licence application

is true, accurate and complete and | 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,

| acknowbedge that, should my final licensed capacity be 25 or more children, | will be
required to submit an additional fee to process my licence application in accordance with
.81 of 0. Reg. 13715

Ml Tunderstand that all fees paid in connection with this licence application are non-refundalle.

Signature®; Date:

This is where to
mail your form
and pavment

authority for the corporation of the Firs) Mation

* If the applicant is a corporation of a First Nation, this form must be signed by a parson with signing

Amount of Deposit - New Licence: $200.00

Child Care Quality Assurance and Licensing Unil al the following address:
CCOALB

TT Welleslkey Streel West
Box 980
Toronto ON MTA 1N3

Attach a cheque or money ofder to this lorm, payable to the Minister of Finance and mail to the

Important Reminder: Payment must be submitted to the Ministry of Education in order for your
application io be processed.

Print the form:
4.1. From the menu select File.
4.2. Select Print... A Print window appears.

Print

4.3. Click :
4.4. Close the form window. (Select File then select Exit). The
Payment Options window appears.

Chequa/Money Crder Payment Data: l:l Ex: 28/04/2012

Remitter: [Payable Fram) |

Chegua/Monay Crder Number: |

(Do nat include lzading zere's)

Arnount: 5200

Confirm Payment and Submit Application

Sign and date the form.
Make your cheque payable to the Minister of Finance.

Enter the remaining information on the screen.

@Note: For the Remitter field, enter the name of the person the
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bank account is under.

8. Mail your form and payment to the address indicated on the form.

Confirm Payment and Submit Application

9. Click
message appears.

. A confirmation

Your application has been submitted. The Ministry will process your deposit payment once it is received.

10. Click . Your home page appears.

You are done for now!

éYour application is submitted to the Ministry. You will receive a

confirmation email.

éYou will receive another email when your application 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:
Business name registration (if applicable)
approved for use as a child care centre

Detailed floor plans
Detailed site plans

v OO0 000

information about the documents required.

Incorporation papers (if you are applying as a corporation)

Written verification from the zoning authority that the location is

You may wish to review the Licensee Orientation Video for more

» Your program advisor will review your application and let you know if
more information or revisions are required. (See page 13, Revising

and Responding to Comments, for details).
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Step 9: Submit Supporting Documents
éYou will receive an email advising when you can start submitting
supporting documents.

@Note: You can upload multiple versions of the same document if
required.

1. Open your application. (See page 95 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 Applicable Jan 3, 2018 Selact >
Zoning approval Upload
Document >
Floar plan Upload
Document =
Site plan Upload
Document >
Cambined floor 2nd site plan Upload
Document =
Add Additional Document
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Policies and Procedures

Document Type Date Status Status Date
Submitted
Approved fire evacuation procedures Upload
Document =
Emergency Management Palicy Nat Applicable Jan 32, 2018 Selact =
Sanitary practices Not Applicable Jan 3, 2018 Select =
Waiting list palicy Mot Applicable Jan 3, 2018 Selact =
Sleep Supervision Policy Mot Applicable Jan 3, 2018 Selact =
Process for Monitoring Compliance and Not Applicable Jan 2, 2018 Select =
Contraventions
Serious cccurrence policy Nat Applicabla Jan 2, 2018 Select =
Medication palicy Nat Applicabla Jan 3, 2018 Selact =
Parant Issues and Concerns Policy Nat Applicabla Jan 2, 2018 Selact =
Program Statement Implementation Not Applicable Jan 3, 2018 Select =
Paolicy
Parant Handbook Mot Applicable Jan 3, 2018 Select =
Program Statement Mot Applicable Jan 3, 2018 Select =
Playground safety policy Nat Applicabla Jan 2, 2018 Select =
Anaphylactic policy Nat Applicabla Jan 3, 2018 Select =
A supervision policy for wolunteers and Mot Applicabla Jan 3, 2018 Select =
placement students
Criminal Reference Check Palicy Not Applicable Jan 3, 2018 Select =
{including Paolice Vulnerable Sector Check)
Training and Development Palicy for Staff Nat Applicabla Jan 2, 2018 Select =
Sample enrolmeant form Mot Applicabla Jan 2, 2018 Select =
Accident form Mot Applicabla Jan 3, 2018 Select =
Sample menu Not Applicable Jan 3, 2018 Select =
List of play materials, equipment and Not Applicable Jan 3, 2018 Select =
furnishings

Add Additional Document >

Municipal and Other Approvals

Document Type Date Status Status Date
Submitted
Health approwval ‘erbal/Email Jan 3, 2018 Select =
Confirmation Obtained
Fire Code Approval ‘Verbal/Email Jan 2, 2018 Select =
Confirmation Obtained
Building approval Werbal/Email Jan 2, 2018 Select =

Confirmation Obtained
Add Additional Document >

Other Documents

Document Type Date Status Status Date
Submitted
Applicant's Police Record Check Upload
Document =
Insurance certificats Upload

Documant =
Third party certified playground inspection Mot Applicabla Jan 2, 2018 Select =
report [if applicabla)
Add Additional Document >

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

<Previous 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 9 for details.

You will receive a confirmation email.

4. Repeat step 3 for all documents.
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5. Add “additional documents” if required. See page 9 for details.

6. Click . The Staffing Information window appears.
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Step 10: Review 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 174.

@ 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 164.

1. Open your application. (See page 95 for details.)

» Staffing Information

2. Click . The Staffing Information window
appears.
Please review the staffing information the ministry has on file for this application.
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 Staffto Program Degree in Degree in 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
0 0 o 0 0 0 0 0 0 0
Non Program Staff
Cook Administrator Custodian Other Total
0 0 0 0 0
Staff Information
Last First Date of Status Primary RECE %% in Director Director Director
Name Name Hire Position MNumber Program Approval Approval Approval
Required? Status Details
< Previous Exit Next>
3. Review the information.
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4. If everything is correct, click| ™ | and skip to Step 11 — Review
Space Information on page 53.

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

Adding a Staff member to your staff list

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) Supervisor;

2) Non-RECE Supervisor (otherwise approved); and
3) Program Staff to take the place of a RECE (otherwise approved).

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: * [ ]7Eq: 28/04/2012

Is the staff member a Registered Early ) vas O Mo
Childhood Educator: * i i

Location/fPosition Information

Child Care Centre Primary Position Percentage in Director Works in school age
or Home Child Program Approval group with children
Care Agency Name Reguest < 9 years?
Required?

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.

4. Add the Location/Position Information:
4.1. Click Select Position and Location>. The following window appears.
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Home > Manage Staff Information >

Child Care Centre or Home |Please select 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

4.2. Select the name of the Child Care Centre if applicable.
4.3. Select the applicant’s Primary Position. Where a staff member
has more than one area of responsibility, identify his/her primary

role.
4.4. Complete the information for any fields that appear.

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

If you want to request director approval now:

Request Director Approval

5.1. Click the Applicant Details window

appears.
5.2. Continue to the next section, step 5.

If Director Approval is not required, you are done. Continue to
Step 11: Review Space Information on page 53.

Requesting a Staff Director Approval if Required

4.

. Staff Director Approval >
Click o

. | » Request Staff Director A | o
Click [ » Reaues rEcTar Mpprava | The 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) Supervisar
) Non-RECE Supervisor {otherwise approved)
@] Program Staff to take the place of a qualified staff (otherwise approval)

! Resource Teacher

Exit Next

Select the type of approval required.

Click " | The Applicant Details window appears.
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Notice of collection of Personal Information Form

6.

7.

Applicant Details

Applicant Name: *

Child Care Centre or Home Child Care Agency
Name:

College of Early Childhood Educators (CECE)
Registration Number:

to work with (check all that apply): =

Proposed start date: *

What percentage of the day is the supervisor
expected to be in program?
This individual is expected to normally work:

Describe the position the applicant would
fill: =

[Please select ... v

ABCD Child Care Centre

Have you verified the individual's College of Yes Mo
ECE Registration Number with the College's

public register? (for RECE Supervisor):

The approval is requested for the individual Schedule 1:

O i1nfant (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)
DPrimar)f,-'Junior Schoel Age (68 months up to 13 years)
[ 3unior school Age (9 years up to 13 years)

Schedule 4:
DFamin Age Group (Under 13 years)

|:| Eg: 28/04/2012

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

Hours per day:

(Partial window only — your window may be different)

Print the Notice of Collection of Personal Information form.

5.1. Click

Motice of collection of Personal Information Form

5.2. Print the form.

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

5.4. Retain the form in the staff’s file.

Enter the applicant details.

Add the applicant’s child care experience:
7.1. Click Add Experience>. The Child Care Experience window

appears.
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‘Chilld Care Expariencs

Program Mama: =

Posithon: =

Start Date: = 5o 290472012
Does the Individual still A yag o
whork fvolunteer in thic B
positiond: =

.
Typs of Exparienoe: O Valuntmar —+ Pald Employmeant

Description of
Rasponsibiiities and Age

Group: *

Frogram Address

Country: =

BAddrass: Strast 2: X Strast Mama: T Straat Typa: Strast Dir:

Unit Designator:

Extra Address
Informathon:
ity =

P I State: =
ravincef Cntark -

Postal Coda f ZIP
Coda:!

F.0. Boo Ma.: Tyoe: Qualifiar: Brms Mame:

Rural Routa:!

Cancal Save B Retum

7.2. Enter the information.

7.3. Click 22 & Retum | Tho Applicant Details window appears.

9. If the approval is for:
= anon-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?

9.1. Answer the question
9.2. If you respond “Yes” to the above question, you will be prompted
to enter additional training.
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Additional Training

Education Institution Name Course Name Cowrse Start  Course End
Date Date

Add Course =

9.2.1. 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

9.2.2. Enter the information.

Save & Next

10. Click
appears.

. The Review Application Details window

11. If the approval is for:
= A Non-RECE Supervisor or
= A program staff to take the place of an RECE

The Supporting Documents window appears.

Document Type Date File Name Comments:
Submitted

Caopy of diploma/degree Upload

Document =
Transcripts from post- Upload
secondary training Document =

Add Additional Document =

< Previous Exiit Next

11.1. Upload supporting documents as applicable. (See page 9 for
details.)

11.2. 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 * ves 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 &ge 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)
12. Review the information on the Review Application Details window.
13. If changes are required:

13.1. Click Revise>.
13.2. Make the changes.

133. Click
14. 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 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

15. If you agree with the statement select the | agree checkbox.

16. Click . The Confirmation window appears.
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Your Staff Director Approval Request has been submitted.

Exit

17. Click . Your home page appears.

éYou will receive a confirmation email.

» Your program advisor will review your request and let you know if
more information or revisions are required. (See page 13, Revising
and Responding to Comments, for details.)

» 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 -1'3 hd
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 =
Canfra Childhood
Educator (RECE)
Supervisor
Add Staff=

2. To open a staff record click Select>.

3. Make the changes. See page 174 for details on how to edit,
deactivate, and put a staff member on temporary leave.

4. Click Save & Return
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Step 11: Review Space Information

@ Note: You cannot make changes in the space information window.
The data is entered by your program advisor based on the information
supplied in your supporting documents (floor plan and site plan) and that
is approved in principle by the Director.

1. Open your application. (See page 95 for details if required.)

5 Inf ti
2. Click e ll il . The Space Information window

appears.

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

Space Information
Room/Space
Room Floor Level Age Group Room Area Licensed Capacity Number of Program
Staff
Infant 1 Floor 1 Infant 1000 Sguare Metres | 10 1
fam 1 Floor 1 Family Age 109 Square Metres 10 N/A
Group
Other Required Areas
Area Type of Area Floor Level
Room 7 Separate Sleep Area Floor 2
Number of sinks for Number of toilets for Number of sinks for Number of toilets for
children's use children’s use staff's use staff's use
i 1 1 1
Playground
Playground location Age Group Playground Playground Fixed Fence Height
Area Capacity Equipment?
at ground level and Infant 777 Sguare 22 No 7 Feet
adjacent to the building = Family Age Group  Metres

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 et . Your Home Page appears.
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Step 12: Print Floor/ Site Plan Letter

éYou 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 b
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 EH),

8. Submit the letter to your local municipality in order to obtain municipal
approvals.

@DTip: You may wish to review the Orientation Video for more

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 13.)
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Step 13: Remit Fee Balance Payment (if applicable)

@ Note: You will be notified by email if your application request
requires submission and payment of a fee balance. If your final licensed
capacity is 24 children or less you will not have to remit an additional fee.

Maximum number of Fee for a new
Children application
0-24 $200
25-49 250
50-74 300
75-99 350
100-124 400
125 or more 450

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

New Licence Applications Total: 1 A

Applicant Name Name of Child Care Site Address Status

CentrefHome Cl
Agency
ABCD Corp ABCD Child Care Centre 2 ¥yz Landing , Mark... Fee Balance  Select =
Required

1. Open the application.

2. Click . The Fee Payment window appears.

Fee Payment

Your application is currently pending the payment of 2 $50 fee balance.

Payment Options

) E-Transfer/Credit Card
) Cheque
) Money Order

If you have any questions about your fee balance payment, please contact the program advisor assigned to your
licence application.

<Previous Exit MNexi=
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Paying By E-Transfer / Credit Card

1.

Select E-Transfer/Credit Card. The window expands.

Fee Payment
Your application is currently pending the payment of = $50 fee balznce,

Payment Options

® E-Transfer/Credit Card

O Cheque

O Money Order

You are reguired to pay a fee balance for your licence application. Please dlick on "Continue with E-Transfer/Credit

Card' to complete the payment.

Continue with E-Transfer/Credit Card

[If you hawve any questions about your fee balance payment, please contact the program advisor assigned to your
icence application.

<Previous Exit Next>

Continue with E-Transfer/Credit Card

Click . A confirmation message
appears.
Message from webpage | 2 |

| ok || Concel |

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

Details

Payment to: Childcare Licensing

Total: $50.00 (CAD)

Payment Method

Effective April 30, 2017 this site will no lenger support connections lower than TLS 1.2 security
protocol. Click here to test your browsar/system. Plzase upgrade if required.

(R T TR T e TR T

> VISA

Anterac™ Unhne
I

The Interac Online service allows you to pay for goods and services
over the Internet directly from your Internet banking account.
Learn more about Interac Online.

Caution: This payment session will expire in 30 minutes. We
recommend having an already established Internet banking account

before selecting this payment method.

® Trademark of Interac Inc. Lisad under fizence.

@Note: The amount may be different.

Select Credit Card or Interac Online as applicable.
@Note: VISA debit is not accepted.

Click . You will be re-directed to the appropriate site to

finallize payment.
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Payment Information
:‘1;.1'.5?3:1;;“:.\;

VisA

Invoice/Order Murmber: 2088650

Amount: £ 50 CAD
Name om card: |
Credit Card Type: VIS4 |

Credit Card Mumber: |

Expiration Date: 01 w2017 W

Credit Card CVD: Wuhars this?

| Cancel Payment | | Submit Payment |

@Note: The amount may be different.

6. Enter the payment information.

7 Click |Submit Payment

8. If warning messages appear, click .

Complete Payment Process

9. Areceipt appears. Click

Thank you for your payment.

To finalize the process you must click the Complete Payment Process button below.

Before proceeding, please print a copy of this page and keep it for your records.

Payment Receipt

Transaction Details

Payment To: Childcare Licensing
Total: 350.00 (CAD)
Time: 12-Jul-2016 11:01:41 AM

Payment Method: Visa
Card Number; ®¥e @ ssuamums, 524

Cardholder Name: Mice Z77

Session ID: 761229
Authorization Number: TEST

Note:

» For payment inguiries to your card issuer, please refer to the Authorization Number en your
payment receipt.
* For payment inquires to the Ministry, please refer to the payment Sessien ID on your payment

recaipt,

Comglete Paymenl Process

A confirmation message appears.
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Paying By Cheque or Money Order

1. Select Cheque or Money Order as applicable. The window expands.
Fee Payment
‘Your application is currently pending the payment of 2 $50 fee balance,
Payment Options
) E-Transfer/Creadit Card
® Cheque
) Money Order
Plzase print the Licensing Fee Balance Payment Form {belew) and mail it to the following address, along with a
$50 chegque or money order payable to Minister of Finance.
CCQALB
77 Wellesley Strest West, Box 980
Toronto, ON
M7A 1N3
Once you have mailed your fee balance payment to the Ministry of Education, dick 'I have sent my Chegue/Money
Order to the Ministry'.
Application Fee Balance Payment Form
Cheque/Money Order Payment Date: I:I Ex: 28/04/2012
Remitter: (Payable From) |
Cheque/Money Order Number: |
[ nat Inclucs leading zera's)
Amaunt: 550
1 have sent my Cheque/Money Order to the Ministry
If you have any guestions about your fee balance payment, please contact the program advisor assigned to your
licence application.
<Previous Exit Next=>
. Application Fee Balance Payment Form . .
2. Click . The File Download window

appears.

3. Click . The form appears on your screen.
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Sign and date
here

Important note if
you are applying
as a corporation

Thisis where to
mail your form
and payment

Toronbo (Ontano) MTA 1MY

Ministry of Education Ministére de FEducation
E'P:-:I Care Cualty Assurance ;::um d-l-dll: qualté S>
Licanaing BONICES o8 Darde
TT Wellesley Street West, Box 380  Jenfants o delhmance de permis
Toronto, 0N MTA 'IH;S-' . ;nn.ur Wellesley Ouesd BF*& Ontarln

Child Care Centre Licence Application: Fee Balance Payment Form

Applicant/Corporation Name: ABCD Comp
Hame of Child Care Centre-ABCD Chid Care Centre

2014
| Fgratune; Dhate;

and complite and | give my condent 1o the indaect collection and disclosure of parscnal

1 declare that all information provided in connection with this licence applcation is tree, scourate
information for the purposes of administering and enforcing the Child Care and Early Yoars Act,

* If the applicant i & corporation of & First Nabon, this form must be sgned by 8 penon wilh sgaing

| authority for the corporation or the First Nation

Fee Balance Amount - New Licence:  § 50.00

Child Care Quality Assurance and Licensing Unit at the lollowing address:

CCOALB
TT Wellesley Streel Wes!t
Box 580
Toronto 0N MTA 1N3

Aftsch a cheque of money ofder 1o this form, payable to the Minister of Finance and madl 1o the

Important Reminder: Payment must be submithed o the Miristny of Education in onder for your
SRPICELON 1 D prodiiaed

5.
6.

7.

8. Mail your form and payment to the address indicated on the form.

Print the form:
4.1. From the menu select File.
4.2. Select Print... A Print window appears.

Print

4.3. Click
4.4. Close the form wmdow (Select File then select Exit). The
Payment Options window appears.

Chegque/Money Order Paymant Date: I:l | Ex: 2B/04/2012

Remitter: (Paystie From) |

Cheque/Money Order Number: |

[Do nat Incluce leading 2=ra's)

Amount: 550

I have sent my Cheque/Money Order to the Ministry

Sign and date the form.
Make your cheque payable to the Minister of Finance.

Enter the remaining information on the screen.

@Note: For the Remitter field, enter the name of the person the

bank account is under.
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9. Click I have sent my Cheque/Money Order to the Ministry A confirmation

message appears.

Your application is now pending the receipt of a fee balance payment. The Ministry will process your fee balance once
It is receivea,

10. Click _ Your home page appears.

Next Steps
» 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 103 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 guide walks you through the application process, generally following
the left navigation bar.

Mew Licence Application ~

» Apply for a Mew Licence
v Program type
v Licensing History
v Applicant Type
» Applicant Information
» Agency Information
» Dperational Information
» Review Application Details
¥ Initial Deposit
» Fee Balance
» Supporting Documents
» Home Child Care Premises

¥ Staffing Information

@ Note: You will not complete all steps in one sitting. You finish up to
and including “Initial Deposit”. At that time your application is assigned to
a program advisor. You will be emailed when you can continue the
application process.
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2. Click

Step 1: Enter Application Information

. Mew Licence Application
1. Click .

» Apply for a New Licence

. The Notice of Collection of
Personal Information window 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 terms and conditions placed on the licence, public
reporting on licensed child care and policy analysis, evaluation, monitoring and research related to child care.

(Not all contents appear in the above sample)

Read the Notice of Collection of Personal Information.

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

Select the Home Child Care Agency button.

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

Licensing History

1. Have you, or a corporation that O Yes O 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)? =

2. Have you, or a corporation that ) vee O No
you are/were a director or officer

of, ever operated a program

licensed under the DNA or CCEYA?

3. 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? =+

4. 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
DMNA or the CCEYA? *

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

1.

Applicant Type

Preferred Language of English
Correspondence: *

Applicant/Licensee Type: * Corporation
Corporation Number: 111111

Corporation Name: * ABCD Corp

Is the corporation a co-operative No

corporation?: *

Is the corporation: * MNon-Profit

Please select the type of Church/Religious Group

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?: *

Please Note: 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, corporate or First Nation.)

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

@Note: No information can be changed here. If your profile is

incorrect, click and update your profile. (Only some

information can be changed). See page 16 for details on updating
your profile.

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

1.

2. Click

Applicant Name:
Phone: =

Fax:

Applicant Email: #

Website:
Contact Name: *

Contact Title:
Contact Phone: *

Mailing Address
Address: +

Unit Designator:

Extra Address
Information:
City: =

Province:
Postal Code: #

P.0. Box:

Rural Routa:

Country:

Applicant Information

Street #: 2

Streat Name: Xyz
Strest Type: Sguars
Streat Dir:

No.:

Markham
Ontario
L3R 3M4

No.:

Box Typ=:

Bow Qualifier:
Box Area Name:

No.:

CANADA

ABCD Corp

(111} 111-1111

debra.starr@entario.ca

¥aexx, John

{111} 111-1111

<Previous

Exit

Next>

Review your applicant information. It has been populated from your

Profile.

@Note: No information can be changed here. If the information is

incorrect, click and update your profile. See page 16.

Next

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

Agency Information

Name of Agency: *
Agency Email:
Website:

Fax:

Phone:

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

Position:

Address:

Ext:

Ext:

Agency Head Office Civic Address

Unit Designator:

Extra Address Information:
City /Municipality:
Province:

Postal Code:

P.0. Box:

Rural Route:

Program Description

Language of Service: *

Street Street Name: * Street Type: Street Dir:
P
- -
Unit Designator: * No.:
Extra Address Information:
City/Municipality: *
Province: * Ontario
Postal Code: *
Consolidated Municipal Please select -
Service Manager/District
Social S i Administrati . .
octal services Administration Notes: To find your local CMSM/DSSAE, click here
Board: *
Agency Mailing Address (if different from Agency Head Office Civic Address)
Country: * [CanADA v
Address: Strest #: Street Name: Street Type: Straet Dir:
| I || ¥ | ~

| v| No.:| |

Flease select . e

No.: Bex Type: Baox Qualifier: Bax Area Name:

L LI | |

| V| No.:l |

English [French [Jother

<Pravious Exit Save Save & Next>

1.

Enter the information.

Field Notes and Tips

All fields
Do not type in ALL UPPER CASE.
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Consolidated municipal service manager/ district social services
administration board
= |dentifying your local CMSM/DSSAB for the agency head
office will determine which Ministry of Education — Child Care
Quality Assurance and Licensing office your application will be
assigned to.

. @Note: This field is not applicable if the applicant type is
“First Nation”.

= |f you do not know what to enter:
(a) Click the here link.

Motes: To find your local CMSM/DSSAR, click hers

A file download window appears.

(b) Click . A document appears to help you

determine the CMSM/DSSAB for your area.

(c) Scroll through the document and make note of the Service
Manager for your area.

@DTip: Search for the name of your town.

(d) Close the document (select FILE—> EXIT)

= |f you select the City of Toronto, select the ward where the
home child care agency 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 select more than one.
= |f you select Other the window expands. Select the language
then click Add>>.

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

Operational Information

Proposed Program Options(indicate

all that apply) * [T Full Day(6 hours or more in a day) ["Before school

[T Half day(Less than 6 hours in aday)  [T] After school
[ Extended hours({more than 12 hours) [[] Overnight

[[IFlexible Hours(e.g. shifts, evenings) [/ Weekend

<Previous Exit Save Save & Next

1. Select the Proposed Program Options you plan to offer in the home
location (you can select more than one option).

2. Click . The Review Application Details window

appears.
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Step 7: Review and Submit your Application

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

m .
& Tip: To print your application click Print (located near the

top right corner of the form).

1. Review your application.

1
QWarning: Once you click Submit, you will not be able to make
any changes to your application until after it is received and assigned
to a 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.
2.1. Click Revise>. Your application opens at the section required.
2.2. Make changes as required.

2.3. Click to save your changes.

3. If you would like to withdraw your application:

. Withdraw Application . .
3.1. Click op . A confirmation message appears.

4 You have selected to withdraw your licence application. Please note:

¥ when your application is withdrawn, all associated staff director
approval requests, supperting decurments and staffing information will
be deleted. Click Ok to proceed with this action.

QK l ’ Cancel
3.2. Read the message.
3.3. Click to withdraw.
4. Submit your application:
. Submit> ; i
4 1. Click . The 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 collaection 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.
® 1 Agres O I Disagree
MNotice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or

misleading information.

Proceed to Deposit Payment

<Previous Exit

4.2. If you agree with the statement select the | Agree radio button.

Proceed to Deposit Payment . The Initial Deposit

4.3. Click
window appears.
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Step 8: Remit Deposit Payment

Initial Deposit Window

Initial Deposit

n order to submit your application. a deposit paymant of $200 must be submitted.

Payment Options

) E=Transfer/Credit Card

Select your payment O cheque

Dp"Dn here O Mongy Order

Bubmission of this deposit is not a licence to operate a Home Child Care Agency

Pnce your payment has been received, your application will be reviewed and assigned to a Ministry of Education
prageam Advisar.

Prce your Program Advisor is assigned, you will receive a notification informing you that you can move on to the

hext steps of your application. These next steps include upleading supporting decuments and inputting your staffing
nfgrmation.

Where applicable, the initial documents that will be required include:
Incarporation papers (if the applicant is & corparation)

Business name registration (if applicable)

A criminal reference chack far the applicant

An insurance certificate

Writtan varification from municipal authorities that the lkecations whare homa child care will be provided comply
with local zoning, health and fire requirements

t iz recommend that you start preparing these decuments while you wait for your application to be assigned.

LPrevious Exit Next>

Paying by E-Transfer / Credit Card

1. Select E-Transfer/Credit Card. The window expands.

Payment Options

® E-Transfer/Credit Card
) Cheque
) Money Order

1 acknowledge that, should my final number of approved homes be 26 or more homes, I will be reguired to submit
=n additional fes to process my licence application in accordance with =.81 of 0. Reg. 137/15.

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

To submit your application, you zre required to pay an initial deposit, Please cick on “Continue with
E-Transfer/Credit Card' to complete the payment.

Continue with E-Transfer/Credit Card

2. Read the information on the window.

. Continue with E-Transfer/ Credit Card
3. Click

. A confirmation message
appears.
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Message from webpage | &= |

I.-"'_"‘-. You are about to leave the CCLS application to complete payment.
k. ¢ 4 Click "OK' to continue or 'Cancel’ to return.

| ok || Cancad |

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

Order Summary

Details

Payment to: Childcare Licensing

Total: $200.00 (CAD)

Payment Method

Credit Cards Accepted

°VISA =

Interac” Online

The Interac Online service allows you to pay for goods and services

. m L over the Internet directly from your Internet banking account.
e Learn more about Interac Online.
(Onfine )

Caution: This pgyment session will expire in 30 minutes. We
recommend having an siready established Internat banking sccount
before selecting this payment method.

® Trademark of Interac Inc. Used under licence.

5. Select Credit Card or Interac Online.
@Note: VISA debit is not accepted.

6. Click . You will be re-directed to the appropriate site to
finallize payment.
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Payment Information

Pavmest procoming
pewmed by TD

visa =

Invoice/Order Number: 2059532

Amount: $200.00 CAD
Mame on card: |
Credit Card Type: VISA ~|

Credit Gard Number: |

Expiration Date: 01 w|/]|2016 w

Credit Card CVD: What's this?

| Cancel Payment | | Submit Payment |

7. Enter the payment information.

8 Click Submit Payment _

9. If warning messages appear, click .

Complete Payment Process

10. A receipt appears. Click

Thank you for your payment.
To finalize the process you must click the Complete Payment Process button below.

Before proceeding, please print a copy of this page and keep it for your records.

Payment Receipt

Transaction Details

Payment To: Childcare Licensing
Total: $200.00 (CAD)
Time: 12-Jul-2016 11:01:41 AM

Payment Method: Visa
Card Number; ®®==ssmssuss; 334
Cardholder Name: \jus 777

Session ID: 761225
Authorization Number: TEST

Note:

*  For payment inquiries to your card issuer, please refer to the Authorization Number on your
paymeant receipt.

& For payment inguires bo the Ministry, please refer to the payment Session 1D on your payment
recaipt.

Comglele Payment Process
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A confirmation message appears.

The Ministry has received your depesit and you have successfully submitted your application.

Paying By Cheque or Money Order

1.

Select Cheque or Money Order as applicable. The following window

appears.

Payment Options

O E-Transfer/Credit Card
O] Chaque

@] Maoney Order

Fleas= print the Licensing Fee Deposit Payment Form {below)} and mail it to the following address, along with 2

%200 cheque or money order payable to Minister of Finance.

CCQALB
77 Wellesley Street West, Box 980
Toronto, ON

M7A 1NZ

Once you have mailed your deposit payment to the Ministry of Education, click 'Confirm Payment and Submit

Application’.

Application Deposit Payment Form

Chegue/Monay Order Payment Data: I:l Ex: 2B/04/2012

Remitter: {Payable From) |

Cheque/Monay Order Number: |

(Dm not include I=ading zers's)

Arnount: 5200

Confirm Payment and Submit Application

. Application Deposit Payment Form .
2. Click L 222 P Y . The File Download

window appears.

3. Click . The form appears on your screen.
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Sign and date here

Important note if you
are applyingasa
corporation

This is where to mail
your formand
payment.

Ministry of Education Ministere de "Education

Chald Care Quality Assurance Assufance o la qualité

and Licensing des services de gande .

TT Welesley Street West, Box 980  denfants ef déiivrance de permis Ontarlo
Toronto, ON MTA 1H2 TT russ Welesley Qusat , B.P 580

Toronto, ON MTA 1N3

Home Child Care Agency Licence Application: Deposit Payment Form

Applicant/Corporation Name ~BCD Corp

Name of Home Child Care Agency: ABCD Agency

1| declare that all information provided in connection with this licence application
is true, accurate and complete and | 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,

| acknowledge that, should my final number of approved homes be 26 or more homes, | will be
required Lo submit an additional fee (o process my licence application in accordance with
.81 of 0. Reg. 13TH5.

\ 1 understand that all fees paid in connection with this icence application are non-refundable.
Si L Date:

* I the applicant is a corporation or & First Nation, this form must be signed by a person with signing
authority for the corporation or the First Nation

Amount of Deposit - New Licence: $200.00

Attach a cheque or money order to this form, payable to the Minister of Finance and mail to the
—_— Child Care Quality Assurance and Licensing Unit at the following address:

CCaaLB
1T Wellesley Street West
Box 980
Toronto ON MTA 1N3

Important Reminder: Payment must be submitied to the Ministry of Education in order for your
apoicaton 1O be processed,

Print the form:
4.1. From the menu select File.
4.2. Select Print... A Print window appears.

. Print
4.3. Click .
4.4. Close the form window. (Select File then select Exit). The
Payment Options window appears.

Chegue/Money Order Payment Date: I:I " Ex: 2B/04/2012

Ramitter: (Payable From) |

Chequa/Menay Order Number: |

(D mot include l=ading zers's)

Armount: 5200

Confirm Payment and Submit Application

Sign and date the form.
Make your cheque/money order payable to the Minister of Finance.

Enter the remaining information on the screen.

@Note: For the Remitter field, enter the name of the person the
bank account is under.

Mail your form and payment to the address indicated on the form.
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. Confirm Payment and Submit Application . i
9. Click . A confirmation

message appears.

Your application has been submitted. The Ministry will process your deposit payment once it is received.

10. Click . Your home page appears.

You are done for now!

éYour application is submitted to the ministry. You will receive a
confirmation email.

éYou 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 visitors.

In the meantime, you can start developing / obtaining the following
documents:

d Incorporation papers (if you are applying as a corporation)
d Business name registration (if applicable)

» Your program advisor will review your application and let you know if
more information or revisions are required. (See page 13, Revising
and Responding to Comments, for details.)
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Step 9: Submit Supporting Documents

é @Note: You will receive an email advising when you can submit

supporting documents. In addition, the “Supporting documents”
navigation link will become available.

1.

Open your application. The Review Application Details window

appears.

Click

» Supporting Documents

. The Supporting Documents
window appears showing a table of documents. Some documents

may be marked as “not applicable”. The documents in the initial
documents 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

Incorporation papers

Policies and Procedures

Document Type

Sanitary practices

Waiting list policy

Eleep Supervision Policy

Pracess for Monitoring Compliance and
Contraventions

Serious occurrence policy

Program Statement Implementation
Palicy

Medication policy

Parent Issues and Concerns Pelicy
Parent Handbook

Program Statement

Anaphylactic policy

A supervision policy for volunteers and
placement students

Criminal Reference Check Policy
{including Pelice Vulnerable Sector Check)
Training and development policy for home
wvisitors and providers

Provision of equipment policy

Sample Written Agreement betwean
Licensee and Provider

Standing and Recreational Bodies of

Water Policy

Date
Submitted

Date
Submitted

Status

Mot Applicable

Status

Mot Applicabls
Mot Applicabla
Mot Applicable
Mot Applicabla

Not Applicabls
Mot Applicabls

Mot Applicabls
Mot Applicable
Mot Applicable
Mot Applicabls
Mot Applicable
Mot Applicable

Mot Applicable

Mot Applicable

Mot Applicabla
Mot Applicabla

Not Applicabls

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

Jam 4, 2018

Jan 4, 2018
Jam 4, 2018

Jan 4, 2018

Add Additiona

Select

Document =

Select
Select
Select

Select

Select
Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Document =

=

WO

W

W

MO W N W

=
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Municipal and Other Approvals

Document Type Date Status Status Date
Submittad
Health approval Mot Applicabla Jan 4, 2018 Select =
Fire Code Approval erbal/Email Jan 4, 2018 Select =
Confirmation Obtained
Building approval Mot Applicabla Jan 4, 2018 Select =
Zoning approval Werbal/Email Jan 4, 2018 Select =

Confirmation Obtained
Add Additional Document =

Other Documents

Document Type Date Status Status Date
Submittad
Applicant's Police Record Chack Werbal/Email Jan 4, 2018 Select =
Confirmation Obtained
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 Next>

(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 9.

4. Repeat step 3 for all documents.

5. Add “additional documents” if required. See page 9 for details.

6. Clickl ™' | The List of Home Child Care Premises window
appears.

éAs 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 13.)
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Step 10: Review the Home Child Care Premises

1. Open your application. The Review Application Details window
appears.

2. Click |2 Home Child Care Premises | 1 tyome Child Care Premises

window appears showing all proposed home-locations for this
application.

Flease review the Home Child Care Location details the ministry has on file for this application.
Flease make any updates in Manage Home Child Care Premises

List of Home Child Care Premises
Provider Last Name Provider First Name |Provider Phone Number Home Child Care Location

Address

<Previous Exit Next>

If the list is blank or incorrect, click
Manage Home Child Care Premises. See page 188 for details on adding /
editing home locations.

3. Click . The Staffing Information window appears.
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Step 11: Review Home 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 174.

@ 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 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 Home Child Care visitor Home Child Care visitor Resource Teacher Total
Childhood Educator with Child and Family with other qualifications
(RECE) Home Child Studies credentials (otherwise approved)

Care Visitor

Q 0 0 0 0

List of Home Visitors

Last Name First Name Date of Hire Status Primary RECE Director Director
Position Number Approval Approval
Status Details
<Previous Exit

3. Review the information.

4. |If everything is correct, click and go to Step 12: Next

Steps on page 89.
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Adding a Staff Member to your staff list

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: * I:l Eg: 28/04/2012

Is the staff member a Registered Early ) vas () Mo
Childhood Educator: + i i

Location /Position Information

Child Care Centre Primary Position Percentage in Director Worlks in school age

or Home Child Program Approval group with children
Care Agency Name Request < O years?
Required?

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

(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. Add the Position/Location:
4.1. Click Select Position and Location>.The following window appears.

Home > Manage Staff Information >
Child Care Centre or Home | Please select v|
Child Care Agency Name: *
Primary Position: * | Please select . Vl
MNotice: It is an offence under the Child Care and Early Years Act, 2014 to knowingly give false or
misleading information.
Cancel Save & Return

4.2. Select the Home Child Care Agency Name.
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4.3. 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.

. S & Ret | | s B Next . .
5. Click | ave & Returm Jor L 22" = 7% | 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: Registered Early Childhood Educator {RECE) Home Child Care Visitor
Staff Name: Zzzzz, 1da

Cancel Request Director Approval

If Director Approval is not required, you are done. Continue to Step
12: Remit the Fee Balance.

Requesting a Director Approval (if required)

1. Glick L_Reauest Director Approval | Applicant Details window
appears.
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Motice of collection of Personal Information Collapse

Flease note: The proposed staff is required to complete and sign the Notice of Collection of Personal Information form
(see below), which provides notice that personal information is collected under the authority of the Child Care and
Early Years Act, 2014 (CCEYA) and its regulations.

Flease print the form for the applicant and have them sign it. The original copy is to be retained on file.

Notice of collection of Personal Information Form

Applicant Details

Applicant Name: = |Zzzzz Ida hd

Child Care Centre or Home Child Care Agency ABCD 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. Print the notice of collection of Personal Information form.

. Motice of collection of Personal Information Form
2.1. Click .

2.2. Print the form.
2.3. Have the individual sign the form.
2.4. Retain the form in the staff’s file.

3. Add the applicant details.

4. Add the child care experience.
4.1. Click Add Experience>. The Child Care Experience window
appears.
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Child Care Experience

Program Mame; *
Position: =
Start Date:* 01/10/2014 | ™ Eg: 28/04/2012

Does the individoal still
work/volunteer in this
position?: *

Type of Experience: © O Vzlurteer 2 Paid Employment

Description of
Responsibilities and
Age Group: *

Program Address

Ci bry: = -
auntry CANADA -

Address: Strest #:* Stres=t Name: * Stre=l Type: Stre=t Dir:

- -

Unit Designator:

Extra Address

Informetion:

City: =

Provinee/ Stabe: * Ontario
-

Postal Code/ZIP

Codes

PO, Bos Na.: Typ=: Qualifier: fr=a Hame:

Rural Route;

Cancel Save & Return

4.2. Enter the information.

4.3. Click . The Applicant Details window appears.

6. 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 Yes @ No

requirements set out in CCEYA and its regulations?

6.1. Answer the question.
6.2. If you respond “Yes” to the above question, you will be prompted
to enter additional training.

Additional Training

Education Institution Name Course Name Course Start | Course End
Date Date

Add Course =
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6.2.1. Click Add Course>.
appears.

The Additional Training window

Additional Training

Education Institution
Name: *
Course Name: *

Course Start Date: *
Course End Date: *

Additional Comments:

Eg: 28/04/2012

Eg: 28/04/2012

Cancel Save & Return

6.2.2. Enter the information.

. Save & Next
Click [ mmanaa |

Copy of diploma/degree

Transcripts from post-
secaondary training

7.

8. 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

Upload
Diocument =

Upload
Diocument =

Add Additional Decument >

= Previous Exit Next

8.1.

8.2.

Upload supporting documents as applicable. (For assistance on
how to upload a document, see page 9.)

Click . The Review Application Details window

appears.

9. Review the information.
10. If changes are required:
10.1. Click Revise>.

10.2. Make the changes.

10.3. Click

11. Click _ The Declaration and Consent window appears.
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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.

7 IAgree 7 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

12. If you agree with the statement select the “| agree” radio button.

13. Click . A Confirmation window appears.

Your Staff Director Approval Request has been submitted.

Exit

14. Click et . 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 page 13, Revising and
Responding to Comments, 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 W _

b 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 =
Childhocd
Educator (RECE)
Home Child Care
Wisitor
Zzzzz Ida ABCD Agency Registered Early 02/01/2018 Active Select =
Childhocd
Educator (RECE)
Home Child Care
Wisitor
Add Staff:

3. Click Select>.

4. Edit the staff member information as required.

» You may be contacted by your program advisor to revise your
application or supporting documents. (For details see page 13.)
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Step 12: Remit the Fee Balance Payment (if applicable)

@ Note: You will be notified by email if your application request
requires submission and payment of a fee balance. If your final licence is
for 25 premises or less you will not have to remit an additional fee.

Maximum number of | Fee for a new
Premises application
0-25 $200
26-50 250
51-75 300
76-100 350
101-125 400

126 or more 450

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.

Fee Payment

Your application is currently pending the payment of a2 $50 fee balance.

Payment Options

() E-Transfer/Credit Card
Cheque

() Meney Order

If you have any questions about your fee balance payment, please contact the program advizor assigned to your
licence application.

<Previous Exit MNexis=
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Paying By E-Transfer / Credit Card

1. Select E-Transfer/Credit Card. The window expands.

Fee Payment

Your application iz currently pending the payment of 2 $50 fee balance.

Payment Options

® E-Transfer/Credit Card

O Cheque

Money Order

You are required to pay a fee balance for your licence application. Please click on "Continue with E-Transfer/Credit

Card' to complete the payment.

Continue with E-Transfer/Credit Card

If you have any questions about your fee balance payment, please contact the program advisor assigned to your

licence application.
<Previous Exit Nexi>
. Continue with E-Transfer/Credit Card . .
2. Click . A confirmation message

appears.

Message from webpage | 2

i - "-.I You are about to leave the CCLS application to complete payment.
' Click 'OK' to continue or 'Cancel' to return.
[ OK ] ’ Cancel ]

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

Details

Payment to: Childcare Licansing

Total: £50.00 (CAD)

Payment Method

Credit Cards Accepted

> VISA

Interac® Online
The Interac Online service allows you to pay for goods and services
m f over the Internet directly from your Internet banking account.
9] ] Learn more about Interac Online.
[Gindlie )
Cautien: This payment session will expire in 30 minutes. We
recommend having an already established Internet banking account
before selecting this payment methoed.

* Trademark of Interac Jmc. Lised under iicence.

Make Payment Cancel

@Note: The amount may differ.

4. Select Credit Card or Interac Online as applicable.
@Note: VISA debit is not accepted.

5. Click . You will be re-directed to the appropriate site to
finallize payment.

Payment Information
Paymeoes meoccring
pesmersd by TD

o -5 =

Invoice/Order Mumber: 2063573

Amaournt: £60.00 CAD
Mamea on card: |
Credit Card Type: VISA |

Credit Card Number: |

Expiration Date: 01 w| /(2016 w

Credit Card CWD: Winate this?

| Cancel Payment | | Submit Payment |

(The amount may be different)

6. Enter the payment information.

Child Care Licensing System - Reference Guide for Applicants / Licensees 91



NEW LICENCE APPLICATIONS
Applying for a Home Child Care Agency Licence

7 Click Submit Payment .

8. If warning messages appear, click .

Complete Payment Process

9. Arreceipt appears. Click

Thank you for your payment.
To finalize the process you must click the Complete Payment Process button below.

Before proceeding, please print a copy of this page and keep it for your records.

Payment Receipt

Transaction Details

Payment To: Childcare Licensing
Total: 350.00 (CAD})
Time: 12-Jul-2016 11:01:41 AM

Payment Method: Visa
Card Number; " " =ssmmsmms) 534

Cardholder Name: |jx=777

Session ID: 761225
Authorization Number: TEST

Note:

* For payment inquiries to yeur card issuer, please refer to the Authorization Number en your
payment receipt.

s For payment inquires bo the Ministry, please refer to the payment Session ID on your payment
racaipt,

Complete Payment Process

A confirmation message appears.

The Ministry has received your depesit and you have successfully submitted your application.
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Paying By Cheque or Money Order

1. Select Cheque or Money Order as applicable. The window expands.

Fee Payment

‘Your zpplication is currently pending the payment of = $50 fee balance,

Payment Dptions

) E-Transfer/Credit Card

® Cheque

) Money Order

Please print the Licensing Fes Balance Payment Form [below) and mail it to the following address, along with 2

$50 cheque or money order payable to Minister of Finance.

CCQALB

77 Wellesley Street West, Box 930
Toronto, ON

M7A 1N3

Once you have mailed your fea balance payment to the Ministry of Education, dick 'T have sent my Chegue/Money
Order to the Ministry'.

Application Fee Balance Payment Form

Cheque/Money Order Payment Date: I:l Ex: 2B/04/2012

Remitter: (Payable From) |

Chegue/Maney Order Number: |

[Do nat Incluce leading zera's)

Amount: 530

I have sent my Cheque/Money Order to the Ministry

If you have any guestions about your fee balance payment, please contact the program adviser assigned to your
licencs application.

<Pravious Exit Next>

. Application Fee Balance Payment Form
2. Click

. The File Download window
appears.

3. Click . The form appears on your screen.

4. Print the form:
4.1. From the menu select File.
4.2. Select Print... A Print window appears.

Print

4.3. Click :
4.4. Close the form window. (Select File then select Exit). The
Payment Options window appears.
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Chegque/Meney Order Payman: Date: |:|

Remitter: [Pay=ble From) |

B/0d, 2012

i
v

Cheque/Meney Order Number: |

{Do nat Incluce |eading z=ra's)

Amount: 530

I have sent my Chegque/Money Order to the Ministry

5. Sign and date the form.
6. Make your cheque payable to the Minister of Finance.

7. Enter the remaining information on the screen.

@Note: For the Remitter field, enter the name of the person the
bank account is under.

8. Mail your form and payment to the address indicated on the form.

9. Click | I have sent my Cheque/Money Order to the Ministry A eonfirmation

message appears.

10. Click . Your home page appears.

Next Steps
» 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
Click ]

1.
. F View New Licence Applications . .
2. Click .The List of New Licence
Applications window appears.
List of New Licence Applications Per Page
Program Type MName of Child Care Site Address Status
Centre / Home Child
Care Agency
Child Care ABCD Child Care 2 Zzz Square Markham Under Review Select
Centre Centre Application
Home Child ABCD Agency 2 Xyz Square Markham Under Review Select
Care Agency Application
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.
MNew Licence Applications Total: 2 Y
Applicant Name Name of Child Care Site Address Status
Centre/Home 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.

@ 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 ™= Print

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)

-
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 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).

Pending revision/ Additional Information

= The application can be withdrawn.

= Changes can be made to sections where the “revise” link 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 ONe-key login and ID 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” link is grey

Revise =

. A request must be made to the program advisor indicating
why the change is required.

1. Open the application. (See page 95 for details). The Review
Application Details window appears.

Request Update to
Application The

2. Scroll down the application and click
Request Update to Application window appears.

Request Update to Application

Please identify the application sections [ Licensing History

+
you want to updste [ child Care Centre Information

[ operaticnal Information

Please explain the reason for the
update *

Cancel Submit

3. Select the checkbox 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 12 for details on revising an entry.)
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Withdrawing an Application

Withdrawing a Draft Application

. Mew Licence Application
1. Click .

} 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 2ZZ7x Draft
Centre

Select

Application

Wwithdraw

Application

3. Click Withdraw Application. A confirmation message appears.

Message from webpage Iﬁ

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

Y when your application is withdrawn, all associated staff director
approval requests, supporting decuments and staffing information will
be deleted. Click OK to proceed with this action.

0K l [ Cancel

4. Click . Your application is withdrawn and disappears from
the list and CCLS.

Withdrawing an Application that is “Submitted” or “Under Review”

1. Open the application. (See page 95 for details). The Review
Application Details page appears.

2 Click Withdraw Application

(near the bottom of the page). A
confirmation message appears.
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Message from wekb u
|

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

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

| ok || Cancel

3. Click . Your application is withdrawn and disappears from
the list.
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Licences

Viewing Your Licences and Licence Information

i W
@Note: The option appears only

if you have a licensed program.

Method 1:

. Current Licences W
Y Current Licences V]

F View Your Licences

2. Click

. A List of Active Licence(s) appears.

List of Licence(s)

Licence Number Program Type Name of Child Address Licence Expiry
Care Centre [ Date
Home Child Care
Agency
56746 Child Care Centre | ABCD Child Care 2 Xyz, Markham, Feb 28, 2017 Select =
Centre ON, CA

Per Page m

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.

New Licence Applications

Name of Child Care Site Address
Centre/Home Child Care

Agency
ABCD Child Care Centre = 2 Xyz , Markham

Applicant Name

ABCD Corp

Status

Licence
Issued

Total: 1 A

Issued Datew

15/02/2017 | Select =

3. Click Select> to open the licence.
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Understanding Your Licence Windows

Introduction

Once you have opened the licence, the following links become available
SO you can quickly jump to the windows.

p View Your Licences
» Licence Details
» Tiered Licensing Information
» Summary of Non-Compliances
» Supporting Documents

» Space Information

Child care centre links

» View Your Licences
» Licence Details

? Supporting Documents

Home child care agency links

Following is a description of each link:

Licence Header

The header of each page displays the name of the Child Care Centre /
Home Child Care Agency, the Licence number, the Schedule (for CCCs)
and the name of your Program advisor.

Child Care Centre: ABCD Child Care Centre | Licence #: 57455 | Schedule: 184 | PA: Vijay Naidu |

Licence Details

This page include the information on file for the current licence:

Licensing Documents (including the licence, licensing letter, licensing
inspection checklist, summary of requirements and recommendations
report and licensing inspection summary posting 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

Program Description (Child Care Centre only)

Safe Drinking Water Act information (Child Care Centre only)
Operational Information (Program Options, months of operation, days
and hours of operation, licensed capacity)
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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.

Summary of Non-Compliances

Non-Compliance History

O Date Range O Ssince 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

Inspection Type

If the issue was resolved before the licence was issued
Risk weight

Supporting Documents

Floor/Site Plans

Document Type Date Submitted
Floor plan
Site plan
Combined floor and site plan Aug 3, 2017

Policies and Procedures

Document Type Date Submitted
Approved fire evacuation proceduraes Aug 3, 2017
Emergency Management Policy
Sanitary practices
Waiting list policy
Sleep Supervision Policy

Process for Monitering Comipliance and Contraventions

(Partial window sample only)

This page includes the most recent supporting documents for the licence
that have been uploaded to CCLS:

Policies and Procedures
Municipal and Other Approvals

Other Documents (e.g. floor plans, site plans, insurance certificate,

etc.)

@ Note: For programs licensed prior to December 2013, the supporting
documents may be blank.

Click the green link to view the document.
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Space Information

Space Information

Room/Space

Room Floor Age Group Room Area

Level

play Floor 1 Teddler 55 Square
Metres

Room/Space Statistics

Total Licensed Capacity
40

Other Required Areas

Area Type of Area

Number of sinks for
children's use

Number of toilets for
children's use

Playground

Playground location Age Group

at ground level and
adjacent to the building

Toddler 566

40

Playground Area Playground Fixed Equipment?

Licensed Capacity # of Program Staff

Total Number of Program Staff

Floor Level Room/Space Area

Number of sinks for
staff's use

Number of toilets for

staff's use

Fence
Height
& Metras

Capacity

(=17 Mo

=<Previous Exit

This page includes space information for a child care centre for the

current licence on file in CCLS:
= Room/ Space

= Room / Space Statistics

= Other Required Areas

= Playground

@ Note: For programs 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:

= A new licence
= A renewed licence

= Arrevised licence (for changes to capacity, play activity rooms;
program options/duration, child care centre name)

* 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.
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1. Open your licence (see page 100 for details). The Licence Details
window appears.

2. At the top of the window is a list of Licence Documents.

Licence Documents
Licence
Licensing Letter

Floor plan approva letter

Child Care Centre Licensing Checldist
Summary of Child Care Centre Licensing Requirements 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 and Licence Inspection Summary Posting
Report 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 .

b 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 Page m
Date~ Activity Type Processed By Details
Jan 31, 2018 New Licence Regular Maidu, Vijay View Current
Licence >

Update Current
Licence =
Jan 31, 2018 MNew Licence Regular Maidu, Vijay Select =

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 at any

time. 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

1. Open the Licensing History window (see the previous section).

Licensing History

History of Licences Per Page m
Datew Activity Type Processed By Details
Jan 31, 2018 New Licence Regular Maidu, Vijay View Current
Licence >

Update Current
Licence =
Jan 31, 2018 MNew Licence Regular Maidu, Vijay Select =

2. Click Update Current Licence>>. The Licence Details window appears.
@ If your licence is up for renewal, this option is not available.

3. Update the information.

4. Click "=

Uploading Updated Inspection Reports

-
1. Click .

. F View Your Licences . .
2. Click . The Search for a Licence window

appears.
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List of Licence(s)

Name of Child
Care Centre /
Home Child Care

Licence Number Program Type

Agency
57486 Child Care Centre = ABCD Child Care
Centre
57465 Home Child Care ABCD Agency

Agency

Address

2 Zzz, Markham,
ON, CA
2 Xyz, Markham,
ON, CA

Per Page m

Licence Expiry

Date
Feb &, 2018 Select =
Feb 7, 2018 Select =

3. From the List of Licence(s) section, select the licence to be updated.

Licensing History

History of Licences

Datev Activity Type
Jan 21, 2018 MNew Licence Regular
Jan 31, 2018 MNew Licence Regular

Processed By

Maidu, Vijay

Maidu, Vijay

Per Page m

Details
View Current
Licence >
Update Current
Licence =
Select =

4. Click Update Current Licence>. The Licence Details window appears.
. Supporting Documents .
5. Click [ > Supporting . The Supporting Documents
window appears.
6. Scroll down to the Municipal and Other Appprovals section.
Municipal and Other Approvals
Document Type Date Submitted
Zoning approva Jan 25, 2018
Fire Code Approval Upload Document =
Building approval Upload Document =
Health approval Upload Document =
7. Upload the document. For details on how to upload a document, see
page 9.
. Exit - . . . .
8. Click . An email is sent to your Program Advisor indicating

that you have uploaded a new document.
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Renewals

o
@ 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 Updating Your Licensee

Profile on page 16.

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.

4. Click . A list of licences to be renewed appears.

Licence Number Program Type MName of Child
Care Centre [
Home Child Care

Agency
574586 Child Care Centre | ABCD Child Care
Centre
57465 Home Child Care ABCD Agency

Agency

Please select the licence you want to renew from the list below:

Per Page m
Address Licence Expiry
Date
2 Zzz, Markham, Feb 6, 2018 Select =
ON, CA
2 Xyz, Markham, @ Feb 7, 2018 Select =
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

link.

= A renewal that you have started is called an “Active Renewal’.

-
1. Click .

» View Active Licence Renewals

2. Click

Renewal(s) window appears.

. The List of Active Licence

Child Care Licensing System - Reference Guide for Applicants / Licensees 107



LICENCES
Renewals - Basics

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 6, 2018 Draft Select =
Centre Care Centre Marlcham, ON,
ChA

3. To open the licence renewal click Select>.
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Renewing a Child Care Centre Licence

Introduction

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 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.

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 (online or by cheque/money order).

Itis 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 licence is expired, the licensee is no longer
legally authorized to provide child care at the premises for more than five
children under ten years of age. The number of children receiving care at
the premises has to be reduced right away to no more than five children
who are under ten years old.

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:
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(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 138.

Step 1: Make sure your profile is up-to-date

1. Click RIS

| } Profile Information
ck

2. Cli

3. Review and edit your profile as required. For details on how to edit
your profile see page 16.

The following fields cannot be changed:

=  Applicant / licensee type

= Applicant / licensee name (corporation name, name of
individual or name of first nation)

=  Corporation number

=  Corporation name

= |s the corporation a co-operative corporation?

= |s the corporation

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...

-
1. Click .

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.
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Please select the licence you want to renew from the list below: Per Page m
Licence Number Program Type MName 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 OM, 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) Per Page |10 /|
Licence Program Type Name of Child Address Licence Expiry Status
NMumber Care Centre / Date
Home Child
Care Agency
57466 Child Care ABCD Child 2 Zzz, Feb 6, 2018 Draft Select =
Centre Care Centre Markham, ON,
CA

3. Click Select> for the licence you would like to renew. The Licensing
History window appears.

Licensing History

1. Have you, or a corporation that O yves 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

ves O No
you are/were a director or officer
of, ever had a licence revoked, not
renewed or suspended under the
DMNA 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? *

Exit Save Save & Nexi>

(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.

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 on
page 16.

List showing how fields can be edited during renewal

Licensee Type

» Change the following information in the Profile link.
= Preferred Language of Correspondence
= Type of Organization
= [|nitial Return

» The following information cannot be changed.
Licensee Type

Individual Name

First Nation Name

Corp Name

Corp Number

Is The Corp A Co-Op

Profit/Non-Profit

Directors / Officers
Chief / First Nation Members
» Change in the Profile link.

Licensee Information
» Change in the Profile link.
= Licensee Name
= Phone / Fax
= Licensee Email
=  \Website
= Contact Name, Title, Phone
Licensee Mailing Address
» Change in the Profile link.

Child Care Centre Information

» Requires a licence revision request.
= Name of Child Care Centre
= Program Options
» Licensed Capacity
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» 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.
= Child Care Centre Civic Address
= Licensee Type

Program Description
» Can be edited directly on the screen.
= Language of Service Delivery

Safe Water Drinking Act
» Can be edited directly on the screen.
= allfields

Operational Information

» Can be edited directly on the screen.
= Months of Operation
= Days and Hours of Operation

2. Click . The Supporting Documents window appears.

@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.
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Dates and Hours of Operation

Are any field trips planned for the month ) Yes ® No
prior to the licence expiry?

Are any changes planned to the hours of
operation during the month prior to the
licence expiry?

Are there any days during the month prior to O Yes ® No
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: l:l Add

Date Action
04/01/2018 Remove >

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.

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.

O1agres (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 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 Payment

Introduction

Fee Payment

In order to submit your renewal application, a renewal fee of $120 must be submitted. If you are paying by
cheque/money order, your renewal application will not be sent to the Ministry until the form below is completed and
wou click "Confirm Payment and Submit Renewal Application”.

Payment Options

O E-Transfer/Credit Card
O cheque
O Money Order

[If you have any questions about your renewal fee payment, please contact the program advisor assigned to your
licence renewal.

<Previous Exit Next=

The amount of the renewal is based on the following table

Maximum Fee for a renewal if the
number of application is submitted on
Children or before the expiry date
0-24 $100

25-49 120

50-74 140

75-99 170

100-124 200

125 or more 230

@ Note: Your program advisor will only conduct your inspection once

your fee payment has been submitted.

Paying by E-Transfer / Credit Card

1. Select E-Transfer/Credit Card. The window expands.

Payment Options

'®) E-Transfer/Credit Card
) Cheque
) Money Order

To submit your renewal application, you are required to pay a renewal fee. Flease click on 'Continue with
E-Transfer/Credit Card’ to complete the payment.

Continue with E-Transfer/Credit Card

licence renewsal.

<Previous Exit Nexi=

If you have any questions about yvour renewal fee payment, please contact the program advisor assigned to vour
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Continue with E-Transfer/Credit Card

2. Click
appears.

. A confirmation message

Message from webpage

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

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

Dekails
Payment toq Childcare Lic=nsing

Total; 120,00 (A0

Payment Method

Effective April 30, 2017 this =it= will no longer support connections lower than TLS 1.2 secunly
profool. Click here to test your brows=rfsy=stem. Pless= upgrade il reqguired.

UL el S FLLR L

° VISA 5]

¥I54 dedit iz not accepbed oniine.

Note: Cradit cand payments will be direcled b & s=cure papment gebewey website
hosted by owr third party card processor. After completing your peyment, your will be
regireched back.

Fiease be pebient while your payrment is authorized.
Thiz process vsually bekes 1545 s=conds.
Do not stop or reioad your browser wbil Bre prooess is fnished.

ANCErac= Wninng

-0

The Intensc Online service allows you Do pay for goods and s=rvices
over the Infemet directly from your Intermet banking account.
Lesrn more about Inberac Onling,

Caubior: This payment se=xion will expire in 30 minuvkes. We
L

recommend having an aiready estabiished [Inbernet berloing ecoownt
before sefecting this payment meihod.

Make Paymeant m

Select Credit Card or Interac Online.
@Note: VISA debit is not accepted.

Click . You will be re-directed to the appropriate site to

finallize payment.
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Payment Information D

Faymae [TosEEng
pewerd By TD

Irvoice/Order Mumber: 2060181

Amount: 3120.00 CAD

Mame on cand: |
Credit Card Type: VISA w|

Credit Card Number; |

Expiration Date: 0w '|2'D'IE [
Credit Card CWVD: What's this?

| Cancel Payment | | Submit PFayment |

(Example of a Credit Card site)

6. Enter the payment information.

7 Click |Submit Payment |

8. If warning messages appear, click .

Complete Payment Process

9. Arreceipt appears. Click

Thank you for your payment.
To finalize the process you must click the Complete Payment Process button below.

Before proceeding, please print @ copy of this page and keep it for your records.

Payment Receipt

Transaction Details

Payment To: Childcare Licensing
Total: $120.00 (CAD)
Time: 12-Jul-2016 1:46:26 PM

Payment Method: Visa
card "umber.: xxlllzxx13221234
Cardholder Name: Mie Zzz

Session ID: 761241
Authorization Number: TEST

Note:

» For payment inquiries to your card issuer, please refer to the Authorization Number on your
payment receipt,

= For payment inguires to the Ministry, please refer to the payment Session ID on your payment
receipt.

A confirmation message appears.
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Paying By Cheque or Money Order

1.

Select Cheque or Money Order as applicable. The following window

appears.

Payment Options

) E-Transfer/Credit Card
® Chaque

o] Maoney Order

Please print the Fee Paymeant Form (below) and mail it to the following address, along with 2 $120 cheque or
money order payable to Minister of Finance.

CCQALBE
77 Wellesley Street West, Box 080
Toronto, ON

M7A 1N3

Onece you have mailed your fze balance payment to the Ministry of Education, click 'Confirm Payment and Submit
Renewal Application’.

Renewal Fee Payment Form

Chegua/Monay Order Payment Date: I:I Ex: 28/04/2012

Remitter: [Payable From) |

Chegua/Monay Order Number: |

(Do not include I=ading z=ns's)

Armount: 5120

Confirm Payment and Submit Renewal Application

Renewal Fee Payment Form

2. Click . The File Download window

appears.

3. Click . The form appears on your screen.
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Ministry of Education Ministére de I'Education

Child Care Quality Assurance Assurance de la qualité E

and Licensing des services de garde .
77 Wellesley Street West, Box 980 d'enfants et délivrance de permis Ontarlo
Torontz, ON M7A 1N2 T7, rue Wellesley Ouest, B.P 980

‘Torento {Ontario) M7A 1N3

Child Care Centre Licence Renewal: Fee Payment Form

Child Care Centre Name: ABCD Child Care Centre
Centre Address: I Zzz Square, Markham. ON L3R 3M4
Licence Number: 57466

Licence Expiry Date: Feb & 2013

Program Advisor: Viiay Naidu

Mame of Licensee /person with signing authority® (please print):

| declare that all information provided in connection with this licence renewal is true,
accurate and complete and | 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,

Signature: Date:,

"Signing Autherity refers to the individual to whom the licence is 'ssued, a person with signing authority for the
corporation or First Nation, In the case of a corporation,this person must be a director or officer of the corporation.

Licence Renewal Fee: $100.00 {when the application for the renewal of the licence and the renewal fee payment are
submitted on or before the licence expiry date)

Late Payment Fee: $200.00 (when the application for the renewal of the licence and the renewal fee payment are
submitted after the licence expiry date)

Under ss. 81{3) of O. Reg. 137415, if a licensee does not apply ro renew a licence and submit the renewal fee before its
expiry. the fees applicabie 1o a3 new lisence shall apply.

Attach a cheque or money order fo this form, payable to the Minister of Finance and mail to the Child Care Quality
Assurance and Licensing Unit at the following address:

CCQALE
77 Wellesley Street West
Box 980
Toronto ON MTA 1N2

the current licence continues to be valid until the licence renewal process has been completed.

| Important Reminder:The completed forms and cheque must be received prior to the expiry of the current licence to ensure that

4. Print the form:
4.1. From the menu select File.
4.2. Select Print... A Print window appears.

Print

4.3. Click :
4.4. Close the form window. (Select File then select Exit). The
Payment Options window appears.

Cheque/Money Order Payment Date: l:l Ex: 28/04/2012

Remitter: (Payable From) |

Chegue/Money Order Number: |
{ Do not include leading zere's)

Amount: $120

Confirm Payment and Submit Renewal Application

5. Sign and date the form.
6. Make your cheque/money order payable to the Minister of Finance.

7. Enter the remaining information on the screen.

@Note: For the Remitter field, enter the name of the person the
bank account is under.
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8. Mail your form and payment to the address indicated on the form.

Confirm Payment and Submit Renewal Application

9. Click . A confirmation

message appears near the top of the window.

10. Click . An Additional Licence Renewal Documents
window appears.

Step 8: Print and Complete the Renewal Documents

1. Open the renewal.

» Additional Licernce Renewal
2. Click L_Beocuments . The Additional Licence Renewal
Documents window appears.

Notice of collection of Personal Information

Please note: Each staff, student and volunteer in a licensed child care centre must complete the Notice of Collection
of Personal Information form (see below), which provides notice that personal information provided in connection
with this complaint is collected under the authority of the Child Care and Early Years Act, 2014 (CCEYA) and its
regulations.

Please print the form for each staff, student and volunteer. Each staff, student and volunteer must complete and sign

the form one time (i.e. do not have to re-sign each year). Original copies of the signed forms must be retained on file
for your Program Advisor to review during the licensing inspection.

Notice of collection of Personal Information Form

Staff File Review

Please print or electronically save a copy of this form and complete by providing the required information for all staff
members. Please retain the form on file for your Program Advisor to review during the licensing inspection.

Staff File Review Form

<Previous Exit Next>

3. Print the Notice of Collection of Personal Information form for each
staff, student and volunteer.

@ Note: This only has to be done once then retained for the
duration of the employment.

Motice of collection of Personal Information Form

3.1. Click
3.2. Print enough copies for each staff, student and volunteer.
3.3. Have everyone sign their form.
3.4. Retain all signed forms on file.

4. Print the Staff File Review form.

Staff File Review Form

4.1. Click
4.2. Printit.
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4.3. Complete it.
4.4. Retain on file for your program advisor to review during the

licensing inspection.

5. Click . The Staffing Information window appears.

Step 9: 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.

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 Mon-RECE Resource RECE Program Unqualified Diploma/ Diploma/ Member Total
Early Supervisor Teacher Program Staffto Program Degree in Degree in 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
1 0 o 0 0 0 0 0 0 1
MNon Program Staff
Cook Administrator Custodian Other Total
o 0 o 0 ¢
Staff Information
Last First Date of Hire S5Status Primary RECE % in Director Director Director

Position Number Program Approval Approval Approval

Name Name
Required? Status Details
Hyz Jack 03/01/2018  Active Registered 1111 100% Yas Approved | Select >
Early
Childhood
Educator
{RECE}

Supervisor

<Previous Exit Next=>

3. 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 174.

4. Click . The Tiered Information window appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees 122



LICENCES
Renewing a Child Care Centre Licence

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 click

» Tiered Licensing Information

. The Tiered Licensing Information

window appears if applicable.

Exit

2. Click

You are done!
» 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 / additional information are required (see page 13).

» You will receive an email when the licence has been renewed. You
must download and print the licensing documents. See page 103 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 natifications until the fee is received.

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 (online or by cheque/money order).

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.

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.
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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 138.

Step 1: Make sure your profile is up-to-date

1. Click (RISl

} Profile Information

2. Click

3. Review and edit your profile as required. For details on how to edit
your profile see page 16.

The following fields cannot be changed:

= Applicant/licensee type

= Applicant/licensee name (corporation name, name of
individual or name of first nation)

Corporation number

Corporation name

Is the corporation a co-operative corporation

Is the corporation

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...

-
1. Click .

. F Renew a Licence ‘
Click ‘ .

3. Read the Notice of Collection of Personal Information.

4. Click . A list of licences to be renewed appears.
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Please select the licence you want to renew from the list below:

Mame of Child
Care Centre [
Home Child Care
Agency

ABCD Agency

Licence Number Program Type

574635 Home Child Care

Agency QN, CA

Address

2 ¥yz, Markham,

Per Page
Licence Expiry
Date
Feb 7, 2013 Select =

5. Click Select>. The Licencing History window appears.

Step 3: If you have already started the renewal...

-
1. Click .

» View Active Licence Renewals

. The List of Active Licence

2. Click
Renewal(s) window appears.
List of Active Licence Renewal(s)

Licence Program Type MName of Child Address
Number® Care Centre [
Home Child
Care Agency

57465 Home Child ABCD Agency 2 Xyz,
Care Agency Markham, CM,
CA

Per Page |10 ¥
Licence Expiry Status
Date
Feb 7, 2018 Diraft Salect >

3. Click Select> for the renewal you want to continue working on. The
Licence Renewal Details window appears. Continue to Step 5.
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Step 4: Complete the Licensing History Information

1. Answer the questions.

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 16.

@Note: Only some information can be changed during a renewal.

List showing how fields can be edited during renewal:

Licensee Type
» Change the following information in the Profile link.
= Preferred Language of Correspondence
= Type of Corporation
= Has an initial return been filed with the MGCS within 60 days
of the date of incorporation?
= |s the corporation carrying on business with a name different
than its corporate name?
= Has the business name been registered with MGCS?

» The following information cannot be changed.
Licensee Type

Individual Name

First Nation Name

Corp Number

Corp Name

Is the corp a co-op

Is the corporation

Directors/Officers
Chief / First Nation Members
» Change all information in the Profile link.

Licensee Information
» Change the following information in in the Profile link.
= Licensee Name
=  Phone / Fax
= Licensee Emaill
=  Website
=  Contact Name, Title, Phone

Licensee Mailing Address
» Change all following information in in the Profile link.
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Agency Information
» Request a licence revision to change:
= Name of Agency

» The following information can be edited directly on the screen.
= Agency Email
=  Website
= Phone Numbers
= Contact Name & Title

Agency Head Office Civic Address
» Require a new licence application.
= Agency Head Office Civic Address

Agency Mailing Address
» The following information can be edited directly on the screen.
= Allfields.

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 Delivery

2. Click 2% " | 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.

Child Care Licensing System - Reference Guide for Applicants / Licensees 128



LICENCES
Renewing a Home Child Care Agency Licence

Step 6: Submit Your Renewal Application

Review and revise the information as required.

Click . The Declaration and Consent window appears.

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 disclesure of personal information for the purposes of administering and
enforcing the CCEYA.

1 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.

01 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 Proceed to Renewal Fee Payment

If you agree with the declaration select the | Agree radio button.

. Proceed to Renewal Fee Payment>
Click L

appears.

. The Fee Payment window

Child Care Licensing System - Reference Guide for Applicants / Licensees

129



LICENCES
Renewing a Home Child Care Agency Licence

Step 7: Remit Payment

Introduction

Fee Payment

In order to submit your renewal application, a renewal fes of $100 must be submitted. If you are paying by
chagque/money order, your renewal application will not be sent to the Ministry until the form below is completed and
you click "Confirm Payment and Submit Renawal Application”.

Payment Options

() e-Transfer/Cradit Card
O Cheque
Q Money Crder

If you hawve any questions about your renewzl fee payment, please contact the program advisor assigned to your

licence reneval.

=<Previous Exit Next>

The amount of the renewal is based on the following table

Maximum Fee for a renewal if the
number of application is submitted on
Premises or before the expiry date
0-25 $100

26-50 120

51-75 140

76-100 170

101-125 200

126 or more 230

@Note: Your program advisor will only conduct your inspection once
your fee payment has been submitted.

Paying by E-Transfer / Credit Card

1. Select E-Transfer/Credit Card. The window expands.

Fee Payment

In order to submit your renewal application, a renawal fea of $100 must be submittad. If you are paying by
chaqua/money order, your renawal application will not be sent to the Ministry until the form below is completed and
you click "Confirm Payment and Submit Renawal Application”.

Payment Options

®) E-Transfer/Cradit Card

O Cheque

O Money Order

To submit your renewal application, you are required to pay a renewal fee. Fleass click on 'Continue with
E-Transfer/Credit Card' to complete the payment.

Continue with E-Transfer/Credit Card

. Continue with E-Transfer/Credit Card . .
2. Click . A confirmation message

appears.
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Message from webpage [ = |

f &% Youare about to leave the CCLS application to complete payment.
‘Y Click 'OK' to continue or 'Cancel’ to return.

| ok || Ccancel |

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

Order Summary

Details
Payment tos Thildcars Licensing

Tetal: 5100.00 {CAD)

Payment Method

Effective April 30, 2017 this =it= will no longer support connections lower than TLS 1.2 security
profool. Click here to test your browser/systemn_ Plesss upgrads i reguired.

IR el 3 ML LR

* VISA

WISA debit is nob accepied oniine.

Note: Credit card payments will be directed bo & s=cune payment gebeway website
hoshead by owr third party card processor. After complating your peyment, yvour will be
redireched back.

Fiease be patient while
This process iy
Dz not stop or reinad your browssr il the process is finfshed.

your payrent is authorized.
:

Anrerac= uning

-

The Interec Online service allows you to pay Tor goods and s=rvices
over the Intemet drectly from your Int=rnet Banking account.
Learn more abowt Interac Onling.

Cavbion: This payment sescion will axpine in 30 minwbes. We
recommend having an slready estabiiched Internet hanking socowmt

before seiecting this payrment method,

* Madcmork of Intores fnc. Liscd under comee.

CEm .

4. Select Credit Card or Interac Online.
@Note: VISA debit is not accepted.
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Make Payment

5. Click
finallize payment.

. You will be re-directed to the appropriate site to

Pa},rment Information
Prymamtperemmeng

premzd iy TO

VIsA

Invoice/Crder Mumber: 2086755

Amount: $100.00 CAD
Mame on card: |
Credit Card Type: VISA v |
Credit Card Number: |
Expiration Date: 01 v |/ (2017 w|
Credit Card CWVD: \What's this?

| Cancel Payment | | Submit Payment |

(Example of a Credit Card site)

6. Enter the payment information.

7 Click ‘Submit Payment ‘

8. If warning messages appear, click .

Complete Payment Process

9. Arreceipt appears. Click

Thank you for your payment.
To finalize the process you must click the Complete Payment Process button below.

Before proceeding, please print a copy of this page and keep it for your records.

Payment Receipt
Transaction Details
Payment To: Childcare Licensing

Total: $100.00 CAD
Time: 12-Jul-2016 1:45:26 PM

Payment Method: Visa
Card Numbaer; ============ 1234
Cardholder Mame ZZZ Agency

Session 1D: 761241
Authorization Number: TEST

Note:

= For payment inguirtés Lo your card issuer, please réfer to the Authorizabion Number on youwr
payrnant récaipd.

= For payment inqguires to the Ministry, please refer to the payment Session ID on your payment
PR
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A confirmation message appears.

The Ministry has received your renewal fee and you have successfully submitted your renewal application.

Paying By Cheque or Money Order

1. Select Cheque or Money Order as applicable. The following window
appears.

Payment Options

) E-Transfer/Credit Card

(O] Cheque

O Money Order

Flease print the Fes Payment Form (below) and mail it to the following address, along with a $100 cheque or
money order payable to Minister of Finance.

CCQALB

77 Wellesley Street West, Box 980
Toronto, ON

M7A 1N3

Once you have mailed your fee balance payment to the Ministry of Education, click 'Confirm Payment and Submit
Renewal Application’.

Renewal Fee Payment Form

Chegue/Meney Order Payment Date: I:l Ex: 28/04/2012

Remitter: (Payable From) [

Chegue/Money Order Number: |

{Do nat include leading zero's)

Amount: $100

Confirm Payment and Submit Renewal Application

Renewal Fee Payment Form

2. Click . The File Download window
appears.

3. Click . The form appears on your screen.

4. Print the form:
4.1. From the menu select File.
4.2. Select Print... A Print window appears.

Print

4.3. Click :
4.4. Close the form window. (Select File then select Exit). The
Payment Options window appears.
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Chegque/Money Order Payment Date: I:I Ex: 28/04/2012

Remitter: (Payabla From) [

Cheque/Money Order Number: |
{De nat include leading zero's)

Amount: £100

Confirm Payment and Submit Renewal Application

5. Sign and date the form.
6. Make your cheque/money order payable to the Minister of Finance.

7. Enter the remaining information on the screen.

@Note: For the Remitter field, enter the name of the person the
bank account is under.

8. Mail your form and payment to the address indicated on the form.

Confirm Payment and Submit Renewal Application

9. Click A
confirmation message appears near the top of the window.

10. Click . The Additional Licence Renewal Documents
window appears.
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Step 8: Print and Complete the Renewal Documents

Motice of collection of Personal Information

Please print the form for each home visitor, provider, student voluntesr and person ordinarily resident at sach home
location where care is provided. Each persen must complete and sign the form one time (i.e. they do not have to re-
sign each year). Original copies of the signed forms must be retained on file for your Program Advisor to review
during the licensing inspaction.

Motice of Collection of Personal Information Form

Home Visitor File Review

Please print ar electronically save a copy of the form and complete by providing the required information for zll homs
wisitors. Please retain the form on file for your Program Adviser to review during the licensing inspection.

Home Visitor File Review Form

Home Location File Review

Plzase print or electronically save a copy of the form for 2ach home location. Complets the forms by providing the
required information fer all previders and people ordinarily resident at each home location, such as spouwses and
children znd others who reside in the home, Pleass retzin the form on file for your Program Advisor to review during
the licensing inspection.

Home Location File Review Form

<Previous Exit Next>

1. Print and complete the Notice of Collection of Personal
Information form.

@ Note: This only has to be done once then retained for the
duration of the employment.

Motice of collection of Personal Information Form

Click .
Print enough copies for each home visitor, provider, student
volunteer and person ordinarily resident at each home location
where care is provided.

Have each person complete and sign the form.

File the forms. Retain on file for your program advisor to review
during the inspection.

A
N —

—
W

2. Print and complete the Home Visitor File Review Form.

Home Visitor File Review Form

2.1. Click

2.2. Print or save a copy of the form.

2.3. Complete the form either on paper or online.

2.4. Retain the document on file for your program advisor to review
during the licensing inspection.

3. Print and complete the Home Location File Review Form.
3. 1 . CI|Ck ‘ Home Location File Review Form ‘

3.2. Print or save a copy of the form for each home location.
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3.3. Complete the form either on paper or online

3.4. Retain on file for your program advisor to review during the
inspection.

4. Click . The Home Child Care Premises window appears.

Step 9: 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 |

Please review the Home Child Care Locations details the ministry has on file for this Home Child Care Agency .
Flease make any updates in Manage Home Child Care Premises

Mumber of Premises

List of Home Child Care Premises

Provider Last Provider First Provider Phone Home Child Care Location Address Status
Name Name Number
Ky Janet 55 Xyzz Markham Ontario Activa
<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 187.

2. Click . The Staffing Information window appears.
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Step 10: Review the Staffing Information

You are done!

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 >
Home Visitors Information
Registered Early Home Child Care Home Child Care visitor Resource Teacher Total
Childhood Educator | wisitor with Child and with other qualifications
{RECE) Home Child Family Studies {otherwise approved)
Care Visitor credentials
2 o] o 0 2
List of Home Visitors
Last Name First Name Date of Hire Status Primary RECE Diractor 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 N/ A NfA
Childhood
Educator
(RECE) Home
Child Care
Visitor
<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 174.

Click . Your home page appears.

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 13).

You will receive an email when the licence has been renewed. You
must download and print the licensing documents. See page 103 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 .

R Li
Click b Renew a Licence . The Notice of Collection of Personal

Information window appears.

Read the notice then click “

The list of licences appears.

Please select the licence you want to renew from the list below: Per Page |10 v
Licence Number Program Type Name of Child Address Licence Expiry
Care Centre J Date
Home Child Care
Agency
57354 Home Child Care Triple P Agency 2 ¥xx, Markham, Jan 18, 20181! Request to
Agency OM, CA Reinstate =

5. Click Request to Reinstate>. A message appears.

Home Child Care Agency: Triple P Agency | Licence #: 57354 | PA: lynnallt zhang |

Undear the CCEYA, the tarm of a licence is deemed to be extended if a licenses has applied for the renewal of a
licence before the expiry date by:

completing and submitting the renawal application form:

paying the renewal faes;

completing an attestation that the licenses is not prohibited frem operating a home child care agency under
section § of the CCEYA; and

submitting any other documentation or information specified by the Minister.

This home child cars licensas expired on Jan 18, 2018 because the licence renewal application and/or renswal fee
weare nok submitted on or before the licence expiry date. You are therefore no longer permitted %o coordinate child
care at more than one home child care premises.

If you wish to reinstate your child care licence, you must complete and submit the reinstatement request form on the
subsequent pages and submit the fee specified according to Column 2 of the table in section 81 (2] of O. Reg.
137/15.

Click "Mext’ to submit 2 request to reinstate your expired child care licence, or click "Exit’ to exit this page.

If you wish to close your home child care agency. please contact your program advisor.

Exit Next>

Child Care Licensing System - Reference Guide for Applicants / Licensees

138



LICENCES
Reinstating an Expired Licence

6. Read the message then click et ] 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 childcare centre/home childcare agency.

Childcare Centre Reinstatement Fees:

Maximum Fee for a renewal if the
number of application is submitted
Children after the expiry date
0-24 $200

25-49 250

50-74 300

75-99 350

100-124 400

125 or more 450

Home Child Care Agency Reinstatement Fees:

Maximum Fee for a renewal if the
number of application is submitted
Premises after the expiry date
0-25 $200

26-50 250

51-75 300

76-100 350

101-125 400

126 or more 450

For a Child Care Centre licence reinstatement: See the
instructions starting on page 112, Step 4.

For a Home Child Care Agency reinstatement: See the
instructions starting on page 127, Step 4.
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Revising a Child Care Centre Licence

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).

Step 1: Start the Revision and Select the Type

-
1. Click .

R t a Revised Li
2. Click b Request a Revised Licence . 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 Request 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 capacity
(increase or decrease) or any change in licensed space. Changes to
licensed space include adding, removing, and/or changing a currently
licensed room/space.

1. Select the “Change the licensed capacity and/or licensed space”
checkbox. The Licensed Capacity — Age Group Schedule window
appears showing your current schedule(s).
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] 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 %

2. Select the proposed schedule(s).

3. Click . The Current Licensed Capacity chart appears.

Current Licensed Capacity
Schedule Age Group Age Range Current Capacity

Schedule 1 Infant under 18 months 200
Schedule 1 Toddler 18 menths up to 30 months o
Schedule 1 Preschool 30 meonths up to & years o
Schedule 1 Kindergarten 44 months up to 7 years o
Schedule 1 Primary/Junior School Age &8 months up to 13 years o
Schedule 1 Junior School Age % years up to 13 years o
Schedule 4 Family Age Group under 13 years 4

Total 204

(Partial window only)

4. Depending on the change requested, you may have to add / edit /
remove rooms / spaces. The system puts a red box on areas that
may require updates.

Identify changes to currently licensed room(s) /space(s) and add / remove them as required
Room/Space Floor level Age Group Room/Space Licensed Number of
Area Capacity Program Staff
Sleep Floor 1 Infant 2222 square 200 1 Edit >
metres Remove >
4 Basement 444 square 4 N/A Edit =
metras Ramaove =
Add Room/Spaca =

(Partial window only)
5. Review the rooms/spaces and edit/add/remove them as required.
6. Review other required areas and edit/add/remove them as required.

7. Review the playground information and edit/add/remove it as
required.

1
Q Warning: If the information entered for your currently licensed
rooms is incorrect and your revision application is submitted, it will not
be possible to return and edit this information. In order to change the
information, the licence revision request will need to be withdrawn and
re-submitted with the correct information. It is therefore important to
ensure that the information you have entered is accurate.
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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 changes to
licensed capacity or licensed space. If the licensee wants to change
the licensed capacity at the same time, ensure that the option
Change the licensed capacity and/or licensed space is selected.

1. Select the “Change the Program Option/Duration” checkbox. The
window expands. You will see your current program options.

+| Change the Program Optien/duratien
Current Program Options
Full Day(& hours or more in a day) Before scheol Extended hours{mere than 12 hours)
Half day([Less than & hours in a day) After school Crrernight
Proposed Program Options
Full Day(6 hours or more in a day) Before schoaol Extended hours{mare than 12 hours)

Half day([Less than & hours in a day) After school Crrernight

2. Select your Proposed Program Options on this screen.

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.

1. Select the “Change the name of the Child Care Centre” checkbox.

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: * l:l Ex: 28/04/2012

Please provide a description of all the
proposed change(s) to the licence *

Current Child Care Centre Name: ABCD Child Care Centre

New Child Care Centre Name #

<Previous Exit Save Save & Next>

3. Enter the information about the name change.
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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 ™ print

Withdraw Revision Request

< Pravious Exit Submit

Licence Revision Request Type * Revise

Licence Revision Space Information ¥ Revise

Licence Revision Details Bevise

(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

Message from webpage u

r
|

% Vou have selected to withdraw your licence revision request, Please
Y note: withdrawin this application will delete all associated supporting

documents, Click OK to proceed with this action,

3.2. Click to withdraw the revision request.

4. To submit the revision request:

4 1. Click . The Declaration and Consent window

appears.

. A confirmation message appears.
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Declaration and Consent

I declare that all information provided in connection with this licence revision request 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.

O 1 Agree O 1 Disagree

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

misleading information.

<Previous Exit Proceed to Revision Deposit Payment

4.2. If you agree with the declaration and consent select the | Agree
radio button.

4.3. Click Proceed to Revision Deposit Payment The Initial

Deposit window appears.

Initial Deposit

In order to submit your revision request, a deposit payment of $25 must be submitted.

Payment Options

(O E-Transfer/Credit Card
! Cheque
() Money Order

[If you have any guestions about the payment of your deposit, please contact the program advisor assignad to your

licence revision request.

<Previous Exit Next>
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Step 4: Remit Payment

Paying By E-Transfer / Credit Card

1. Select E-Transfer/Credit Card. The window expands.

Payment Options

® E-Transfer/Credit Card

O Cheque

@] Money Order

I acknowledge that, should a site inspection be required to process my licence revision request, I may be reguired

to submit an additional fee in accordance with s.81 of 0. Reg. 137/15.
I understand that all fees paid in connection with this revision request are non-refundable.

To submit your revision request, you are required to pay an initial deposit. Please click on "Continue with

E-Transfer/Credit Card' to complete the payment.

Continue with E-Transfer/Credit Card

. Continue with E-Transfer/ Credit Card . .
2. Click . A confirmation message

appears.

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

Order Summary

Details

Payment to: Childcare Licensing

Total: $25.00 (CAD)

Payment Method

Credit Cards Accepted

> VISA =

Interac® Online

The Interac Online service allows you to pay for goods and services
owver the Internet directly from your Internet banking account.
Learn more about Interac Online.

Cautian: This payment sessien will expire in 30 minutes. We
recommend having an already established Internst banking account

before selecting this payment method.

= Trademark of Interac Inc. Used wnder losmce.

Make Paymenl Cancel
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4. Select Credit Card or Interac Online as applicable.
@Note: VISA debit is not accepted.

Make Payment

5. Click
finallize payment.

. You will be re-directed to the appropriate site to

Payment Information D)
it e
VISA e E
Imvoice/Order Mumber: 2059895
Amount: 225.00 CAD
Mame on cand: |
Credit Card Type: VISA o

Credit Card Mumber: |

Expiration Date: 07 »|/ 2016 »

Credit Card CWD: What's this?

| Cancel Payment | | Submit Payment |

6. Enter the payment information.

7 Click | Submit Payment |

8. If warning messages appear, click Yes. A receipt appears.

Thank you for your payment.
To finalize the process you must click the Complete Payment Process button below.

Before proceeding, please print a copy of this page and keep it for your records.

Payment Receipt

Transaction Details

Payment To: Childcare Licensing
Total: $25.00 (CAD)
Time: 12-Jul-2016 3:23:54 PM

Payment Method: Visa

Cardhelder Name: Joe Tester

Session 1D: 762302
Authorization Number: TEST

Note:

*  For payment inquiries to your card issuer, please refer to the Authorization Number on your
payment recaipt.

= For paymeant inquires to the Ministry, please refer to the payment Session ID on your paymeant
receipt,
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9. Click Ik bbbileead A confirmation message appears.

The Ministry has received your deposit and you have successfully submitted your revision reguest,

Paying By Cheque or Money Order

1. Select Cheque or Money Order as applicable. The window expands.

Payment Options

) E-Transfer/Credit Card

(O] Chegque

O Money Order

Pleasze print the Licensing Fee Deposit Payment Form (below) and mail it to the following address, along with = 25
chegque or money order payable to Minister of Finance.

CCQALB

77 Wellesley Street West, Box 980

Toronto, ON

M7A 1N3

Once you have mailed your deposit payment to the Ministry of Education, click "'Confirm Payment and Submit
Revision Reguest’.

Revision Deposit Payment Form

Chegque/Money Order Payment Date: l:l Ex: 28/04/2012

Remitter: (Payable From) |

Chegue/Money Order Number: |
(Do mot include leading zero's)

Amount: $25

Confirm Payment and Submit Revision Request

. Revision Deposit Payment Form . .
2. Click ‘ B N The File Download window

appears.

3. Click . The form appears on your screen.

4. Print the form:
4.1. From the menu select File.
4.2. Select Print... A Print window appears.

4.3. Click .

4.4. Close the form window. (Select File then select Exit). The
Payment Options window appears.

Cheque/Money Order Payment Date: l:l Bt 28/04/2012

Remitter: (Payable From) |

Chegue/Money Order Number: |
(Do not include leading zena'’s)

Amount: $25

Confirm Payment and Submit Revision Reguest
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5. Sign and date the form.

6. Make your cheque / money order payable to the Minister of Finance.

@Note: A fee balance will be required if a site visit is required to
process the licence revision. The fee balance will be calculated by
taking the dollar amount in the fee schedule (see table below)
according to the requested licensed capacity and subtracting the
$25.00 deposit paid at the time the request was submitted.

Maximum number Revision Fee
of Children $
0-24 50
25-49 65
50-74 75
75-99 a0
100-124 100
125 or more 115

7. Enter the remaining information on the screen.

@Note: For the Remitter field, enter the name of the person the
bank account is under.

8. Mail your form and payment to the address indicated on the form.

. Confirm Payment and Submit Revision Reguest . .
9. Click v “ A confirmation

message appears.

our revision request has been submitted. The Ministry will process your deposit payment once it is received.

10. Click . The following window appears. You will be notified

by email if / when a fee balance is required.

Fee Payment

This screen will only display information if 2 fee balance is required to process your revision reguest.

‘rou will be notified by email if 2 fee balance is required.

<Previous Exit Nexi=>

11. Click . The Initial Documents to Submit window appears.
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Step 5: 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.

1. Open the revision.

2. Click 2 Supporting Documents | 1. .itial Documents to Submit

window appears.

Initial Documents to Submit
Document Type Date Status Status Date
Submitted
List of play materials, equipment and Mot Applicable Jan 3, 2018 Select =
furnishings
Updated Parent Handbook Mot Applicable Jan G, 2018 Select =
Program Statement Mot Applicable Jan 3, 2018 Select =
Floor plan Mot Applicable Jan 9, 2018 Select >
Site plan Mot Applicable Jan 3, 2018 Select >
Combined floor and site plan Mot Applicable Jan G, 2018 Select =
Zoning approval Mot Applicable Jan 3, 2018 Select =
Playground plans Mot &pplicable Jan 9, 2018 Select >
Sample menu Mot Applicable Jan 3, 2018 Select >
Waiting list pelicy Mot Applicable Jan 9, 2018 Select >
Sleep Supervision Policy Mot Applicable Jan 9, 2018 Select =
Process for Monitering Compliance and Mot Applicable Jan 9, 2018 Select >
Contraventions
Playground safety palicy Mot Applicable Jan G, 2018 Select =
Program Statement Implermentation Mot Applicable Jan 3, 2018 Select =
Policy
Emergency Management Policy Not Applicabla Jan 5, 2018 Select =
Parent Issues and Concerns Pelicy Mot Applicable Jan 9, 2018 Select >
Add Additional Document =
Additional Documents to Submit
Document Type Date Status Status Date
Submitted
Health approval Mot Applicable Jan 9, 2018 Select >
Fire Code Approval Mot Applicable Jan 3, 2018 Select >
Building approwval 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 9.

4. Click .

» Your revision request is sent to the ministry.

» 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 6: Pay the Fee Balance (if required)

@Note: You will be notified 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 will be calculated by taking the dollar amount in
the fee schedule (see table below) according to the requested licensed
capacity and subtracting the deposit paid at the time the request was

submitted.
Maximum number Revision Fee
of Children $
0-24 50
25-49 65
50-74 75
75-99 90
100-124 100
125 or more 115

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. Make the payment.

> To pay by E-transfer or credit card follow the steps beginning on
page 56.

» To pay by cheque or money order, follow the steps beginning on
page 59.
Opening an Active Licence Revision Request
1. Go to your dashboard.

2. From the In Process Items section, expand the Licence Revisions
link.

Licence Revisions Total: 1 &

ID Mame of Child Care | Licence Expiry | Program Site Address Proposed date of
Centre / Home Child Dats Type change
Care Agency
57466 ABCD Child Care 0&/02/2018 Child Care 2 Zzz Square , 01/02/2018 Select =
Centra Centre Markh...

3. To open the revision request click Select>.
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Updating a Revision Request

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 request. (See the previous section.)

Request Update to Revision
Reguest

2. Scroll to the bottom of the window and click
The Request Update window appears.

Request Update to Revision Request

Please explain the nature of the update and the
reason it is required *

Cancel Submit

3. Enter the nature and reason for the update(s).

4. Click . A confirmation appears.
5. Click .

» 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 150).

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 L% |

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 Licenoe Expiry Status
Care Cenfre Date
S6Td4 2 Xyz, Markham, Fab 27, 2017 Drafe
ABCD Crild R T
Care Centre 0N L

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 visitors) where the licensee has chosen
to enrol them in the system. (See page 181 for enrolling users).

Your program advisor may request a revision or change to your serious
occurrence report.

Reporting a Serious Occurrence

erious Occurrences

1. Click

. b Report a Serious Occurrence . . .
2. Click . A list of licensed child care

centres / home child care agencies appear.

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 ON 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:

John
Last Name: Ko
Role: Licensee

Telephone Number: (111) 111-1111

|:| Ex: 28/04/2012

Alternate Telephone Number:

Date of Incident: =

Time of Incident: *

[Please select ... v[Please select ..

b

Date you became aware of the Same as date of incident:
Serious occurrance: ) vee O No

Time you became aware of the Same as time of incident:

Serious occurrence: 1 M)
! Yes 'l No

Please explain if more than 24
hours have passed since the
date/time you became aware of
the serious occurrence:

(Partial window only)
Read the notice at the top of the window.
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.

Enter the Child Information. If the incident does not involve all the

children, a table appears.

Child Information

Were all children in the
program [ age group involved
in or impacted by the

occurrence?: ¥

0 Yes @ No

Please Identify the Child{ren) Involved/ Impacted

Age Group: *
Flease select ... » Remove

Add Children =

6.1. Select the Age Group.

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.

Child Care Licensing System - Reference Guide for Applicants / Licensees

154



Serious Occurrences

7. Enter the Serious Occurrence Information.

Serious Docurrence Information

Type of Serious Dccurrence: * Plesse select -
Please describe what

happened, where the serious

occurrence took place, and the

actions taken by the Licensese

(do not use names, ages or

dates of birth): *

Whe has been notified? Parent/Guardian/Emergency Contact

Emergency Services

College of Early Childhood Educators
CMSM / DSSAB

Children's Aid Society

Other

Are police conducting an Yes No
investigation? *
Is the Children's Aid Society Yes No
conducting an investigation? *
Has there been media Yes No
attention? *
Further action proposed by
licensee: *
Is this expected to be the Yes No
only/last report submitted for
this occurrence?

<Previous Exit Save Save & Next>

1
&Warning: Do not use names, ages or dates of births in any
areas on the form.

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>

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 9.

10. Click . The Review and Submit window appears.

11. Review the information.

12. If changes are required:
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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. Cliok L,

13. To print the Serious Occurrence:

= .
13.1. Click Print . A Print window appears.

13.2. Select the print settings.

13.3. Click __""nt

14. Click . The Declaration and Consent window appears.

DECLARATION AND CONSENT

I declare that all information provided in connection with this serious occurrence report is true, accurate
and complete at this time.

1 Agres _! 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>

15. If you agree with the declaration select the | Agree radio button.

16. Click . A message appears.

This sericus occurrence repart has been submitted. Please be advised that you may be required to submit
an update within 7 days of the submissian,

Generate Serious Occurrence Notification Form

Exit

17. Open the Serious Occurrence Notification form.

Generate Serious Occurrence Motification Form

17.1. Click . The File
Download window appears.

17.2. Click . The Serious Occurrence Notification
Form opens in MS Word.
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H Serious Occurrence MNotification Form
&) Ontario

Formulaire de notification d’incident grave

Program namsNom du programms ; EFGH Gards d"enfaniz

Dale 20170214 Dats ofoccurrence: (ryyymmis) 20170214
{ryyy/mmidyaasammij) O=ts ds Fincident : j3aaammy)
Typs ofssrious occurrencay Typs dincidant grave : Destn of 3 child / Dacas d'un enfant

Descripson:

AcBon tEkan by Licensss'luicome: (300 updme f apolicabie)Mesure priss par ke Stulars de permeaResuliat - jHonsr une mise 3 jour lecas
SCREST)

Nom: X

Date : fyyyymmiddliaaaammi) siqnature

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

= 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”.

Access your dashboard.

Serious DoosrTences Total: 1 &

18931

ABCD Child Cane

Cenfire

4 Xyz Foad
Markham

Cweath of 3 Pending

chilg

Ravisian

bt

14/02/2017 | Select

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: *

Submitted Date Submitted By
13/02/2017 01:46 PM| Debra Starr

Status
Submitted

Comment Action

Flease provide more details of the incident.

Go to the area requiring changes.
Click Revise>. The section opens for editing.

Make the changes.

. Save & Next
Click .

Add a supporting document if required, otherwise click mext

Add comments to the ministry (if required).

Child Care Licensing System - Reference Guide for Applicants / Licensees

158



Serious Occurrences

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 .
11. Agree to the Declaration then click .

12. Print and post the revised Serious Occurrence Notification Form.

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 if 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.

. erious Occurrences
1. Click Rt

p Update a Serious Occurrence

2. Click L_Report . The Update a Serious
Occurrence Report window appears.

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 Submissioc Status

DOccurre Centre [/ Home Child Incident n Date

nce ID Care Agency

24586  ABCD Child Care Missing or Child was found | 30/01/201 31/01/201  Under Update>|

Centre unsupervised a8 g8 Review
child{ren)

Child Care Licensing System - Reference Guide for Applicants / Licensees 159



Serious Occurrences

3. Click Update>. The Serious Occurrence Update window appears.

Initial Serious Occurrence Report

Submitted Date Incident Reported By Status

31/01/2018 Xxxx, John Under Review

Updated Reports

Mo updated reports

Update an Existing Serious Occurrence

Expand | Collapse

Current status: +

Further action proposed by
licensee to minimize

reoccurrence: #

=Previous Exit Save

Delete Draft
Update Report>

Save B Next>

(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 Occurrence

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
Sericus ecCuUrrence supporting
document

< Pravious

Comments:

Upload
Document =

Add Additienal Decument >

Exit Next>

8. Upload additional documents as applicable. (See page 9 for details.)

9. Click . The Serious Occurrence Update window appears.

10. Review the information.

11. Click . The Declaration and Consent window appears.

DECLARATION AND CONSENT

and complete at this time.

I Agree _ 1 Disagree

information.

<Previous

I declare that all information provided in connection with this serious occurrence report is true, accurate

Itis an offence under the Child Care and Early Years Act, 2014 to knowingly give false or misleading

Exit Submit>

12. If you decide to not send the report:
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13.

VVVZR

12.1. Click until you reach the Serious Occurrence

Update window.

Delete Draft
12.2. Click LUpdate Report>| A message appears.

12.3. Click L2 |,

If 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

. 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.

2.

erious Occurrences

Click

Click |} Search for a Serious Occurrence The Search By window

appears.
Search By
Serious Occurrence Date From: Ex: 28/04/2012 Search>
Serious Dccurrence Date To: Ex: 28/04/2012
i 28/04y Clear =
Serious Dccurrence Status: Flease s=lect -
Serious Dccurrence Type: Flease select .. -
Age Category: Flease select ... -
Program Type: [C] child care Centre
[£] Home Child Care Agency
Name of Child Care Centre / Home Child
Care Agency:
Serious Occurrence ID:

Enter search criteria or leave the criteria blank to see all of your
serious occurrence reports.

Click Search>. A table of search results appears below the search
criteria area.
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Search Results:

Serious Report
Dccurrenc Submission
a IDv Date
24688 Jan 31, 2018

Name of Child Care
Centre / Home Child
Care Agency

ABCD Child Care

Centra

Per Page

Serious Occurrence Serious Occurrence

Type Status

Missing or Under Review Selact>

unsupervised child{ren)

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

Adding a Staff Member to your Staff List

In order 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.
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2. Click

O nimvisration v

|> e | The Staff Information list appears.

Manage Staff Information

Please select the Child Care Please select W)
Centre or Home Child Care
Agency that you would like to

wiew

Staff Information

Per Page
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 =

Cantre Childhood
Educator (RECE)

Supervisar

(Your list may be empty if no staff have 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 vesO Mo
Childhood Educator: # i 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 < @ years?
Required?

Select Position and Location

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

Exit > Save &
Return

Enter the Staff Information.

Add the Location/Position:

@Note: A person can have more than one location/positon for
multi-site licensees.

5.1. Click Select Position and Location>. The following window appears.
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Child Care Centre or Home Please select -
Child Care Agency Name: *

- PR
Primary Position: Please select ... -

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

Cancel Save & Return

5.2. Complete the information. 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 his/her primary role.

5.3. Click | Save & Return |

. Save & Return ‘ ‘ Save & Next
6. Click ‘ or

. 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

7. If Director approval is not required, you are done. Otherwise click

Request Director Approval

. The Applicant Details window appears.

Notice of collection of Personal Information Form

Applicant Details

Applicant Name: * Bixoox, Bob hdl

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 ® vas Mo

ECE Registration Number with the College's

nuhlic renister? (for RECF Sunervisnel:

(Partial window only)

8. 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.

@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 164).

1. oo EET

. ¥ Request Staff Director Approwval ‘
2. Click ‘

. A list of options appears.

Is approval requested for

@] Registered Early Childhoed Educatar (RECE) Supervisar
) Non-RECE Supervisor {otherwise approved)
@] Program Staff to take the place of a gualified staff (otherwise approval)

' Resource Teacher

Exit Next
Child Care Centre options
Is approval requested for
O Registered Early Childhood Educatar (RECE) Home Child Care Visitor
) Home Child Care visitar with other gualifications (otherwise approved)
O Resource Teacher
Exit Next

Home Child Care options

3. Select the type of approval required.

4. Click .The Applicant Details window appears.
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Notice of collection of Personal Information Collapse

Please note: The proposed staff is reguired to complete and sign the Maotice of Collection of Personal Information form
(see below]), which provides notice that personal information is collected under the autharity of the Child Care and
Early Years Act, 2014 (CCEVA) and its regulations.

Pleasa print the form for the applicant and have them sign it. The original copy is to ba retained on file.

Notice of collection of Personal Information Form

Applicant Details

Applicant Name: * Please select . v

Child Care Centre or Home Child Care Agency ABCD Child Care Centra
Name:

College of Early Childhood Educators (CECE)

Registration Number:

Have you verified the individual's College of Yas Ha

ECE Registration Number with the College's

public register? (for RECE Supervisor):

(Partial window only )

5. Print the notice of collection of Personal Information form.

. MNotice of collection of Personal Information Form
5.1. Click .

5.2. Print the form.

5.3. Have the individual sign the form (unless one is already on file at
the child care centre / home child care agency for this person).

5.4. Retain the form in the staff’s file.

6. Enter the applicant details.The applicant name drop-down list will only
include staff members that were added in the Manage Staffing
Module.

7. Add the child care experience:
7.1. Click Add Experience>. The Child Care Experience window
appears.
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Child Care Experience

Program Name: *
Position: *

.k
Start Date: Eg: 28/04/2012

D the individual still

oes the individual stil @ Yoo Mo
work/volunteer in this
position?: *

7 .k
Type of Experience: Velunteer Paid Employment

Description of
Responsibilities and Age

Group: *

Program Address

Country:* CAMADA

Address: Street =: * Street Mame: ® Strest Type: *

Unit Designator:

Extra Address
Information:

City: *

Prowil State: *
rovince, 21 Ontaria -

Postal Code/ZIP
Code:

P.0. Box: Mo Type: Qualifier:

Rural Route:

Cancel

-

Street Dir:

Area Name:

Save & Return

7.2. Enter the information.

7.3. Click

8. 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.

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

. Save & Next
Ciick I

9. The Supporting Documents window appears.
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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
requirements set out in CCEYA and its regulations?

@ Note: If you responded “Yes” to the above question, you will be
prompted to upload transcripts.

10. Click

10.1.  Upload supporting documents as applicable. (For assistance
on how to upload a document, see page 9.)

10.2. Click . The Review and Submit window appears.

11. Review the information.

12. If changes are required:

Revise

12.1.  Click .
12.2. Make the changes.

12.3. Click
13. 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.

1 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

14. If you agree with the declaration select @ TAdree

15. Click . The Confirmation window appears.

Your Staff Director Approval Request has been submitted.

Exit
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16. 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
next page 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

Centre

Childhood
Educator (RECE)
Supervisar

New Licence Applications Total: 2 v
Staff Director Approvals Total: 2 A
Mame of Child Care Applicant Position Typea Site Address Status Date™
Centre/Home Child HName

Care Agency
ABCD Child Care | Xyz Jack Registered Early 2 Zzz Square , Approved 21/01/2018 Select =

Markh...

1. From your home page, open the staff Director approval. The Review
and Submit window appears.
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Review and Submit

Show [nstructions

View Director Approval Latters

Approval Submitted Date Approval Status

2640172018 Approyed

View Letter >

Expard All | Collapsa All b Brint

Applicant Details =

Child Care Experience

Program name Program address Pasitian Employed fram  Employed to
Xys Daycara 55 Wyz Markham ON CA Supardicr 0d/01/2018

Pradenk

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

“irevious Exit Sanbsrmit

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. oo ET

. } Search Staff Director Approvals
2. Click |

|. The Search By window appears.

Search By

Applicant Last Name |:| Search >

Clear >

Approval Status:

[Please select ... v|

Pasition Type: O Registered Early Childhood Educator (RECE) Supervisor

[J Non-RECE Supervisor (otherwise approved)

O Program Staff to take the place of an RECE {otherwise approved)
[] Resource Teacher

Oa Registered 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 (otharwise
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 Mame
Approved Hyz Jack ABCD Child Registerad Early 2&/01/2018 Select =
Care Centre Childhood Amend =
Educator
[RECE]
Supervisor

5. Click Select> to open a specific request / approval.

Amending an Existing Staff Director Approval

1. oo E

p Search Staff Director Approvals

2. Click

appears.

. The Search By window

3. Search for the Staff Director Approval to be amended.

Per Page
Approval Applicant Applicant Child Care Position Type Submitted Date
Status Last Name First Name Centre or Home
Child care
Agency Mame
Approved Hyz Jack ABCD Child Registerad Early 2&/01/2018 Select =
Care Centre Childhood Amend =
Educator
[RECE)
Supervisor

4. Click Amend>. The Applicant Details window appears.

5. Make the changes required. @Not all information can be amended.

Save & Return

6. Click

Submit

7. Click

8. Click the “l accept” radio button.

9. Click | Submit

Exit

10. Click

. The Declaration and Consent window appears.
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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 with your email address.

1. Click . The My Account window appears.

My Account
Title: Mo Contact Title
First Name: * [Ded] =]
Last Name: * |){xxx |
Email: + |deb oo@zzz.ca |
Primary Phone (97} 9711911 |ext| |
Number:
Alternative | |Ext:| |
Phone Number:
Exit = Save =

2. Make the changes.

3. Click . A confirmation message appears.
4 cick ™|

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 HCCA.

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 go on temporary leave

= staff members leave the licensed program (deactivate)

1. Click Administration v

2. Click ‘ b Manage Staff Information ‘ The Staff Information list appears.
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Staff Information
Per Page
Last Name First Name Child Care Centre or Primary Position Date of Hire Status
Home Child Care
Agency Name
Boexx Bcb ABCD Child Care Registered Early 24/01/2018 Active Select =
Cantra Childhood
Educator (RECE)
Supervisor
Xyz Jack ABCD Child Care Registered Early 03/01/2018 Active Select =
Cantra 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: * [ ]~ Eq:es/os/2012

Is the staff member a Registered Early O vesO No
Childhood Educator: i 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 < 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

4. Enter the Staff Information.

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

Child Care Centre or Home ||:.\|ease select . v|
Child Care Agency Name: =
Primary Position: * |F‘Iease selact vl
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 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 his/her primary role.
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5.3. Complete the information for any fields that appear.

5.5. Click ‘ Save & Return ‘ or ‘ . The following window
appears if director approval is required.

Save & Next

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 Ezrly Childhood Educatar (RECE) Supervisor
Staff Name: St J=an

Cancel Request Director Approval

6. If director approval is not required, you are done.

Request Director Approval

7. If a staff director approval is required click ‘ . You

are redirected to the sl menu area. (Continue with the

instructions beginning on page 164 “Requesting a Staff Director
Approval’.)

Viewing the Existing Staff List

O nimvisration v

K ‘ b Manage Staff Information

2. Clic ‘ 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
B Bob ABCD Child Care Registered Early 24/01/2018 Active Select =
Centre Childhood
Educator (RECE}
Supervisor
Xyz Jack ABCD Child Care Registered Early 03/01/2018 Active Select =
Cantra Childhood
Educator (RECE)
uDeryisor

Viewing a Staff Member Record

BN rmiiciration V|

K ‘ b Manage Staff Information ‘

2. Clic
window appears.

. The Manage Staff Information
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Staff Information

Per Page

Last Name First Name Child Care Centre or Primary Position Date of Hire Status
Home Child Care
Agency Name

Boaooex Bob ABCD Child Care Registered Early 24/01/2018 Active Select =
Cantra Childhood
Educator (RECE)
Supervisor
Hyz Jack ABCD Child Care Registered Early 03/01/2018 Active Select =
Centre Childhood
Educator (RECE}
upervisor

3. Click Select> to open a specific staff member record. The Staff
Information window appears.

Staff Information Revise =
Staff First Name: # Jack
Staff Last Name: * -
Xyz
Date of Hire: * 03/01/2018 Eg: 28/04/2012
Is the staff member a Registered Early & ves No

Childhood Educator: *

College of Early Childhood Educators (CECE) 1111
Registration Number: =

Have you verified the individual's College of

® Yas No

ECE Registration Number with the College's

public register?: =

Status: Active

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 < O years?

ABCD Child Care Registerad Early 100% View> M/ Edit>
Centre Childhood Educator Deactivate =

(RECE) Supervisar
Selact 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 B
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 176 if required.)

2. Click Edit>. The following window appears.
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Child Care Centre or Homa
Child Care Agency Name: =

Primary Position: +

| 57466 - ABCD Child Care Cenire

| Registered Early Childhood Educator (RECE) Supervisor

Percentage in Program: # |1DU% h

Please Note: You need to submit a request for director approval for this Staff Position.

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

Cancel Save B Return

Your window may look different

@Note: Depending on the change, you may be required to submit a
staff Director approval. If so, the Request Director Approval button

3. Make the changes.
automatically appears.
5.

Click ‘ Request Director Approval ‘ You are redirected to the

il Ll menu area. (Continue with the instructions

beginning on page 164 “Requesting a Staff Director Approval”.)

Deactivating a Staff Member from a Certain Site

You should deactivate a staff member when he/she is 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

1. Open the staff member record. (See page 176.)
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 < O years?
ABCD Child Care Registered Early 100% Views MfA Edit>
Centre Childhood Educator Deactivate >
(RECE]) Supervisor
Select Position and Location=>
2. Click Deactivate>. A following warning appears.

staff member to another licence/location add them to the other site before
deactivating them from the current site.
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Message from webpage

=]

& Warning: Deletion of this location/position record will deactivate the
staff member from the system. If you do not wish to deactivate the staff
member, please add a new location/position first

oK

|| cancel

3. Click to continue.

Deactivating a Staff Member from All Sites

You should deactivate a staff member when he/she is no longer with your
organization. Taking this action will deactivate the individual’s staff
Director approvals.

1.

2. Click

Open the staff member record. (See page 176 if required.)

Staff Information Revise =
Staff First Name: * Jack
Staff Last Name: *
Xyz
Date of Hire: # 03/01/2018 Eg: 28/04/2012
Is the staff member a Registered Early & s Mo
Childhood Educator: *
College of Early Childhood Educators (CECE) 1111
Registration Number: =
Have you verified the individual's College of ® ves No
ECE Registration Number with the College's
public register?: =
Status: Active
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 < O years?
ABCD Child Care Registerad Early 100% View> M/A Edit=
Centre Childhood Educator Deactivate =
(RECE]) Supervisar

Selact Position and Location>
MNotice: 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 B
Return

Deactivate Staff

window appears.

(at the bottom of the window). The following
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Message from webpage @

& You have selected to deactivate this staff member, Doing so will delete
W' this staff member from the system as well as any associated staff
I director approvals (if applicable). Click Ok to proceed with this action,

OK ] l Cancel

E
3. Click % |

Putting a Staff Member on Temporary Leave

A staff member should be put on temporary leave when he/she is taking a

scheduled absence (e.g. maternity leave). The staff Director approval will
be temporarily deactivated.

1. Open the staff member record. (See page 176 if required.)

. Temporary Leave . .
2. Click . A confirmation message appears.

Message from webpage Iﬂ
-

L You have selected to set this staff members status to tempoerary leave,
¥ Vouwill 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 176 if required.)

. Reactivate . .
2. Click . A confirmation message appears.

Child Care Licensing System - Reference Guide for Applicants / Licensees 180



CCLS Administration

Managing Users

Introduction

Message from webpage

3. Click . The staff member status changes to “Active”.

Licensees can add delegates (either supervisors or home 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
= Search and view director approvals

Once added, home visitors will be able to:

= Submit serious occurrence reports

= Submit serious occurrence update reports
= Search for serious occurrences

Adding / Enrolling a User

BN ccminiztration V|
. Manage Wser .
2. Click . The list of users appears.

leave)

Home > Manage User >

Last Name™ Email Roles

Ko John

First Name

debra.starr@ontario.ca

gisterad User

Licenses,Applicant,Re  Active

Show Instructions

Add>>

Status

3. Click Add>>. The User Details window appears.
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User Details

User Type @ Licensee

Site Designate - Supervisor
Agency Designate - Home Visitor

Title: No Centact Title

First Name: *
Last Name: *

Email: *

Exit = Save >

4. Enter the information.

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 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 Visitor):

5.1. The window expands showing a list of sites.

Licence No. - 57466 - ABCD Child Care Centre
Child care
Centre: #
Add>>
<< Remove

@DTip: 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 centre name.
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5.2. Select the appropriate child care centre / home child care
agency.

@Note: A designate can be given access to more than one
site.

5.3. Click [2@e== ]
6. Click . A confirmation appears at the top of the window.
7. Click . The list of users appears with the updated

information.

é The new user will receive three emails containing two codes and
one PIN they will need to use to register for CCLS. Registration
instructions are available on the Early Years Portal at:

www.earlyyears.edu.gov.on.ca/EYPortal/en/ChildCareLicensing/ChildCareLicensingResources/

If a site/agency designate user does not receive or cannot find the
registration emails, contact the CCLS help desk.
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Unenrolling a User
1. Click Administration v

2. Click . The list of users appears.

3. Click Select> for the user to be unenrolled. The User Details window
appears.

User Details

User Type Licenses
# Site Designate - Supervisor
Agency Designate - Home Visitor

Title: Mo Contact Title v
First Name: * |.Janet |
Last Name: * [y |
Email: # |d&bra.stan@ontario.ca |
Licence No. - 57466 - ABCD Child Care Centrs
Child Care
Centre: *
Add>>
<<Remove

Enrol > UnEnrol  Reset PIN > Deactivate > Exit > Save >
>

4. Click  UnEnrol >|

Resetting a CCLS PIN

If the site/agency designate user forgets his/her CCLS PIN you can reset
it.

@ Note: If a user with Licensee access forgets his/her CCLS PIN,
he/she can contact the CCLS Help Desk to have it reset.

BN irivisiration |

2. Click . The list of users appears.

3. Click Select> for the user required. The User Details window appears.
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User Details

User Type Licensea
® Site Designate - Supervisor
Agency Designate - Home Visitor

Title: Mo Contact Title v
First Name: * [Janet |
Last Name: * [y |
Email: * |debra.stan@ontario.ca |
Licence No. - ST4EE - ABCD Child Care Centre
Child Care
Centre: *
Add>>
<<Remove

Enrol > UnEnrol ResetPIN > Deactivate > Exit > Save >
>

i Reset PIN > . .
4. Click . A confirmation message appears.

Deactivating a User

Only a site designate /agency designate-home visitor can be deactivated.

1. Click Administration v

2. Click . The list of users appears.

3. Click Select> for the user to be deactivated.

Deactivate >

4. Click . A confirmation message appears.
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Reactivating a User

@Note: Only a site designate /agency designate-home visitor can be
reactivated.

1. Click Administration v

2. Click . The list of users appears.

3. Click Select> for the user to be reactivated.

. Activat . .
4. Click . A confirmation message appears.

5. Click . A message appears near the top of the window.

Removing a Site from a Site Designate / Agency Designate (Supervisors and Home
Visitors)

@ Note: To have a user with Licensee access removed, contact the
CCLS Help Desk.

1. Click Administration v

2. Click . The list of users appears.

3. Click Select> for the user to be removed.
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User Details

User Type Licensee
® Site Designate - Supervisor
Agency Designate - Home Visitor

Title: Mo Contact Title v
First Name: * [Janet |
Last Name: * |)(yx |
Email: * |debra.stan@ontario.ca |
Licence No. - 57466 - ABCD Child Care Centre
Child care
Centre: *
Add>=>
<<Remove

Enrol > UnEnrol | Reset PIN > Deactivate > Exit > Save >
>

4. If the user is a site designate or agency designate: Select the Child
<<Remove

Care Centre / Home Child Care Agency then click

5. Click .

Managing Home Child Care Premises

Viewing Home Child Care Premises Details

1. Click Administration W

2 Click ‘} Manage Home Child Care Premises ‘

. The List of Home

Child Care Premises window appears.

List of Home Child Care Premises Per Page |10wv

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.
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Provider Information

Title: [No Contact Title V|
First Name: = Janet

Last Name: * Xyx

Email:

Phone Number: |Ext:|

Home Child Care Location Address

Address: Street #:* Street Name: * Street Type: Street Dir:
55 Xyzz v v

Unit Designator: ') No.:

Extra Address

Information:

City: * Markham

Province: * Ontario ')

Postal Code: * L3R IM4

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

Rural Route: V] No

Home Child Care Agency ABCD Agency

Name *
Is this an active home? @ vyes O No
Deactivate Home Cancel Save & Return
Adding a Home
‘Il [fe'd Administration b

Click ‘b Manage Home Child Care Premises ‘ 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.
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4.

6.

Provider Information

Title: No Contact Title
First Name: *

Last Name: *

Email:

Phone Number: Ext:

Home Child Care Location Address
Address: Street #: ¥ Street Name: * Street Type: Street Dir:

Unit Designator:

Extra Address
Information:

City: *
H = ¥
Province: Please select... -

Postal Code: *

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

Rural Route:

Home Child Care Agency  Please select .. -
Name *
Is this an active home? * Yes No

Cancel Save & Return

Complete the information.

Field Notes and Tips

Is this an active home?: An active home is one in which children are
currently being cared for. An inactive home is one in which there are
no children currently in care (the provider has no children enrolled
right now, but could have one or more in the future).

Click . The Manage Home Child Care Premises

window appears.

Click .

Changing the Home Provider Information

1.

2.

View the home details. (See page 187 for details.)

Update the provider information.

Click . The List of Home Child Care Premises

appears.

Click .
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Making a Home Temporarily Inactive / Re-activating

A home can be made temporarily inactivate.

View the home details. (See page 187 if required.)

Change the status as required.

|15 this an active home? * () Yyeg @ No |
Click . The List of Home Child Care Premises
aappears.

Click .

Permanently Deactivating a Home

1.

View the home details. (See page 187 if required.)

Deactivate H
Click -2 7ome (near bottom of window). A warning appears.

hﬂessage from webpage &

1
&Warning: Once you select OK, you will not be able to reactivate
this home. Click [ 2.

Click . The Manage Home Child Care Premises

window appears.

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
test is 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.

. CCEYA Li i Standards Test 2 . .
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

Nutrition

Program for Children

Staff Qualifications

WOl W W W

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.

Verify

5. Click to check your answer.

MNext>

6. Click to 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 checkmark appears

v Nutrition

beside the topic in the menu.

8. Complete all the topics.
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Generating Your Certificate

. CCEYA Licensing Standards Test 2
1. Click J .

K ‘ p Certificate of Completion

2. Clic ‘ The following screen appears

showing your name.

CCEYA Licensing Standards Test
First name: profile

Last name: test3d

Self-Test Certificates

Date of Completion Schedule Type

Jul 31, 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 [_Print |,

6. File the certificate in your employee file.
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Completing the Licensed Child Care Survey

Introduction

As a licensee, you will be emailed a request to complete a survey. The
survey is conducted once per year and is to be submitted between April
1st and May 30". One survey is required for each licensed Child Care
Centre / Home Child Care Agency.

The survey should be completed by all child care centres and home child
care agencies. The purpose of the survey is to collect information about
the operations of licensed child care centres and home child care
agencies, including information about hours, enrolment, fees, and
staffing. Some sections of the survey are pre-populated with information
already contained in CCLS and also from your responses to the previous
survey.

Completing the Survey

@Tip: As you work on the survey click .

Dperations Survey b

1. Click

2. Click | » Agency/Centre Survey ‘ The List of Licence(s) appears.

3. Click Select> for the Child Care Centre / Home Child Care Agency
you want to complete the survey for. The Licensee Information
window appears.

Licensee Information
el f
Applicont/Licensee Type Individual ® Corporation First Nation

Corporation Number:

Corporation Name: ASCD Com

Licenses Survey

Survey Status
Not Started Select>

4. |If this is the correct Child Care Centre/ Home Child Care Agency, click
Select>. The Notice of Collection window appears.

5. Read the Notice of Collection then click _ The first

question appears.

6. Answer the question(s).
Notes:
= |f you are answering the survey for a Child Care Centre, be sure
to answer the question about the Hours of Operation first.
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= Do not leave a question/section blank. If the answer is zero,
enter 0.

7. Check the checkbox.

[ This is to certify that the information provided in this survey is accurate and complete as of March 31, 2018

8. Click . The next question appears.

9. Repeat steps 6 to 8 for all questions.

10. When all questions are complete, click . The Declaration
and Consent window appears.

11. Click the “I Agree” radio button.

12. Click .

Opening a Draft Survey

You can open your draft survey from your dashboard.
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Appendix — Terms and Acronyms

Active Home
An active home is one in which children are being cared for.

Agency Designate (Home Visitor)
An agency designate (home visitor) is able to report serious occurrences for the licensed
home child care agency if enrolled in CCLS by the licensee.

Applicant
An individual, corporation or First Nation council that it applying for a licence.

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.

CMSM
Consolidated Municipal Service Manager

HCCA
Home Child Care Agency

Home Visitor
A home visitor is an employee of a Home Child Care Agency (HCCA). Each home visitor
provides support and supervision to the home child care premises 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’ experience working with
children under 13 years of age 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 premise.”

Inactive Home
An inactive home 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.

MEDU
Ministry of Education

Ministry
Ministry of Education

One-key
ONe-Key is a system used by the Government of Ontario to provide external users
secure access to government websites.
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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.

Program Advisor
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.

RECE
An Early Childhood Educator who is registered with the College of Early Childhood
Educators.

Schedule
Age groupings are categorized into schedules. For more information see the CCEYA.
Also see the “Age Groupings, Ratios, Group Size and Staff Qualifications” fact sheet
found on the Early Years Portal:
http://www.earlyyears.edu.gov.on.ca/EYPortal/en/ChildCareLicensing/ChildCareLicensingResources/index.htm

Serious Occurrence
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 24 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;

= 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;

= Anincident 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.
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Staff Director Approval
Under the Child Care and Early Years Act, 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

= |n 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 CCLS.

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 Visitor: A home child care visitor 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 working with children under 13 years of age and is
approved by a director, or

= |s 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 visitor through the Child Care and Licensing
System.

Unqualified
An individual who does not have the qualifications that are required under the CCEYA.

Upload
Submit a file from your computer to CCLS.

Child Care Licensing System - Reference Guide for Applicants / Licensees 197



	Introduction 
	Overview 
	Using this Guide 
	Getting Help 
	Tools and Resources 
	Questions and Technical Support 


	Child Care Licensing SystemReference GuideforApplicants / Licensees
	Performing the Basics 
	Introduction 
	Logging In to CCLS 
	What to do if you forget / lose your CCLS PIN 
	Logging Out 
	Working with your Home Page 
	Expanding / Collapsing a Section 
	Sorting Entries 
	Moving to the Next / Previous Window 
	Entering Data 
	Supporting Documents 
	Introduction 
	Uploading a Document 
	Uploading / Adding an Additional Document / Updated Inspection Report 
	Revising a Supporting Document 

	Revising an Entry 
	Responding to a Comment 

	Viewing the Licensee Orientation Video 
	Introduction 
	Viewing the Licensee Orientation 

	Updating Your Licensee Profile 
	Introduction 
	Updating your Profile 
	Licensee type: Corporation 
	Licensee type: First Nation 
	Licensee type: Individual 


	New Licence Applications 
	Applying for a Child Care Centre Licence 
	Introduction 
	Step 1: Enter Application Information 
	Step 2: Complete the Licensing History 
	Step 3: Review the Applicant Type Info 
	Step 4: Review the Applicant Information 
	Step 5: Enter the Child Care Centre Information 
	Step 6: Enter Operational Information 
	Step 7: Review and Submit your Application 
	Step 8: Remit Deposit Payment 
	Initial Deposit Window 
	Paying By E-Transfer / Credit Card 
	Paying By Cheque or Money Order 

	Step 9: Submit Supporting Documents 
	Step 10: Review Staffing Information 
	Adding a Staff member to your staff list 
	Requesting a Staff Director Approval if Required 
	Editing staff members if required 

	Step 11: Review Space Information 
	Step 12: Print Floor/ Site Plan Letter 
	Step 13: Remit Fee Balance Payment (if applicable) 
	Paying By E-Transfer / Credit Card 
	Paying By Cheque or Money Order 
	Next Steps 


	Applying for a Home Child Care Agency Licence 
	Introduction 
	Step 1: Enter Application Information 
	Step 2: Complete the Licensing History 
	Step 3: Review the Applicant Type Information 
	Step 4: Review the Applicant Information 
	Step 5: Enter the Agency Information 
	Step 6: Enter Operational Information 
	Step 7: Review and Submit your Application 
	Step 8: Remit Deposit Payment 
	Initial Deposit Window 
	Paying by E-Transfer / Credit Card 
	Paying By Cheque or Money Order 

	Step 9: Submit Supporting Documents 
	Step 10: Review the Home Child Care Premises 
	Step 11: Review Home Visitor/ Staffing Information 
	Adding a Staff Member to your staff list 
	Requesting a Director Approval (if required) 
	Editing a Staff Member if required 

	Step 12: Remit the Fee Balance Payment (if applicable) 
	Paying By E-Transfer / Credit Card 
	Paying By Cheque or Money Order 
	Next Steps 


	Working with a Draft or Submitted Application 
	Viewing an Application Status 
	Opening an Application 
	Printing your Application 
	Updating a Submitted Application 
	Requesting an Update to an Application under Review 
	Withdrawing an Application 
	Withdrawing a Draft Application 
	Withdrawing an Application that is “Submitted” or “Under Review” 



	Licences 
	Viewing Your Licences and Licence Information 
	Understanding Your Licence Windows 
	Introduction 
	Licence Header 
	Licence Details 
	Tiered Licensing Information 
	Summary of Non-Compliances 
	Supporting Documents 
	Space Information 

	Printing and Posting Your Licensing Documents 
	Viewing your Licensing History 
	Updating your Licence Information 
	Uploading Updated Inspection Reports 

	Renewals 
	Viewing / Opening a Licence to be Renewed 
	Opening a Licence Renewal that you Previously Started 
	Renewing a Child Care Centre Licence 
	Introduction 
	Step 1: Make sure your profile is up-to-date 
	Step 2: If you have not started the renewal… 
	Step 3: If you have already started the renewal… 
	Step 4: Enter your Licensing History 
	Step 5: Review and Revise the Information 
	Step 6: Submit Your Renewal Application 
	Step 7: Remit Payment 
	Introduction 
	Paying by E-Transfer / Credit Card 
	Paying By Cheque or Money Order 

	Step 8: Print and Complete the Renewal Documents 
	Step 9: Review the Staffing Information 
	Step 10: Review the Tiered Licensing Information 

	Renewing a Home Child Care Agency Licence 
	Introduction 
	Step 1: Make sure your profile is up-to-date 
	Step 2: If you have not started the renewal… 
	Step 3: If you have already started the renewal… 
	Step 4: Complete the Licensing History Information 
	Step 5: Review and Revise the Information 
	Step 6: Submit Your Renewal Application 
	Step 7: Remit Payment 
	Introduction 
	Paying by E-Transfer / Credit Card 
	Paying By Cheque or Money Order 

	Step 8: Print and Complete the Renewal Documents 
	Step 9: Review the Home Child Care Premises 
	Step 10: Review the Staffing Information 


	Reinstating an Expired Licence 
	Introduction 
	Process 

	Revising a Child Care Centre Licence 
	Before you Begin 
	Step 1: Start the Revision and Select the Type 
	Step 2: Indicate the Changes Required 
	Changing the licensed capacity and/or licensed space (if required) 
	Changing the program option/duration (if required) 
	Changing the Child Care Centre Name (if required) 

	Step 3: Submit the Revision Request 
	Step 4: Remit Payment 
	Paying By E-Transfer / Credit Card 
	Paying By Cheque or Money Order 

	Step 5: Submit Supporting Documents (if required) 
	Step 6: Pay the Fee Balance (if required) 
	Opening an Active Licence Revision Request 
	Updating a Revision Request 
	Withdrawing a Submitted Revision Request 
	Withdrawing a Draft Revision Request 

	Serious Occurrences 
	Introduction 
	Reporting a Serious Occurrence 
	Revising a Serious Occurrence Report 
	Updating a Serious Occurrence Report 
	Searching for a Serious Occurrence Report 

	Staff Director Approvals 
	Introduction 
	Adding a Staff Member to your Staff List 
	Requesting a Staff Director Approval 
	Printing a Staff Director Approval Letter 
	Searching for a Staff Director Approval 
	Amending an Existing Staff Director Approval 

	CCLS Administration 
	Updating Your Personal Account Information 
	Managing Staff Information 
	Adding a Staff Member to your Staff List 
	Viewing the Existing Staff List 
	Viewing a Staff Member Record 
	Editing a Staff Member’s Location / Position / Percentage in Program 
	Deactivating a Staff Member from a Certain Site 
	Deactivating a Staff Member from All Sites 
	Putting a Staff Member on Temporary Leave 
	Reactivating a Staff Member 

	Managing Users 
	Introduction 
	Adding / Enrolling a User 
	Unenrolling a User 
	Resetting a CCLS PIN 
	Deactivating a User 
	Reactivating a User 
	Removing a Site from a Site Designate / Agency Designate (Supervisors and Home Visitors) 

	Managing Home Child Care Premises 
	Viewing Home Child Care Premises Details 
	Adding a Home 
	Changing the Home Provider Information 
	Making a Home Temporarily Inactive / Re-activating 
	Permanently Deactivating a Home 


	Taking the CCEYA Licensing Standards Test 
	Completing the Test 
	Generating Your Certificate 

	Completing the Licensed Child Care Survey 
	Introduction 
	Completing the Survey 
	Opening a Draft Survey 

	Appendix – Terms and Acronyms 



