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POLICY STATEMENT
The Corporation of the County of Renfrew is the Consolidated Municipal Service Manager
(CMSM) for Social Service Programs that are cost shared with the Provincial government.
The County of Renfrew will plan, manage and deliver services in ways that will enable the
County to provide child care services and related programs that facilitate the development of
children, families and the community. The County will provide a range of services and
programs that are sufficiently flexible to accommodate the continuing and changing needs of
parents, care givers, children and the broader community. Collaboration with community
partners and service providers regarding program planning and implementation will take place.
A system of shared responsibility between the Ministry of Education, the County of Renfrew,
providers and parents will promote efficient and effective management of services within the
parameters established by both the County of Renfrew and the Province of Ontario thus ensuring
good public value.

DEFINITIONS
DNA:

Day Nurseries Act

Full-day care:

Child care provided for six or more hours per day

LEAP:

Learning, Earning and Parenting

MCSS:

Ministry of Community and Social Services

MOED:

Ministry of Education

OW:

Ontario Works

OWA:

Ontario Works Act

Part-day care:

Child care provided for less than six hours per day

The County:

The County of Renfrew
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BACKGROUND
Management responsibilities for child care transferred to the County of Renfrew effective April
1, 1999 under the Ministry of Community and Social Services and was comprised of a wide
range of services and programs including both for-profit (commercial) and non-profit licensed
centre-based care, resource centres (currently known as Ontario Early Years Centres), special
needs resource programs and informal child care for Ontario Works. With the transfer of child
care funding to the Ministry of Education, January 2011, management responsibilities for the
County of Renfrew include both for-profit (commercial) and non-profit licensed centre-based
care, special needs resource programs and informal child care for Ontario Works.
Child Care funding provides:
(a)

Fee subsidy assistance for parents; and

(b)

Integration services for children with special needs.

RELEVANT ACTS
Child care services are delivered under two separate Acts – the Ontario Works Act and
the Day Nurseries Act.
(a)

Day Nurseries Act
An individual providing care on a regular basis for more than five children, who
are not of common parentage, must be licensed under the Day Nurseries Act. If
care is provided on premises that receive five or fewer children, it is not required
to be licensed or to meet any of the regulations of the Act. There are some
regulations in the Day Nurseries Act, which apply to the provision of care for
children with special needs and fee subsidies for families that meet financial and
other criteria.

(b)

Ontario Works Act
Child care for Ontario Works participants including Learning, Earning and
Parenting (LEAP) participants and Ontario Disability Support Program (ODSP)
recipients in approved employment assistance activities may be funded through
Ontario Works child care. Ontario Works child care funds may be used for
licensed (formal) or unlicensed (informal) child care to enable parents to
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participate in approved employment assistance activities as documented in their
signed participation agreements.

ROLES AND RESPONSIBILITIES
The child care system in the County of Renfrew operates as a partnership between the County of
Renfrew, Provincial Ministries and child care providers.
1.

Consolidated Municipal Services Manager
The Corporation of the County of Renfrew has been appointed as the Consolidated
Municipal Service Manager (CMSM) for Social Service programs. The Manager of Child
Care Services of the County of Renfrew will be the designated ‘Child Care
Administrator’ under the Day Nurseries Act.
The Manager of Child Care Services will manage the overall child care program
including:

2.

(a)

Strategic planning and setting of organizational priorities;

(b)

Management and administration of all purchase of service contracts with child
care providers;

(c)

Management of the fee subsidy program;

(d)

Direct delivery of the integration services for children with special needs;

(e)

Provision of an information and referral service on child care options to assist
parents to access services and make informed choices;

(f)

Reporting to funders; and

(g)

Ensuring County of Renfrew Child Care Policies and Procedures remain current
and up-to-date by conducting annual reviews in order to identify service
improvements and trends.

Provincial Ministries
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The Ministry of Education cost share funding for specific child care services, set
provincial standards and performance requirements, monitor the delivery agent’s (the
County) compliance with these standards and license Child Care Providers.
As per the County of Renfrew’s agreement with the Ministry, the County is required to
submit a comprehensive Child Care Service Plan to the Ministry of Education for
approval as required.
3.

Child Care Providers
The County of Renfrew will contract with agencies to provide a range of child care
services as approved for funding by the province. While the County may purchase a
specific service from an agency, it may not necessarily be purchasing that agency’s
comprehensive mandate. Community agencies who meet all legislative and program
requirements and who enter into a contractual agreement with the County will deliver
services on the County’s behalf. Service providers will then be responsible for complying
with the delivery standards established by Provincial Ministries and the County.
(a)

Licensed Child Care
Licensed centres can be operated by:
(i)

Municipalities;

(ii)

First Nations Organization or Community;

(iii)

Non-profit organizations; and

(iv)

Be operated as a business by individual owner/operators or corporations.

There is two kinds of licensed child care services: centre-based and home-based.
Centre-based programs are licensed (by MOED) for children who may range in
age from infancy to twelve years. Each centre is licensed to care for a specific
number of children based on physical space and allowable group sizes.
Licensed home-based child care, is provided in the home of a care giver who is
registered and approved by a licensed home child care agency. This monitoring
and the licensing process, ensures that the requirements of the Day Nurseries Act
are being met.
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(b)

Unlicensed or Informal Child Care
Informal child care may be provided in the community by independent care givers
who provide home-based services "informally" and who are not required to be
licensed. Monies to offset child care costs in unlicensed situations may be issued
through the Ontario Works program for active participants who have child care
needs or costs for care.

4.

Funded Programs
Provincial ministries have allocated funding to specific programs managed by the County
of Renfrew.
(a)

Special Needs Resourcing
Commonly referred to as Integration Services, these services provide a range of
supports to assist in the integration of children with special needs into licensed
child care settings or qualified recreation programs. The Ministry of Education
has established basic guidelines and principles as outlined in the most recent
Ontario Child Care Services Management and Funding Guideline.
Integration Coordinators work with children and their families in developing
individualized program plans to enhance the development of children who
struggle to meet developmental milestones. Also, Integration staff offer
consultative support to various supporting agencies and child care programs. The
objectives of the program are:
(i)

To facilitate the physical, intellectual, social and emotional development
of special needs children;

(ii)

To promote in each child, through special interactions, a sense of selfworth and belonging;

(iii)

To support the family of special needs children and to involve them in
their community;

(iv)

To provide resources and support to teachers and caregivers in
community-based programs; and

(v)

To promote and encourage acceptance of children with special needs.
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(b)

General Operating
The County of Renfrew recognizes and values the important role of non-profit
child care operators in the provision of quality child care services for children and
families in Renfrew County. Providing ongoing support to this sector is a key
focus of the General Operating expense category. The purpose of General
Operating Grant funding is to support the costs of operating non-profit licensed
child care programs in order to:

(c)

(i)

Reduce wait times;

(ii)

Reduce fees for services;

(iii)

Stabilize service levels; and

(iv)

Where funds allow, improve access to high quality affordable early
learning and child care services for children and their families.

Fee Subsidy Program
Subsidies may be available to families who meet the financial and activity
criteria. Subsidies can be utilized in a variety of child care programs depending
upon availability of spaces.

(d)

Best Start Program
The County is responsible for coordinating the Best Start Network, a coalition of
agencies responsible for enhancing the coordination of services to facilitate access
for children 0 to 6 years of age and their families. The Network is comprised of
service providers from throughout the County and includes representation from
each of the service/program areas provided interest and commitment exists.
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POLICY STATEMENT
Child care services can assume a key role in promoting healthy child development. Child care
services are also an essential support for many parents/guardians, enabling them to participate in
the workforce, pursue education or training.
Residents of the County of Renfrew will have fair and equitable access to fee subsidies that will
allow their children to participate in licensed child care services or pre-approved recreation
programs. Fee subsidy management practices comply with the requirements and minimum
standards established by the Ministry of Education.
The fee subsidy program will be effectively managed and administered to maximize the number
of families who can benefit from the support.
PROCEDURE
1.

Eligibility
The Child Care Eligibility Coordinator determines the family’s eligibility for fee subsidy
by applying the Income Test according to the standards set by the Day Nurseries Act. The
income test determines the available income the family must contribute towards the child
care space(s).
Fee subsidies can be provided for:
(a)

Children under 10 years of age or up to 12 years of age in special circumstances

(b)

Youth with special needs up to 18 years of age; and

(c)

Children from 6 to 12 years of age, or for children with special needs 6 – 18 years
of age enrolled in approved recreation programs.

Fee subsidies are allocated based on the Wait List Prioritization established by the
County of Renfrew. See Policy #CC-03 Fee Subsidy Wait List Prioritization.
All fee subsidy recipients will pay the parent/guardian contribution required under
section 66.4 of Regulation 262 of the Day Nurseries Act. The parent/guardian
contribution is determined by the Income Test and is payable by the parent/guardian
directly to the child care service provider.
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2.

Accessibility
Parents require a range of child care services. The County of Renfrew will approve the
use of fee subsidies for children in respite, part-time and full-time licensed child care as
well as pre-approved recreation programs offering before and after school care and care
during school breaks. Child care service providers are encouraged to provide a mix of full
and part-time spaces to accommodate the range of service needed at the local level.
As a family and child’s needs change an effort is made to provide a seamless transition
from part-time to full-time subsidized care.

3.

Amount of Child Care to be Subsidized
Consideration is given to both the needs of the parent/guardian and the child when
determining whether funding for full-day or part-day child care is appropriate. Funding
for full-day child care is only provided as reflected by the family’s collective needs.
Decisions reflect an intent to avoid unreasonable disruptions to a child’s care and routine
and a parent/guardian’s ability to pursue and maintain employment wherever possible.

4.

Recognized Needs
Child care can be provided in response to the recognized needs of the child and/or their
parent/guardian.
A child’s recognized needs include:
(a)

A special need as defined under the DNA; and/or

(b)

A social need due to issues with the home/family environment as identified by a
recognized partner. 1

A parent/guardian’s recognized needs include:
(a)

No parent/guardian in a household is able to care for the child due to participation
in one or more of the following activities:
(i)

1

Employment;

Partners include: Family and Children’s Services, Public Health Unit, family physicians, other
early intervention/prevention agencies or professionals
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(ii)

Attendance in an educational or training program and its associated
requirements – placements, meetings, study, preparation, etc;

(iii)

Employment or Community Placement activities through Ontario Works;

(iv)

Employment support activities through the Ontario Disability Support
Program; and

(v)

Travel associated with the above activities.

(b)

A parent/guardian is unable to care for the child because of an illness or disability
and the other parent/guardian is engaged in the above activities;

(c)

No parent in the household is able to care for the child in between participation in
the above activities; and/or

(d)

A parent/guardian becomes temporarily unemployed and can demonstrate that
they are actively searching for work.

It is not possible to outline every specific situation that may occur in which it may be
appropriate to provide subsidized child care. The County of Renfrew retains the right to
address situations on a case-by-case basis when parents/guardians are facing exceptional
circumstances.
5.

Residency
In order to receive a fee subsidy in the County of Renfrew, the applicant and the
child(ren) requiring care must reside within the County of Renfrew boundaries. If
possible, active applicants who identify that they are planning to move outside of the
County of Renfrew will be provided with information to assist them in securing subsidy
in another delivery agent’s boundaries.
All persons are required to provide current and valid documentation regarding their
residency status in Canada.
For more information on residence and eligibility refer to Policy #CC-05 Fee Subsidy
Intake and Eligibility Assessment.
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POLICY STATEMENT
All Child Care Fee Subsidy applicants will be placed on a County-wide Fee Subsidy Waitlist
congruent with the County of Renfrew prioritization policy.

PROCEDURE
1.

Prioritization
Admission to subsidized vacancies will be based on the following priorities:
(a)

(b)

First Level of Priority
(i)

Participants in:
• LEAP (Learning, Earning and Parenting) on either a mandatory or
voluntary basis;
• Ontario Works Program on a mandatory basis - involvement in
Employment Supports, Community or Employment Placement,
education, employment or self-employment; or
• working families with a net income of $20,000 or less with children
with special needs or social needs.

(ii)

Participants in:
• LEAP (Learning, Earning and Parenting) on either a mandatory or
voluntary basis;
• Ontario Works Program on a mandatory basis - involvement in
Employment Supports, Community or Employment Placement,
education, employment or self-employment; or
• working families with a net income of $20,000 or less.

Second Level of Priority
(i)

Participants in:
• the Ontario Disability Support Program (ODSP) - with involvement
in Employment Supports, education, employment or selfemployment;
• the Ontario Works Program on a voluntary basis - involvement in
Employment Supports, Community or Employment Placement,
education, employment or self-employment;
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•
•

(ii)

(c)

an educational institution or training program who are enrolled; or
working families with a net income of $20,000 to $40,000 or less
with children with special needs or social needs.

Participants in:
• the Ontario Disability Support Program (ODSP) - involved in
Employment Supports, education, employment or self-employment;
• the Ontario Works Program on a voluntary basis - involvement in
Employment Supports, Community or Employment Placement,
education, employment or self-employment;
• an educational institution or training program who are enrolled; or
• working families with a net income of $20,000 to $40,000 or less.

Third Level of Priority
(i)

Working families with a net income of $40,000 or greater, with children
with special needs or social needs.

(ii)

Working families with a net income of $40,000 or greater.

(iii)

Persons who are job seeking and require care to enable them to job seek
full-time (granted on a time limited basis and as per budget and higher
priority caseload demands). See established limits on job seekers in
Policy CC-05, Fee Subsidy Intake and Eligibility Assessment.

(iv)

Families with one parent available in the household with children with
special or social needs (granted on a time limited basis and as per budget
and higher priority caseload demands).

Children with special and social needs are defined in the Ministry of Education Fee
Subsidy Guidelines.
If families with similar circumstances reach the top of the Waitlist simultaneously, the
priority will be established chronologically according to the date of the application.
Geographic distribution of fee subsidies across the County of Renfrew may be considered
if demand for fee subsidy significantly exceeds availability. In that circumstance, if one
child no longer requires a fee subsidy from a particular geographic area, another child
from that area will have first consideration for that subsidy. These decisions will take into
account existing priority levels.
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The Eligibility Coordinator may provide recommendation to the Manager of Child Care
Services to prioritize cases based on individual circumstances which are unusual,
exceptional or not addressed in the prioritization levels.
Admission of children to programs is the decision of both the child care service provider
and the parent/guardian. Decisions relating to whether or not the parent/guardian will be
in receipt of subsidy are decisions of the Eligibility Coordinator, as approved by the
Manager of Child Care Services or designate.
2.

Acceptance of a Subsidized Space
From time to time, applicants may accept a subsidized space that is more distant from
their place of residence or work than desired (in another community or across town) to
enable them to commence or maintain employment or training. These persons could then
re-apply to be placed on the Waitlist for a specific location and transferred to a different
child care service provider when a subsidized space becomes available. This practice will
ensure that residents requiring child care are provided with choices regarding location
and current availability. A County of Renfrew Centralized Waitlist form will be
completed noting the child for whom they wish to transfer fee subsidy along with their
prioritized choices.

3.

Transfers
A child may be placed back on the top of the Waitlist for the one of the following
reasons:
(a)

Ministry of Education involvement in the child’s placement;

(b)

The family relocates to another area within the County boundaries and it is no
longer feasible to use the existing placement; and/or

(c)

Space no longer exists with the current child care service provider.

A County of Renfrew Centralized Waitlist form will be completed noting the child for
whom they wish to transfer fee subsidy along with their prioritized choices.
It is not possible to outline every specific situation that may occur in waitlist situations
therefore, the County of Renfrew retains the right to address situations on a case-by-case
basis when parents/guardians are facing exceptional circumstances.
4.

Add a Child to the Waitlist
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A sibling of a child may be added to the Fee Subsidy Waitlist as per their date of request
and as per the family’s assessed priority.
5.

Break in Service
The fee subsidy will be retained for families if the child care service provider is not
providing service for a period of time (i.e. nursery school closing for the summer). A
voluntary break in service initiated by the parent/guardian will result in the loss of the fee
subsidy space. The family can be placed back on the Waitlist.
In special circumstances, if the parent/guardian can prove extreme hardship or a negative
impact on the child, the County of Renfrew can protect the fee subsidy for the child when
they return to care. This decision will be made on the recommendation of the Eligibility
Coordinator and at the discretion of the Manager of Child Care Services or designate.

6.

Updating the Waitlist
The Waitlist is updated as vacancies/funding become available. The applicant is
contacted up to a maximum of three times to determine if they are interested in a space.
Each time they have 24 hours to respond before losing that opportunity.
If they do not respond after three attempts to contact them, the Intake Coordinator will
mail the applicant a letter indicating that they must contact the Intake Coordinator within
10 business days or they will be removed from the Waitlist. Also included with this letter
is an Application for Child Care Fee Subsidy.
In situations where the Intake Coordinator does not receive a response, the child(ren)
is/are removed from the County of Renfrew Waitlist and the applicant can re-apply at any
time. A Notice of Fee Subsidy Waitlist Removal letter will be mailed to the applicant(s).
In situations where contact is made with an applicant, and he/she requests the child(ren)
be removed from the County of Renfrew Waitlist, a Notice of Fee Subsidy Waitlist
Removal letter along with an Application for Child Care Fee Subsidy will be mailed to
the applicant(s).
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POLICY STATEMENT
The Intake function consists of the collection of personal data on persons who indicate a desire to
apply for a Child Care Fee Subsidy. Basic information is provided by the Applicant through the
completion of “Application for Child Care Fee Subsidy”, enabling the identification of
circumstances and procedures. Its purpose is to place families in order of priority on the Fee
Subsidy Wait List. The County of Renfrew adheres to the Municipal Freedom of Information and
Protection of Privacy Act in the collection, use, disclosure and disposal of information.

PROCEDURE
1.

Application
All persons who submit an Application for Child Care Fee Subsidy will be placed on the Fee
Subsidy Wait List according to Policy CC-03 Fee Subsidy Wait List Prioritization.
Application information can be mailed, faxed, emailed or completed by telephone or in
person in the Child Care Office.
(a)

All Child Care Programs will refer applicants to the County of Renfrew Child Care
Services when the need for subsidy has been identified. This will eliminate
individual programs and service providers from maintaining internal fee subsidy
Wait Lists.

(b)

Applications for Fee Subsidy will generally come from families/parents/guardians as
well as from the following sources with parental consent:
(i)

Ontario Works Agents, Employment Service Agents;

(ii)

Child Care Program staff including centre-based care, home-based care, and
special needs resourcing programs;

(iii)

Ontario Early Years Centre;

(iv)

Community Agencies including counselling agencies, employment agencies,
etc.; and/or

(v)

Community Health Care Professionals including Renfrew County Health
Unit, physicians, family counselling agencies, etc.
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2.

Intake
Prior to placement on the Wait List, all applications will be reviewed by the Intake
Coordinator for accuracy and omissions within 3 business days. Any suspected inaccuracies
and/or omissions will be clarified with the applicant by telephone through the Intake
Coordinator. Once all mandatory application information has been completed, the family
will be placed on the Fee Subsidy Wait List in priority of need. See local Policy CC-03 Fee
Subsidy Wait List Prioritization.
In order to be placed on the County of Renfrew Wait List, all applicants must complete an
Application for Fee Subsidy. While awaiting any outstanding information from the
application, the Intake Coordinator will note that the application is pending. Applicants can
maintain pending status for up to 30 days. If the required information is not provided within
10 business days, the applicant will be mailed a reminder advising that all information is
required within the next 10 business days or they will be determined to have voluntarily
withdrawn their request for consideration.
(a)

Parameters of Intake
The Intake Coordinator will request only the required data on the Application for
Child Care Fee Subsidy to assess priority.

(b)

When No Wait List Exists
When no Wait List exists or the wait is not likely to exceed 30 calendar days, the
Eligibility Coordinator may proceed to complete an in-person Eligibility Assessment
with the applicant after verifying the information provided on the Application for
Child Care Fee Subsidy. If eligibility is determined, the applicant will be offered the
next available child care space in their preferred child care centre(s).

(c)

When a Wait List Exists
Where the Intake has been completed and a subsidized space is not available
immediately, the applicant will be mailed a letter confirming receipt of the
application. Eligibility for fee subsidy will not be determined until a space becomes
available or the wait is not likely to exceed 30 calendar days. Applicants will be
further advised that financial eligibility for fee subsidy is based on an Income Test.
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POLICY STATEMENT
The County of Renfrew is committed to ensuring all relevant information is taken into consideration
when determining eligibility for fee subsidy. Decisions align with the stated Policies and Guidelines
of the Ministry of Education. Complete files are maintained to demonstrate due diligence.

PROCEDURE
1.

Application-Eligibility Assessment Process
The following steps are undertaken during the application-eligibility assessment process.
(a)

The Application for Child Care Fee Subsidy is received and dated by the Intake
Coordinator or designate. An application can be submitted by fax, e-mail if scanned
in PDF format, in-person, or by telephone.

(b)

The Intake Coordinator will review the application to ensure all essential information
has been provided. Essential information includes but is not limited to: income;
reason for service; type of care; choice of child care provider; and the names and ages
of children requiring care.

(c)

If the application is not complete, the Intake Coordinator will contact the Applicant
to request the outstanding information. The Intake Coordinator may direct the
Applicant on the manner in which to access the required information if assistance is
needed. If it is clear that the Applicant requires additional support to file a complete
application, the Intake Coordinator may request that an Eligibility Coordinator
contact the Applicant to provide assistance.

(d)

Once the Application is complete, the Intake Coordinator places the child(ren) on the
Fee Subsidy Waitlist according to their priority level and the date all required
information was submitted. A Confirmation of Waitlist Placement letter is mailed to
the Applicant noting that if a vacancy is identified, the Applicant is required to
respond with up-to-date information within 24 hours.

(e)

When a Vacancy Report is received from a child care service provider, the Intake
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Coordinator will contact the Applicant at the top of the Waitlist by telephone in order
of priority. The Intake Coordinator will ensure all information previously provided by
the fee subsidy Applicant(s) remains accurate and will confirm the Applicant’s
continued interest in fee subsidy. If the interest continues, a telephone intake
screening appointment with an Eligibility Coordinator will be scheduled. The
Applicant is informed of the required verification documents that must be submitted
at time of in-person interview with the Eligibility Coordinator.
(f)

(g)

The Eligibility Coordinator reviews the Application for Child Care Fee Subsidy and
calculates a preliminary estimate of the parental contribution, prior to the telephone
intake appointment. The Eligibility Coordinator will complete intake screening over
the telephone to determine preliminary eligibility and continued interest in
proceeding.
i.

If preliminary screening suggests eligibility and the Applicant continues to be
interested, an eligibility assessment interview date, location and time are
established. The Applicant is reminded of the required verification documents
to be submitted at the interview. If the Applicant is no longer interested, the
family is returned to the Waitlist unless it is their third and final offer of a
space, in which case they are removed from the Waitlist. The Intake
Coordinator or designate will mail the Applicant(s) a Notice of Fee Subsidy
Waitlist Removal letter advising them of their removal from the Waitlist. The
Applicant can reapply at any time by resubmitting an updated Application for
Child Care Fee Subsidy.

ii.

If preliminary screening suggests ineligibility, however, and the Applicant(s)
disputes the outcome of telephone screening, the Applicant(s) may request an
in-person eligibility assessment in order to confirm the decision of
ineligibility/eligibility. The in-person eligibility assessment will provide the
Applicant(s) with the opportunity to submit supporting documents as well as
the information to request an Internal Review of the decision (see Child Care
Services Policy # CC-16 Complaint Resolution and Appeals). Response and
turnaround times do not apply in these situations and the assessment will be
completed by the Eligibility Coordinator as time permits.

If an eligibility assessment interview has been scheduled, the Eligibility Coordinator
will complete an in-person eligibility assessment interview with the
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Applicant/spouse. In the case of a two-parent family, both custodial parents’
signatures are mandatory on fee subsidy documents with the exception of families
serving in the military with a parent on active duty. In circumstances of an absent
military parent on active duty, the absent parent must attend the office upon return
from active duty to review and sign all mandatory documents. Upon completion of
the interview and a review of all mandatory forms, the Child Care Eligibility
Coordinator will direct the Applicant(s) to verify the accuracy of the information
recorded and will attain signatures from the Applicant and spouse (if applicable) on
the application documents. The Child Care Eligibility Coordinator will answer any
questions that an Applicant may have regarding the information collected and/or the
application forms. If applicable, the Applicant(s) will be notified that their child’s
subsidized placement will not be confirmed or approved until such a time as
mandatory outstanding information has been received and processed.
(h)

If all of the mandatory information has not been provided at the interview, the
Applicant will be given a time frame in order to provide the outstanding information.
Further extensions may be granted at the discretion of the Child Care Eligibility
Coordinator. While awaiting any outstanding information, the Eligibility Coordinator
will note that the eligibility assessment is pending.

(i)

If all of the mandatory information has been provided at the time of interview, the
Eligibility Coordinator will make a determination and recommendation of eligibility
and prepare the file for signature approval by the Manager of Child Care Services or
designate.
i.

If the Applicant is eligible for fee subsidy, the Fee Subsidy Agreement is
signed (by the Applicant(s), Eligibility Coordinator and the Child Care
Manager) and faxed or mailed to the child care provider with contact
information regarding the Applicant family. The child care provider is then
responsible for contacting the Applicant(s) in order to begin their intake
process. The Applicant will also be informed and encouraged to contact the
child care provider. Once the Acceptance of Child Care Space form has been
received from the provider confirming the start date and attendance schedule
(as approved as per the Fee Subsidy Agreement noted above), a placement is
created in the Ontario Child Care Management System with the appropriate
attendance schedule for monitoring and payment.
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ii.

2.

If the Applicant is deemed ineligible, a Notice of Fee Subsidy Ineligibility
letter is mailed notifying the Applicant that they are ineligible for fee subsidy
and will include the reason of ineligibility. The letter will also include
instructions on the Internal Review process. See Child Care Services Policy #
CC-16 Complaint Resolutions and Appeals.

Time frame
The County of Renfrew strives to fill a vacancy within 10 business days. If this timeframe
cannot be met, the child care provider is notified and given an estimated time frame for the
process to be completed. At this point, the child care provider can choose to grant the space
to a full-fee paying Applicant.

3.

Office Interviews and Home Visits
Eligibility assessment interviews will be conducted in the County offices in Pembroke,
Arnprior, Killaloe and Renfrew. Alternatively, interviews can be held in a Child Care Centre,
an Early Years Centre or another convenient public location mutually agreed upon by both
parties e.g., Town Hall, public library, etc.
In exceptional circumstances, home visits may be made at the discretion of the Eligibility
Coordinator and with approval from the Manager of Child Care Services or designate.

4.

Eligibility Assessment Documentation
The Eligibility Coordinator will review original documentation during the eligibility
assessment interview. Copies of the documents will be placed on the client file.
As per the Ontario Child Care Service Management Guidelines Fee Subsidy (2006), all
families in receipt of a fee subsidy are expected to file an annual Income Tax Return. In the
first half of the calendar year (to June 30), until documentation is available for the previous
tax year, parents may present the documentation for two years earlier. Older documentation
is not acceptable. The County of Renfrew may update the adjusted income later in the year
when more recent documentation is available.
The following documentation is mandatory to verify income and reason for service, at time
of the assessment:

Social Services Policies and Procedures
SECTION:
Child Care Services

Policy #:
CC-05

POLICY:
Fee Subsidy Intake and Eligibility Assessment
DATE:
REV. DATE:
COVERAGE:
APR29/09
Fee Subsidy Program Staff
APR25/12

PAGE #:
5 of 17

(a)

Notice of Assessment(s) and/or Notice of Reassessments (for the most current
taxation year);

(b)

Universal Child Care Benefit Statement (i.e. RC62) and/or equivalent (e.g. T1
Summary or Income Tax Return Information–Regular) corresponding to the
submitted year for the Notice of Assessment;

(c)

Canada Child Tax Benefit Notice (for the most current year);

(d)

Proof of current residency within the County of Renfrew (e.g. current mortgage or
rent receipt); and

(e)

Proof of employment, education and/or special/social needs.

(f)

Proof of Custody (if applicable) (e.g. Custody Order, Minutes of Settlement etc.)

(g)

Immigration (if applicable) (e.g. Citizenship Card(s), Permanent Resident Card(s)
etc.)

The following information is also required:
(a)

Birth Verification for all Applicants/dependent children e.g. Birth Certificate,
Baptismal, Notice of Birth Registration, etc.; and

(b)

Secondary proof of address e.g. current household bill with name and address.

Section 7 outlines the additional information and documentation required in different
circumstances to determine eligibility.
Failure to provide the mandatory required documentation will result in a Notice of Fee
Subsidy Ineligibility letter outlining the reason for ineligibility. The Eligibility Coordinator
will exercise reasonable judgement in requiring copies of other non-mandatory verification
documentation. In exceptional circumstances, proof that an application for the required
documentation has been made and/or other comparable verification may suffice until such
time as the original documentation is submitted to Child Care Services within the required
time frame. Where the Applicant identifies exceptional or unusual circumstances that
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prohibit them from providing the required information, an extension may be granted (e.g. risk
due to abusive situation, etc.).
5.

Client File
In addition to the documentation required to determine eligibility, the following forms will
be completed and kept on file to represent each eligibility assessment:

6.

(a)

Determination of Available Monthly Income and Parent Contribution;

(b)

Consent to Disclose and Verify Information;

(c)

Rights and Responsibilities form;

(d)

Fee Subsidy Agreement;

(e)

Verification Checklist; and

(f)

Grandparenting Calculation Worksheet (where applicable).

Eligibility Conditions
Financial eligibility for fee subsidy is based on an Income Test. Other circumstances
pertaining to eligibility that require clarification are as follows:
(a)

Profile of Applicant and reason for fee subsidy;

(b)

Conditions of eligibility including the amount of child care for which the Applicant
may be eligible; and

(c)

Information required to demonstrate eligibility.

In situations of two-parent families, BOTH Applicants must meet the activity criteria in order
to become eligible for fee subsidy (does not apply where reason for service is based on a
child with special and/or social needs in which documentation confirming the need has been
submitted).
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Subsidy approval may be considered up to 2 weeks prior to an Applicant beginning a
confirmed employment or educational activity.
Reason for Fee
Subsidy
Salaried Employees
- full-time

Salaried Employees
– part-time

Employment
exceeding 21.75
days per month

Conditions for Eligibility
As a general rule, funding for full
time child care should only be
provided where the family’s
collective needs require it. Attempts
are made to match hours of care to
actual hours and days of
employment, with consideration
given to shift work as well as number
of hours of employment per day that
may fluctuate significantly.
However, where no other options
exist, approval for full time child
care will be considered provided the
Applicant(s) is working a minimum
of 25 hours per week which may
include up to 5 hours of travel time
per week at the discretion of the
County of Renfrew.
Consideration is given to travel time,
location and unusual hours of work
such as shift work when defining
eligibility for full-time care.
If an Applicant is working less than
25 hours per week, including travel
time and with consideration given to
unusual hours, the eligible child care
hours will match the actual hours of
work/travel time.
In exceptional circumstances, if the
Applicant can demonstrate a clear
need for care that exceeds 21.75

Information Required to
Demonstrate Eligibility
Applicant to provide proof of
employment e.g. pay stubs,
employment contract, etc.

Applicant to provide proof of
employment schedule and pay
stub.

Applicant to provide proof of
employment schedule and pay
stubs.
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Reason for Fee
Subsidy

Self-Employment

Conditions for Eligibility

Information Required to
Demonstrate Eligibility

days/month, it may be provided at
the discretion of the Manager of
Child Care Services and the child
care provider as they must have the
appropriate staff and license.
A person is considered to be selfemployed if they are actively
pursuing or conducting selfemployment activity and claiming
business expenses against income.

Applicant to complete and sign a
Declaration of Self-Employment
and will be provided with a Child
Care Fee Assistance For SelfEmployed Applicants
information sheet. The
For employed spouses of a selfDeclaration will be compared
employed Applicant, the spouse must against the Notice of Assessment
provide verification that they are a
and the Statement of Business or
paid employee.
Professional Activities (T2125) at
time of first and subsequent
The same eligibility conditions exist annual reviews. The hours
for eligibility for full and part-time
worked will be calculated at the
care as for salaried employees.
minimum wage against gross
business or professional income
(line 8299) to define the eligible
hours of child care when
assessing eligibility. If an
overpayment is made to the
recipient, Child Care Services
Policy # CC-07 Fee Subsidy
Overpayments and Recoveries
will be applicable. The recipient
is responsible for initiating
modifications to the Declaration
of hours worked to avoid an
overpayment.
At the discretion of the Eligibility
Coordinator, a monthly self-
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Reason for Fee
Subsidy

Conditions for Eligibility

Information Required to
Demonstrate Eligibility
employment journal may be
required.
Required documentation:

Applicant/recipients
who have
demonstrated
eligibility for a 20%
recalculation

An Applicant/recipient may apply to
the County of Renfrew for a decrease
in the amount he or she pays for the
cost of child care if the family has a
reduction in their adjusted income of
20 % or more during the current
calendar year compared to their
adjusted income noted on their
Notice of Assessment for the most
current taxation year.

Education/Training
- full or part-time

As a general rule, funding for full
time child care should only be
provided where the family’s
collective needs require it. Attempts
are made to match hours of care to
actual hours and days of education
and/or placement time, with
consideration given to homework
time. However, where no other

Declaration of Self-Employment
Business License (if applicable)
Vendor’s Permit (if applicable)
Statement of Business Activities
(first and subsequent annual
reviews).
Complete documentation must be
provided by the Applicant(s) to
enable the County of Renfrew to
verify the change in income such
as pay slips, pension benefit
statements, RRSP receipts etc.
When more accurate information
is available, the amount of
subsidy that a family was eligible
to receive can be reconciled by
recovering any overpayments at a
future date. See Child Care
Services Policy # CC–07 Fee
Subsidy Overpayments and
Recoveries.
Proof of education/training
activities and number of hours
involved must be provided e.g.
class schedule, confirmation of
enrollment, etc.
Eligible hours of care for
correspondence courses will be
negotiated between the Applicant
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Reason for Fee
Subsidy

Conditions for Eligibility
options exist, approval for full time
child care will be considered
provided the Applicant(s) is
participating in an educational
activity a minimum of 25 hours per
week which may include up to 5
hours of travel time per week at the
discretion of the County of Renfrew.

Information Required to
Demonstrate Eligibility
and the Eligibility Coordinator.
Eligible hours of care must be
reasonable and supported by need
and documentation.

An Applicant must be attending
school or a recognized training
program on a regular basis.
Eligible education and training
activities includes adult education,
high school, post-secondary,
apprenticeship programs, and/or
correspondence courses. Personal
interest courses will not be
considered for eligible hours of care.

Job Search

Part-time is considered to be less
than 25 hours per week. In such
cases, the eligible child care hours
will match the actual hours of
education/training with consideration
for travel time, location and
homework.
Pre-approval by an Eligibility
Coordinator for a fee subsidy job
search is a mandatory requirement.
An Applicant must be looking for
work for a prescribed time period up
to a maximum of 3 months per
calendar year at the discretion of the

Applicant to complete and sign a
Job Search Agreement outlining
their job search requirements and
time frames. Applicants are also
required to submit a monthly job
search journal on the first of each
month for the prior month. In
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Reason for Fee
Subsidy

Conditions for Eligibility
County of Renfrew.
Job search activities can be full or
part- time and care is provided
accordingly. New Applicants with
school age children, including
children in Junior and Senior
Kindergarten will not be eligible for
before and/or after school care.
Extensions to the 3-month job search
may be granted in extenuating
circumstances by submitting a
written request to the Eligibility
Coordinator. In such cases, a review
of the circumstances will be
completed and recommendation will
be made to the Manager of Child
Care Services for approval or denial
of the request. All approvals and/or
denials will be communicated to the
Applicant in writing. Such
extensions, when approved, will be
reviewed on a bi-monthly basis by
the Eligibility Coordinator.
A Job Search in excess of the 3
consecutive months will be approved
only in exceptional circumstances.
The County of Renfrew reserves the
right to reduce or cancel fee subsidy
in situations where the documented
job search efforts does not support
the need for subsidized child care.

Information Required to
Demonstrate Eligibility
addition, all Ontario Works
recipients must provide a copy of
their current Participation
Agreement reflecting their job
search activities.
All other noted standards apply to
Ontario Works and Ontario
Disability Support Program
recipients.
For an extension to the 3-month
job search the Applicant must
demonstrate exceptional job
search efforts during the initial 3month period. Likelihood of
future employment and/or
educational opportunities in the
upcoming weeks must be evident.
Written verification of the
employment and/or start date is
required.
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Reason for Fee
Subsidy
Parental
Illness/Disability

Conditions for Eligibility

Information Required to
Demonstrate Eligibility
No parent/guardian in the household Applicant(s) to provide a
is able to care for his/her child(ren)
Documentation of
due to one parent having an illness or Parent/Guardian Special Needs
disability and the other parent is
completed in its entirety by a
engaged in employment,
professional in the health or
education/training or job search
social services field who is
activities, unless the other parent also currently involved with this
has a special need present.
person.
Pre-approval by an Eligibility
Coordinator is a mandatory
requirement in situations where a
change in Reason for Service occurs.

Child with a
Special Need

The Day Nurseries Act defines a
child with special needs as ‘A child
who has a physical or mental
impairment that is likely to continue
for a prolonged period of time and
who as a result thereof is limited in
activities pertaining to normal living
as verified by objective
psychological or medical findings
and includes a child with a
developmental disability.’

Information contained within the
Documentation of Parent/
Guardian Special Needs must
clearly indicate no parent/
guardian in the household is able
to care for the child(ren) due to
one parent having an illness or
disability.
If applicable, payment for the
completion of the Documentation
of Parent/Guardian Special Needs
is the responsibility of the fee
subsidy Applicant(s).
Applicant(s) to provide a
Documentation of Child’s
Special/Social Needs completed
in its entirety by a professional in
the health or social services field
who is currently involved with
the child.
If applicable, payment for the
completion of the Documentation
of Child’s Special/Social Needs
is the responsibility of the fee
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Reason for Fee
Subsidy

Child with a Social
Need

Parental Leave

Custody: Single;
Separated;
Divorced and/or
Blended Families

Conditions for Eligibility
Pre-approval by an Eligibility
Coordinator is a mandatory
requirement in situations where a
change in Reason for Service occurs.
The Ontario Child Care Service
Management Guidelines Fee Subsidy
(2006) defines a child with a social
need as “The child may require child
care to address a social need due to
issues with the home/family
environment, …Social need includes
situations where the need is directly
related to the child, as well as
situations where the child’s need is
the result of a greater family need.”
Pre-approval by an Eligibility
Coordinator is a mandatory
requirement in situations where a
change in Reason for Service occurs.
Parent will advise their Child Care
Eligibility Coordinator as soon as
they begin their Maternity/Parental
Leave or earlier if the date is known.
Unless parent or child(ren)
illness/disability or social needs are
present, cancellation notice of the fee
subsidy will be activated.
The fee subsidy Applicant(s) must
demonstrate they have primary
custody and control of the child for
whom fee subsidy is requested.
The Applicant’s eligible hours of

Information Required to
Demonstrate Eligibility
subsidy Applicant(s).

Applicant(s) to provide
Documentation of Child’s
Special/Social Needs completed
in its entirety by a professional in
the health or social services field
who is currently involved with
this child.
If applicable, payment for the
completion of the Documentation
of Child’s Special/Social Needs
is the responsibility of the fee
subsidy Applicant(s).

If further care is needed, see
above: Parental Illness/Disability
or Child with a Special Need or
Child with a Social Need.

It is a mandatory requirement that
the Applicant(s) be in receipt of
the Canada Child Tax Benefit for
the subsidized child. In addition,
due to varied custody
arrangements, proof of primary
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Reason for Fee
Subsidy

Conditions for Eligibility
care is limited to days and times the
child(ren) is in their care and
household. However, at the
discretion of the County of Renfrew
and at the request of the Fee Subsidy
Applicant(s), in situations where the
child is in the temporary and
sporadic care of another adult or
other non-custodial parent and
continues to attend licensed child
care, fee subsidy will continue (e.g.
non-custodial parent lives in same
town as fee subsidy Applicant and as
per Court Order, has a time period
over the summer in which the child
is in non-custodial parent’s care and
custody).

Temporary Care Ontario Works

Temporary Care Private
Arrangement

Information Required to
Demonstrate Eligibility
custody will be sought through
the following documents: Court
Orders, Children’s Aid Society
letters, formal and informal
private agreements, etc. In
situations where none of the
above applies, a written
declaration from the Applicant
may be accepted.

For children who have been
apprehended by a Children’s Aid
Society, fee subsidy is cancelled as
of the day of the apprehension.
Adults caring for children who are
receiving temporary care assistance
through the Ontario Works program
may be eligible for fee subsidy if the
caregiver(s) is working, going to
school or if a special or social need
exists. Such Applicants are subject to
the Income Test.

Proof of custody arrangements
must be provided e.g. Court
Order, Children’s Aid Society
referral, etc.

Adults caring for children who have
a defined care arrangement and are
not receiving financial assistance
through Ontario Works or a

Proof of the temporary care
arrangement shall be provided
e.g. Legal documentation
(affidavit, Children’s Aid Society
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Reason for Fee
Subsidy

Conditions for Eligibility

Children’s Aid Society, may be
eligible for fee subsidy if the
caregiver is working, going to school
or if a special or social need exists.
These Applicants are subject to the
Income Test.
Kinship Service
Adults caring for children who have
a defined care arrangement and are
not receiving financial assistance
through a Children’s Aid Society,
may be eligible for fee subsidy if the
caregiver is working, going to school
or if a special or social need exists.
These Applicants are subject to the
Income Test.
Foster Care/Kinship If an Applicant is receiving a foster
Care
care allowance from a Children’s
Aid Society, they do not qualify for
fee subsidy. Child care is already
incorporated into that allowance.
This includes Kinship Care when
there is a defined financial
arrangement to cover child care
costs.
Immigrants
Recent immigrants are defined as
people who were not residents of
Canada in the previous year and had
no Canadian income to report for
income tax purposes.
Sponsored immigrants may be
eligible for fee subsidy if the
Applicant(s) is/are working, going to
school or if a special or social need
exists. See above: Recent

Information Required to
Demonstrate Eligibility
referral, etc). When legal
documentation is not available, a
written Declaration outlining the
custodial arrangement must be
provided.
Proof of the kinship service
arrangement must be provided
e.g. Legal documentation (Court
Order, Children’s Aid Society
referral, etc).

Recent immigrants are not
required to have filed an income
tax return and their adjusted
income should be considered
“zero” in the first year.
Applicant(s) must provide proof
of entry into Canada and proof
that they lived outside of Canada
in the previous year if there is no
Notice of Assessment.
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Reason for Fee
Subsidy

Conditions for Eligibility

Information Required to
Demonstrate Eligibility

Immigrants.

Applicants without
permanent status in
Canada e.g. persons
with work visa,
study visa, or
visitors permit

All other eligibility criteria noted
within these policies must be met
e.g. work, school, special and/or
social need.
Applicants must demonstrate their
Proof of application for
intent to stay in Canada in order to be permanent residency must be
eligible for subsidized child care.
provided prior to receiving child
care fee subsidy.

Applicant in receipt
of funding for child
care from another
source e.g. OSAP,
EI, Support
Agreement, etc.

Money from other sources will not
be considered to be directed toward
licensed child care unless it is clearly
designated for licensed child care.
However, the particular
circumstances of each case will be
reviewed and appropriate child care
subsidy will be determined at the
discretion of the County of Renfrew.

Written documentation outlining
funding agreements according to
each applicable program and/or
funding source.

Applicants under
the age of 18 who
have never filed an
Income Tax Return

Such Applicants may be eligible for
an interim child care placement until
the Notice of Assessment is received
by the Applicant. All other eligibility
criteria noted within these policies
must be met e.g. work, school,
special and/or social need.

Income would be considered
“zero” with 30 days provided to
the Applicant to file their first
Income Tax Return. The T-1
General will be submitted as
proof that an Income Tax Return
has been filed. The resulting
Notice of Assessment must then
be submitted within 30 – 60 days
at which time the parent
contribution will be confirmed as
determined by the Income Test.
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7.

Applicant(s) in receipt of Ontario Works and Ontario Disability Support Program.
In situations where Applicant(s) is/are in receipt of Ontario Works (or Ontario Disability
Support Program – when applicable), the Applicant(s) must submit a copy of their most
recent and signed Participation Agreement that reflects their reason for subsidized child care.
In situations where an Ontario Works/Ontario Disability Support Program Applicant is
receiving social assistance jointly with another adult as a spouse, the fee subsidy assessment
will be based on the same Applicant(s)/Spouse as declared to Ontario Works/Ontario
Disability Support Program.
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POLICY STATEMENT
Eligibility for fee subsidies will be actively monitored to ensure that recipients meet the eligibility
requirements of the County of Renfrew and to comply with the requirements and minimum standards
established by the provincial government.

PROCEDURE
Eligibility for fee subsidies is monitored through three distinct processes.
1.

Monitoring Attendance
Children are expected to attend the child care program as per their approved hours and days,
and fee subsidy recipients are required to notify the child care provider if their child(ren) will
be absent for any reason. The County of Renfrew will monitor and review monthly
attendance by way of the Record of Attendance in the Ontario Child Care Management
System (OCCMS), an electronic report completed and submitted by the service providers.
(a)

Absent Days
Child Care Subsidy will pay for (after the parent’s contribution) – up to 20 vacation
or absent days per calendar year for each child in the applicant’s family unit. The
allotted vacation/absent days are pro-rated and the applicant will be held financially
responsible for the full cost of vacation/absent days exceeding the allotted maximum.
The fee subsidy recipient remains financially responsible for paying their parent
contributions during vacation/absent days.
Should a child exceed the allotted vacation/absent days, and additional or subsequent
days are utilized, the applicant is responsible for paying the full cost of child care to
the provider for that time period. A request can be made for fee subsidy assistance to
pay for vacation/absent days in excess of their allotment if extreme family hardship
can be demonstrated by completing a Request for Extended Vacation/Absent Days
form. The Manager of Child Care Services will review all requests and respond in
writing to ensure compliance with reporting standards.
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Should a child be absent more than once on the same day within multiple programs,
the child will be considered to have incurred one absence only. (i.e. child is enrolled
in both an extended care program as well as a full-day program and is absent for both
programs in a given day – this will be counted as one absence only).
(b)

Sick Days
A child may be absent from the child care provider for medical/health reasons for up
to 24 days per year (pro-rated). An applicant is able to request additional sick days
beyond the allotted 24 days in exceptional circumstances (e.g. hospitalization, special
needs children with health issues, etc.). Extensions may be approved for extenuating
circumstances at the discretion of the Manager of Child Care Services.
Both the parent(s) and the child care provider are responsible to report to the
Eligibility Coordinator any absence due to illness of a child, which is likely to last
longer than 10 consecutive days, which must be accompanied by medical
documentation. In addition, if there are prolonged periods of medical/health issues or
a pattern of sick days that suggest the fee subsidy is not being well utilized, the
County of Renfrew reserves the right to request the parent(s) provide information
from a physician outlining the nature of the illness and/or cancel the fee subsidy.
Should a child be absent due to medical/health reasons more than once on the same
day within multiple programs, the child will be considered to have incurred one sick
day only. (i.e. child is enrolled in both an extended care program as well as a full-day
program and is ill from both programs in a given day – this will be counted as one
sick day only).

(c)

Absent Days – without notice
If a child is absent for 5 consecutive days without notice, the child care provider and
the parent(s) are required to contact the Eligibility Coordinator. Dependant upon
circumstances, the Eligibility Coordinator may follow-up with the family.
The County of Renfrew reserves the right to cancel fee subsidy of any child who has
not been in attendance for 10 business days without notice. Extensions may be
approved for extenuating circumstances (hospitalization, severe illness) at the
discretion of the Manager of Child Care Services.
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2.

Change in Circumstance
The applicant(s) must immediately notify the Child Care Eligibility Coordinator of any
changes that occur in their circumstances, which may affect eligibility. This may include
changes in residence, marital or family size, employment or schooling, immigration status,
etc. Failure to meet this responsibility may result in suspension or immediate cancellation
without notice of the child care subsidy, recovery of fees paid on behalf of the parent and/or
legal action.
At the time of the eligibility assessment interview, the Eligibility Coordinator will review the
reporting procedures with the applicant and attain signatures on the “Rights and
Responsibilities” form as part of the application process.
When a change in circumstance is reported, the Eligibility Coordinator will determine if any
adjustments are required.
In cases where the applicant has reported a change in circumstance which results in a
decreased parental fee, the new parental fee is effective the day the supporting documentation
is received. In cases where the applicant has reported a change in circumstance which results
in an increase in eligible hours, the effective date is the date the supporting documentation is
received dependant upon space availability.
In cases where the applicant has reported a change in circumstance which results in an
increased parental fee or a reduced amount of eligible hours, the new parental fee and/or
change is effective 10 business days from the date the supporting documentation is processed
or at the discretion of the Manager of Child Care Services.
For social assistance recipients: as a social assistance recipient moves to financial
independence and exits social assistance, child care assistance remains available as long as
the parent is considered eligible under the income test. Best efforts will be made to review a
file/case review within 60 days of the social assistance exit, however due to the differences in
program procedures/guidelines, it is difficult to anticipate actionable timelines.
For Family and Children Services apprehensions: in cases where a child in receipt of fee
subsidy is apprehended and placed in a Family and Children Services Foster Care placement,
the Family and Children Services must notify the County of Renfrew Child Care Services
within 3 business days. Family and Children Services will thus be responsible for any child
care costs incurred following notification. In cases where no notification has been provided ,
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an overpayment will be calculated and issued to Family and Children Services.
3.

12-Month Review
All fee subsidy recipients will have at minimum, a 12- month review to be completed by an
Eligibility Coordinator. The Eligibility Coordinator reserves the right to review a file at any
time dependant upon a recipient’s circumstances. This in-person review is subject to the
eligibility conditions defined by the County of Renfrew. See Policy #CC-05 Fee Subsidy
Intake and Eligibility Assessment.

The following steps are taken to ensure a review is conducted within a 12-month period.
(a)

A Notice of Child Care Subsidy Review letter outlining the required documentation,
will be mailed to the Fee Subsidy Applicant/Spouse 11 months after the previous fee
subsidy application/review. The recipient has 10 business days within which to
schedule the review appointment.

(b)

During the interview, the Eligibility Coordinator will review the required
documentation and determine continued eligibility for fee subsidy.
(i)

If eligibility continues without change, an updated Fee Subsidy Agreement is
completed and parent/guardian signatures are attained. The Manager of Child
Care Services or designate will approve all Fee Subsidy Agreements, which
are then faxed to the appropriate provider(s). The original document is mailed
to the recipient(s) with a copy retained for the file.

(ii)

If eligibility continues with change, an updated Fee Subsidy Agreement is
mailed to the recipient outlining the change(s). In some situations, a Notice of
Fee Subsidy Change form may also be applicable. A copy of the Notice of
Fee Subsidy Change – Provider Version will be faxed to the provider and a
Notice of Fee Subsidy Change – Recipient Version will be mailed to the
applicant(s). The Recipient Versions will include information on requesting
an Internal Review. Copies of all correspondence will be retained for the
client file.

(iii)

If ineligibility is determined, a Cancellation of Fee Subsidy Notice –
Recipient Version is mailed to the recipient outlining the reason for
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cancellation as well as the last day for fee subsidy. In situations where an
ongoing fee subsidy is cancelled, Child Care Services will give 10 business
days’ notice to the recipient(s) and the provider prior to the fee subsidy
cancellation date. The letter includes information on requesting an Internal
Review. The fee subsidy closure process is initiated by the Eligibility
Coordinator. See Policy #CC-08 Fee Subsidy Case Closure.
If an overpayment is incurred, steps will be taken to recover the funds. See
Policy #CC-07 Fee Subsidy Overpayments and Recoveries. A Cancellation of
Fee Subsidy Notice – Provider Version is faxed to the provider advising of
the child’s fee subsidy cancellation date (the Provider Version does not
include the reason for fee subsidy cancellation).
If the applicant does not provide the necessary information to verify
continued eligibility, a Notice of Outstanding Information letter, outlining the
required information with the due date, is mailed to the recipient. The letter
invites the recipient to contact the Eligibility Coordinator with an explanation
if they are having difficulty accessing the required information. The recipient
must provide the outstanding information within 10 business days. Failure to
submit the outstanding information within the given time period will result in
cancellation of the fee subsidy An extension may be granted in special
circumstances at the discretion of the Eligibility Coordinator.
(c)

4.

In cases where the recipient does not make contact with the Child Care office within
10 business days of the mailing date of the Notice of Fee Subsidy Review, or if the
recipient does not attend their scheduled appointment without notice, steps will be
taken to cancel the fee subsidy. See Policy #CC-08 Fee Subsidy Case Closure. An
extension may be granted in special circumstances at the discretion of the Eligibility
Coordinator.

Payment of Parental Contribution Fees
Parent/guardian(s)s whose child is enrolled in a Purchase of Service child care agency, will
be invoiced by the provider for their per diem fee in accordance with the provider’s
procedure.
Parent/guardian(s) who have arrears/overpayments directly relating to their Fee Subsidy
Agreements with either the County of Renfrew or a Service Provider, with whom the County
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has a contractual agreement, will be required to pay the arrears/overpayment before being
considered for future subsidy. Upon confirmation that the arrears/overpayment have been
paid in full (letter or receipt from County Finance or Service Provider), an application for fee
subsidy may be completed. See Policy # CC-07 Fee Subsidy Overpayments and Recoveries
for additional details pertaining to arrears, recovery procedures and recovery rates.

Social Services Policies and Procedures
SECTION:
Child Care Services

Policy #:
CC-07

POLICY:
Fee Subsidy Overpayments and Recoveries
DATE:
REV. DATE:
COVERAGE:
APR29/09
FEB22/12
Fee Subsidy Program Staff

PAGE #:
1 of 6

POLICY STATEMENT
The County of Renfrew will establish consistent overpayment and recovery procedures that will
outline how overpayments are determined, when recoveries will occur, as well as establish
recovery rates and procedures.

PROCEDURE
1.

Standards of Information
At the time of determining initial eligibility and with each subsequent review, the Child
Care Eligibility Coordinator will inform all Applicants of the nature of the fee subsidy
they will receive. The Rights and Responsibilities form is designed to inform the
Applicant(s) of their responsibilities to provide information to the Child Care Eligibility
Coordinator in order that eligibility can be maintained accurately. It is important at the
time of initial eligibility and with each subsequent review, that the Child Care Eligibility
Coordinator is satisfied that the Applicant(s) understand their responsibilities. As such,
the Child Care Eligibility Coordinator will explain the Rights and Responsibilities form
to the Applicant(s) in a manner that is easily understood. The Applicant(s) signature(s)
on the Rights and Responsibilities form constitutes the Applicant(s) understanding and
agreement of all rights and responsibilities.

2.

What is an Overpayment?
Overpayments may occur in situations where the Applicant(s) provide incorrect
information regarding their financial circumstances or activity, and/or fails to notify the
Child Care Eligibility Coordinator when changes affecting eligibility have occurred. An
overpayment is the difference between the amount of fee subsidy paid on behalf of the
Applicant(s) less the amount that actually should have been paid according to their
circumstances. Overpayments are amounts owing to the County of Renfrew.
Overpayments are established when a fee subsidy was paid on behalf of an Applicant(s)
that he or she was not eligible to receive. Applicants must report any changes in marital,
activity, address, and/or child circumstances (i.e. custody) to the Child Care Eligibility
Coordinator as they occur. Verification of these changes will also be required. The
Rights and Responsibilities form signed by the Applicant(s) at the time of initial
eligibility informs the Applicant(s) of their responsibility to report all changes that could
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affect eligibility for fee subsidy or a change in eligible hours of care (i.e. change in child
custody, reduced hours of employment, etc.).
3.

Notice of Change of Circumstance
Applicants may inform the Eligibility Coordinator of any changes in person, by telephone
or in writing. The Child Care Eligibility Coordinator will enter a brief Case Note in the
Ontario Child Care Management System and notify the Applicant(s) the effect the
information will have on current eligibility, parental contribution and/or the amount of
eligible care. If the new information affects the parent contribution amount or eligible
hours of care, the Child Care Eligibility Coordinator will notify the provider and the
Applicant(s) in writing. See Policy CC-06 Fee Subsidy Monitoring Eligibility.
Applicant(s) in receipt of Ontario Works (OW) or Ontario Disability Support Program
(ODSP) will be encouraged to notify their Child Care Eligibility Coordinator of changes
to their status with OW or ODSP as they occur. When an Eligibility Coordinator receives
information that an Applicant’s OW/ODSP status has changed, an income test will be
completed. However, if income test results indicate a parent fee in now applicable, an
overpayment will not be applied.

4.

Documentation
Overpayments are applied after a review of all available information has taken place and
it is clearly substantiated and verified – in terms of both amounts and applicable
timeframes – that an Applicant(s) has received fee subsidy which s/he was not eligible
for. Where there is conflicting evidence or documentation has not been submitted, an
overpayment should NOT be applied.
All overpayments must be documented in a Case Note which describes the circumstances
surrounding the overpayment, the Child Care Eligibility Coordinator’s actions, the
change in eligibility and the total overpayment incurred. In situations of existing
overpayments, the new calculated amount owing will be added to the previous
overpayment and both overpayments will be clearly identified in the Case Note.
In situations where an Applicant refuses or is unable to provide verification documents,
the Applicant(s) will be deemed ineligible for any further fee subsidies. A ‘Notice of Fee
Subsidy Cancellation’ letter shall be issued to inform the Applicant(s) their fee subsidy
has been cancelled, as per Policy # CC-08 Fee Subsidy Case Closure . A ‘Condition for
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Future Fee Subsidy Consideration’ letter will also be mailed to the Applicant(s) to advise
them of outstanding documents that must be submitted prior to receiving future fee
subsidies. Special consideration will be given in situations where obtaining the required
documents would cause extreme hardship or is not within the control of the Applicant(s).
5.

Applying Overpayments
If the Child Care Eligibility Coordinator receives information from the recipient
informing them of a change which occurred prior to the present date and the changes
decrease the amount of eligible fee subsidy, an overpayment will result.
If at any time an Applicant provides inaccurate or incomplete information, and this
information would have affected their parent contribution or eligible hours of care, an
overpayment will result. In situations where an overpayment is incurred during a time
where there is more than one fee subsidy Applicant - all Applicants will equally share
responsibility for the calculated overpayment.
Retroactive calculations must be completed by using the submitted information to
determine the overpayment amount. These calculations must be documented in the Case
Note explaining the circumstances involved in the creation of the overpayment and
whether the circumstances were within the control of the Applicant(s). In circumstances
where the total calculated overpayment is $10.00 or less, this amount will not be
recovered from the Applicant(s). The Child Care Eligibility Coordinator will consider all
circumstances based on available information and will make a recommendation to the
Manager of Child Care Services. The Manager of Child Care Services will notify the
client in writing of the outcome of the overpayment review as well as their right to
request an Internal Review of the decision (see Policy # CC-16 Complaint Resolution and
Appeals).
In situations where an overpayment is incurred for an on-going fee subsidy Applicant(s),
the Applicant(s) may continue to receive fee subsidies provided all other eligibility
conditions continue to be met and overpayment resolutions are agreed upon by all parties.
An administrative overpayment is regarded as an office error. In situations where it has
been determined that the overpayment is a result of an administrative error, recovery
from the Applicant(s) will not occur. The Child Care Eligibility Coordinator will create a
case note identifying the circumstances which led to the administrative error as well as
the recommendation to record the situation as an administrative overpayment.

6.

Notification
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All Applicant(s) with overpayments will be notified in writing of the following:
•
an overpayment has been incurred;
•
amount of the overpayment;
•
reason(s) for the overpayment;
•
responsibility to contact Eligibility Coordinator to negotiate repayment terms and
sign an agreement by due date (ten business days); and
•
process for an Internal Review.
7.

Recovering Overpayments
In arranging for repayment terms, a written signed agreement will constitute “acceptable
arrangements”. Each Repayment Agreement will include:
a)
The time period for which the overpayment was incurred;
b)

The total amount to be repaid;

c)

Monthly payments not less than 10% of the original total balance owed;

d)

The fact that payments must be made on time regardless of postal strikes or poor
mail delivery;

e)

A written understanding that the full amount may become due immediately
should there be a default in the Repayment Agreement. In such cases, eligibility
for continued fee subsidy will end and court action for recovery of the amount
may occur; and

f)

The negotiated Repayment Agreement must be signed by the Applicant(s), the
designated Eligibility Coordinator, and approved by the Manager of Child Care
Services (or designate).

Overpayments will be collected by the licensed child care provider in the form of
increased daily parental fees. The agreed upon repayment amount will be added to the
daily parent contribution as previously determined by the income test, thereby reducing
the same amount payable by the County of Renfrew Child Care Services. To ensure the
Repayment Agreement is honoured, the Applicant(s) must submit verification to their
Eligibility Coordinator of monthly payments made to their licensed child care provider.
In situations where the Applicant(s) can demonstrate that the minimum 10% repayment
would cause extreme hardship, consideration will be given to negotiating an acceptable
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repayment amount and/or temporarily suspending repayment. If the overpayment is
determined to be uncollectible, the circumstance supporting this decision should be stated
clearly in Ontario Child Care Management System Case Notes. However, the
Applicant(s) incurring the uncollectible overpayment risks ineligibility of any further fee
subsidy until such a time as the overpayment is collected.
In circumstances where the outstanding minimum monthly repayment owed is more than
the monthly parent contribution to be paid, eligibility for the fee subsidy will be denied.
If all other eligibility factors are considered and the individual re-applying would
normally be eligible for the fee subsidy, they will be given the option of providing full
payment to eliminate the overpayment. Eligibility for fee subsidy will then be granted.
In the case of file closure with outstanding overpayments where a child continues to
attend a licensed child care centre within the County of Renfrew, as per Manager of
Child care Services, verification of full fee payment to a licensed child care provider
may be used to reduce the overpayment. In such cases, Applicant(s) may be given the
option of negotiating a Repayment Agreement to pay full child care costs directly to their
licensed child care provider in the County of Renfrew in order to reduce their
overpayment.
In the case of file closures with outstanding overpayments where a Repayment
Agreement has not been negotiated, ineligibility for a future fee subsidy will result until
the outstanding overpayment is resolved.
8.

Parental Contribution Arrears
An arrear is a sum owed to the licensed child care provider and includes the Applicant(s)
financial obligation to their respective childcare provider for non-payment of exceeded
vacation/absent/sick days. In circumstances where a recipient has defaulted in their
parental contribution to the provider, the provider is required to advise the County of
Renfrew within thirty days of the first default. The provider must submit copies of all
outstanding invoices and/or statement of account. The County of Renfrew will review all
documentation and may cancel further fee subsidy until the outstanding parent fees are
paid in full. This is according to the Applicant(s)’s financial obligation to the provider as
outlined in their Rights & Responsibilities form. Upon mutual agreement between the
Applicant(s) and provider, a suitable repayment arrangement may be negotiated. In such
cases, written confirmation from the child care provider will be requested in order for fee
subsidy to continue.
The Service Provider may charge parents additional sums in the event that a child
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enrolled receives extra hours of care, separately agreed upon (outside of the Fee Subsidy
Agreement approval). Arrears incurred in this arrangement would not constitute an
overpayment within the County of Renfrew Fee Subsidy program and is strictly between
the Applicant(s) and the Provider. The County of Renfrew discourages the practice of
user fees.
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POLICY STATEMENT
The County of Renfrew will establish case closure standards that will outline worker responsibilities
related to closing a case and ensure that decisions are properly documented. A consistent procedure
for notifying applicants and providers of file closure will be established.

PROCEDURE
1.

Cancellation of Fee Subsidy
Child Care subsidy may be cancelled for a variety of reasons. These reasons may include but
are not limited to the following circumstances:
(a)

(b)

County Initiated:
(i)

The applicant is no longer eligible for reasons related to income or activity;

(ii)

Eligibility cannot be determined due to insufficient information;

(iii)

The period for which subsidy was approved has expired (i.e. job searching,
training program etc);

(iv)

The situation for which subsidy was approved has changed (i.e. child
custody, parent no longer working/school, parent no longer residing within
the County of Renfrew etc.);

(v)

The child does not fall within the age parameters of the funding and/or Fee
Subsidy Guidelines; and

(vi)

The applicant fails to adhere to the policies and procedures of the County of
Renfrew;

Provider Initiated:
(i)

The child care is discontinued due to child’s age as determined by the child
care license;

Social Services Policies and Procedures
SECTION:
Child Care Services
POLICY:
Fee Subsidy Case Closure
DATE:
REV. DATE:
APR29/09

(c)

2.

Policy #:
CC-08

COVERAGE:
Fee Subsidy Program Staff

PAGE #:
2 of 3

(ii)

Subsidy may be discontinued as a result of the parent and/or child not
adhering to the policies and procedures of the provider (i.e. non-payment of
fees etc.); and

(iii)

Failure to comply with the terms of the enrollment agreement (i.e. irregular
attendance etc.).

Parent Initiated:
(i)

At the parent’s discretion (i.e. moving or service no longer required); and

(ii)

Incompatibility between the service and the needs of the parent/child.

Notice Periods
(a) Notice by Parent and/or Provider
When a parent receiving subsidized child care determines that they will not require
further child care, they must provide a minimum of 10 business days’ written notice
to the provider, who will in turn notify the County of Renfrew Child Care Services
by way of a Notice of Withdrawal signed by both the parent and the provider.
Recipients will be advised at the time of application and all subsequent reviews of
this requirement. Recipients will remain responsible for their parent contribution
fees to the end of the 10 day notice period. Applicants failing to provide 10 days’
notice will continue to be charged for the full 10 days for which they were required
to have provided notice, unless the space is filled by another child without delay.
Where there is a short gap, the client who failed to provide notice will be charged for
the number of days the space remained vacant.
Similarly, providers who determine that they will cancel the enrollment agreement
with a parent/child must provide 10 business days’ notice to the applicant and the
County of Renfrew. However, in circumstances where safety issues are of concern,
the provider reserves the right to cancel the space immediately. The notice must
include the reason that service is being discontinued and the final date of service.
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Notice by the County
All decisions related to ongoing fee subsidy are subject to the notice procedure.
In cases where the fee subsidy cancellation is initiated by the County of Renfrew,
10 business days’ written notice will be provided to both the provider and the
recipient.

3.

Preparation of the Closed File
Once the Eligibility Coordinator has made a decision, the details in support of the decision
must be noted it in the Case Note. The file must also be reviewed to determine if there are
any outstanding overpayments. If an outstanding overpayment exists, this information will
be added to the Case Note and once all other closure activities have been completed, the file
will be forwarded to the Manager of Child Care Services for recovery.
The Eligibility Coordinator will prepare the Fee Subsidy Cancellation Notice letter. In cases
of an overpayment, the client will be advised of the procedures for repayment. The original
letter will be forwarded to the client and a copy placed in the case file. Where the County of
Renfrew has initiated the cancellation of fee subsidy, the recipient will be advised of the
Appeals process and the method in which to initiate an Internal Review. See Policy #CC-16
Complaint Resolution and Appeals.

4.

Appeals
Applicants found ineligible, or applicants whose subsidy is cancelled or varied may appeal
the decision. All letters to applicants must include the reason(s) the applicant is not eligible,
the effective date of the decision and reference to the appeal procedure. Decisions made to
cancel service which originated with the provider, must be in writing and copied to both the
client and the County of Renfrew Child Care Services.
Cancellations initiated by the provider may be appealed by the applicant directly to the
Board of Directors (non-profit agencies) or the Director (for-profit agencies) of the
respective provider.
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POLICY STATEMENT
All children and families will have equal access to Integration Services in the County of
Renfrew. The process of accessing services involves fully informed parent/guardian choice,
consent and confidentiality requirements.
The Day Nurseries Act defines a child with special needs as: “a child with a physical, mental, or
developmental impairment that is likely to continue for a prolonged period of time as verified by
an objective psychological or medical findings.” These needs include developmental deficits in
emotional, social, behavioural, communication, fine and gross motor skills.

PROCEDURE
The need for integration support services can be identified in advance of the child entering child
care services or when the child is already receiving child care services.
1.

New to service and Fee Subsidy not required.
If a child is newly entering the system and does not require fee subsidy the following
steps are taken:
(a)

The parent/guardian visits the child care centre/agency and meets with program
staff to determine if there is space available in the centre/agency. Note: In some
cases a referral has already been made on behalf of the family by another agency.
Acceptance of this referral will depend upon parent approval and enrollment of
the child in a child care program.

(b)

If there is space and the parent/guardian is interested in having their child receive
services through that agency a referral is made to Integration Services.
A referral can be made by:

(c)

(i)

The parent/guardian responsible for the child that will be receiving care;

(ii)

The child care service provider offering the service; or

(iii)

Other professional agency involved in providing services to the child.

To make a referral a Referral Form, a Concern Form outlining the nature of the
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concerns and a Consent Form indicating consent to release information are
submitted to County of Renfrew Child Care Services. The consent of a
parent/guardian is always required in order for a file to become active.
These forms can be faxed, mailed or hand delivered to the County of Renfrew
Child Care Services - Integration Services.

2.

(d)

Once a referral is received it is acknowledged in writing. If the referral is not
made by the child care provider the provider is notified on receipt of the referral.

(e)

The Integration Coordinator will contact the parent/guardian to get additional
information about the child and his/her support needs. The Integration
Coordinator will:
(i)

encourage the parent/guardian to connect with the child care provider of
their choice to assess if the centre can accommodate their child. The
parent/guardian is responsible for indicating what centre they wish to have
their child enrolled in and to meet with the provider to determine if the
child’s needs could be accommodated;

(ii)

ask if the child has a confirmed diagnosis and request that diagnosis
information from the parent/guardian or determine how to get that
information from appropriate agency; and/or

(iii)

if the child does not have a confirmed diagnosis, the Integration
Coordinator will request that the parent/guardian seek a recommendation
from their family physician that the child is assessed for the presenting
developmental concern and that they apply for assessment from the
appropriate agency.

New to service and Fee Subsidy required
At the time of application for fee subsidy the parent/guardian has the option of indicating
on the Application if the child has special needs. If a child is newly entering the system
and does require fee subsidy the following steps are taken:
(a)

If a fee subsidy application indicates a special need, or the Eligibility
Coordinators communication with the parent indicates a special need information
will be provided to the parent about Integration Services.
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(b)

Fee subsidy applicants will be mailed information about Integration services in
the Letter of Confirmation and advised of the referral process for Integration
Services.

(c)

If a referral is made to Integration Services, the Intake Coordinator will monitor
the child care vacancy rate and an estimated one month before the child is likely
to be at the top of the list, the Integration Coordinator will follow-up with parents
to confirm that the parent has communicated with the chosen child care service
provider regarding the needs of their child.

(d)

If they have not already done so, the parent/guardian will be encouraged to
follow-up with the centre to determine if they have the capacity to accommodate a
child with special needs. The parent/guardian will inform the Integration
Coordinator once they have done so.

(e)

If the parent/guardian has been in contact with the centre, the Integration
Coordinator will follow-up with the centre to confirm that they can accommodate
the child in the near future once fee subsidies and resource funding is available.

(f)

The Integration Coordinator will review anticipated resource needs against
resource availability and inform the Eligibility Coordinator if the required
resources are likely to be available once the child is at the top of the waiting list.
The Eligibility Coordinator can then proceed with the fee subsidy process with the
knowledge that the integration support needs can be met.

If Integration Services receives the referral for service directly and it is indicated that fee
subsidy is required, the same process will be followed. See also Policy # CC-04 Fee
Subsidy Application and Intake.
3.

Child Receiving Service – with or without Fee Subsidy
If a child is already receiving services from a child care service provider, with or without
fee subsidy, and a need for integration support has been identified, a referral is made to
Integration Services.
The same process for referral is followed as for new applicants for child care services.
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POLICY STATEMENT
The County of Renfrew seeks to ensure that children with special needs have the same
opportunity to attend and actively participate in child care programs as their peers. A child with
special needs and the child care staff who support them will have access to supports which
facilitate high quality inclusive early childhood experiences. The services provided will be
established with fully informed parent/guardian choice, consent and confidentiality requirements.
The Day Nurseries Act defines a child with special needs as “a child with a physical, mental, or
developmental impairment that is likely to continue for a prolonged period of time as verified by
an objective psychological or medical findings.” These needs include developmental deficits in
emotional, social, behavioural, communication, fine and gross motor skills.
PROCEDURE
1.

Developing an Individual Program Plan

An Integration Coordinator takes the following steps (See Policy #CC-09 Integration Services
Referral) when a referral is received with the required Consent and Concern Forms attached:
(a)

The Integration Coordinator seeks information about the diagnosis of the child. If
the parent/guardian does not have a confirmed diagnosis they are asked to have a
form completed and signed by a physician that indicates support for the family to
seek an assessment of the developmental concern.

(b)

The Integration Coordinator will schedule a team meeting to establish the
priorities/goals/objectives for the child if:

(c)

(i)

the parent/guardian has a confirmed diagnosis or is on a waitlist for a
diagnostic appointment for the child;

(ii)

a form has been signed by a physician indicating support for the family to
seek an assessment of the developmental concern; or

(iii)

the parent/guardian continues to agree to have Integration Services
involved in providing service.

The Integration Coordinator invites the following people to participate in the team
meeting:
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(d)

2.

(i)

the parent/guardian;

(ii)

the child care service provider; and

(iii)

appropriate professionals with relevant information about the child’s needs
and capacities as indicated by parents.

The Integration Coordinator facilitates the team meeting. During the first meeting,
information is shared to establish:
(i)

priorities/goals/objectives for the child;

(ii)

types of supports needed;

(iii)

whether or not an application will be made for Resource Funding; and

(iv)

the role of relevant professionals in implementing the plan.

(e)

After the meeting the Integration Coordinator develops the Individual Program
Plan and copies are provided to all participants.

(f)

Individual Program Plans are reviewed at a minimum of every 12 months.

Simplified Planning Process
For approved recreation programs, a simplified process may occur due to limited time
frames. In this situation, the Integration Coordinator will initiate a case conference with
the relevant people to define needs and resource funding requirements.

3.

Role of Integration Services
The role of the Integration Coordinator is to ensure the inclusion of each child within the
overall program of the centre and to encourage a team approach to working with the
child.
An Integration Coordinator is able to provide five different types of support related to a
particular child:
(a)

Training for staff;

(b)

Environmental assessment;

Social Services Policies and Procedures
SECTION:
Child Care Services

Policy #:
CC-10

POLICY:
Integration Services Assessment and Individual Program Plan
DATE:
REV. DATE:
COVERAGE:
AUG 27/14
APR29/09
Integration Services Staff

PAGE #:
3 of 3

(c)

Behaviour management recommendations;

(d)

Resource funding for a child with a confirmed diagnosis or for whom steps have
been taken to seek a diagnosis; or

(e)

Lending of resource material.
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POLICY STATEMENT
The County of Renfrew seeks to ensure that children with special needs have the same
opportunity to attend and actively participate in child care services as their peers. Children with
special needs and child care staff will have access to supports which facilitate high quality
inclusive child care services. The appropriate level of Resource Funding is allocated to meet
identified needs according to best practices and within eligibility requirements.

PROCEDURES
1.

Level of Resource Funding
In order to determine what level of service to provide through Resource Funding the
following steps are taken:
(a)

The child care service provider completes and submits a Resource Funding
Agreement to Integration Services.

(b)

The Resource Funding Agreement should reflect the child to staff ratio and
whether or not there are existing Resource staff in the classroom.

(c)

The Integration Coordinator makes arrangements to observe the child in the child
care setting. Relevant observational data is requested from the child care service
provider.

(d)

The Integration Coordinator completes applicable level of service tools for the
hours of Resource funding requested.

(e)

The Integration Coordinator forwards the Resource Funding Agreement and
applicable level of service tools to the Manager of Child Care Services.

(f)

If funding is available and the documents indicate that there is a need for
Resource Funding support for the requested hours, a Resource Funding
Agreement will be faxed to the child care service provider.

(g)

After receiving the Resource Funding Agreement, the child care service provider
can proceed to hire the appropriate resources to meet the needs of the child within
the hours and agreed upon times.
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2.

(h)

If the request for Resource Funding exceeds the annual budgetary expenditures,
the child is placed on a waiting list for Resource Funding as per priority of need.

(i)

If the request for Resource Funding exceeds the needs for funding as per
Integration Services observations and the outcome of any level of service tools
utilized, further observational data may be required to proceed with consideration
of the application. In some cases a temporary plan for Resource Funding may be
granted for a period of up to 3 months upon receipt of requested observational
data.

(j)

After the temporary plan period a final determination is made of the Resource
Funding required. Once there is resolution the same steps are followed pending
resource availability. See Policy # CC-16 Complaint Resolution and Appeals.

Role of the Resource Staff
Resource Staff provide enhanced staffing to support the inclusion of children with special
needs in licensed child care settings and recreation programs.
Examples of the types of support services provided include but are not limited to:

3.

(a)

Assistance with feeding, mobility and other activities of daily living;

(b)

Support with socialization and behaviour management;

(c)

Development of cognitive and communication skills;

(d)

Development of fine or gross motor skills;

(e)

Development of self help skills; and

(f)

Development of sleeping habits

Responsibilities of the Child Care Service Provider
The child care centre:
(a)

is responsible for hiring, supervising and training of the Resource Staff related to
the centre’s operation;

Social Services Policies and Procedures
SECTION:
Child Care Services

Policy #:
CC-11

POLICY:
Integration Services Resource Funding and Levels of Service
DATE:
REV. DATE:
COVERAGE:
APR29/09
AUG 27/14
Integration Services Staff

PAGE #:
3 of 5

4.

(b)

must demonstrate that the Resource Staff will be considered over and above the
staff to child ratio set out in the Day Nurseries Act;

(c)

will create an inclusive child care setting that can accommodate the child with
special needs in accordance with the Individual Program Plans and/or any other
relevant professional recommendations i.e. Speech and Language assessment
report, Psychological consultation/assessment, etc.

(d)

will provide time for centre staff, the Resource Staff and Integration Coordinator
to meet to support service provision as requested;

(e)

provide relevant information about the child’s behaviour, development and health
to Integration Services staff;

(f)

will ensure relevant staff participate in required planning and assessment
activities, case conferences and training opportunities as needed; and

(g)

abide by all of the terms and conditions set out in the most recent Service
Agreement.

Billing for Resource Funding
Once the plan is in place for Resource Funding, arrangements are made to: maintain
appropriate statistics related to service provision; and bill for the agreed upon funding at
the end of every month.
The position of a Resource Staff is a casual position. The child care centre will receive
Resource Funding from the County of Renfrew under the following parameters:

5.

(a)

If the child is present, full costs are covered as per the agreement;

(b)

If the child is absent with notice the costs of the Resource Staff is not covered;
and

(c)

If the child is absent without notice costs are covered for a minimum of 3 hours or
a full day at the discretion of the child care service provider.

Changes in Funding
The needs of the child and their family may change over time. The Integration
Coordinators review the level of Resource Funding at least once per year or more
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frequently at the discretion of the Integration Coordinator. The child care service provider
can also apply for a change in the level of Resource Funding.
Changes in the level of Resource Funding are at the discretion of the County of Renfrew
and can reflect but are not limited to the following reasons:

6.

(a)

a change in child care needs/arrangements e.g. a transition to school, family is
moving away;

(b)

a change in the presenting condition or status of the child e.g. goals are met, more
support is needed;

(c)

incompatibility between the service and the needs of the family/child that can not
be resolved;

(d)

the parent/guardian are not adhering to the policies and procedures of the
provider;

(e)

the parent/guardian fails to comply with the terms of the enrollment agreement
(i.e. irregular attendance); or

(f)

the child care provider fails to follow the recommendations made by the
Integration Coordinator.

Enhancement to Resource Funding
An application can also be made to increase the level of Resource Funding using the
Resource Funding Agreement. The Integration Coordinator or the child care service
provider can initiate this change.

7.

Reduction in Resource Funding
If there is a reduced need for Resource Funding support a revised Resource Funding
Agreement form is completed.

8.

Termination of Resource Funding
If Resource Funding is to be terminated a revised Resource Funding Agreement is
completed.

9.

Giving Notice
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Notice can be provided by the parent, the child care service provider or the County of
Renfrew. The following conditions are to be followed:
(a)

Notice by Parent
The parent/guardian whose child is supported through Resource Funding who are
making a change to the care arrangements must provide notice to the child care
provider and Integration Services in writing. Upon notification of the child’s
status the provider will complete the Resource Funding Agreement.

(b)

Notice by Provider
Providers who determine that they will terminate the enrollment agreement with a
parent/guardian must provide written notice to Integration Services. The Resource
Funding Agreement must include the reason that service is being discontinued
and the effective date of the change. Providers are responsible for returning
Resource Funding overpayments to the County of Renfrew.

(c)

Notice by the County of Renfrew
The County of Renfrew must provide at least two weeks notice to the
parent/guardian and the child care service provider if they have initiated the
discontinuation of service.
The Resource Funding Agreement must include the reason that service is being
discontinued and the final date of service. The parent/guardian will be informed
of the reason for termination. The child care service provider and the
parent/guardian will also be advised of the review and/or appeals process. See
Policy # CC-16 Complaint Resolution and Appeals.
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POLICY STATEMENT
Appropriate implementation planning and follow-up is required to give children with special
needs the same opportunity to attend and actively participate in child care programs with their
peers and to ensure that children with special needs and child care staff have access to supports
which facilitate high quality inclusive early childhood experiences.

PROCEDURE
1.

Implementation Plan
The Integration Coordinator develops an Implementation Plan that outlines the
methodology for implementing the goals of the Family Centered Plan. The consulting
Psychologist will review and approve the goals and recommendations made in an
Implementation Plan by the Integration Coordinator. The Implementation Plan is
reviewed with the parent/guardian and the child care service provider. Both parties sign
the Implementation Plan to indicate that they agree with the goals and methodology.
Once the plan is complete, the parent/guardian
providers/agencies should receive a copy.

2.

determines

which

service

Implementation Follow-up
Once an Implementation Plan is in place the Integration Coordinator is responsible for
monitoring and follow-up. This involves:

1

(a)

Monitoring progress of the child - what is working well and what requires change;

(b)

Initiating the development of alternate goals and strategies;

(c)

Modeling effective teaching methods to promote inclusive practices;

(d)

Obtaining and reviewing reports from other service providers 1 involved with the
child;

Examples include: Ottawa Children’s Treatment Centre, Family and Children’s Services –
Developmental Services, Infant Development Program, Community Care Access Centre,
Preschool Speech & Language, Phoenix Centre.
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(e)

Case conferencing and coordination with other service providers;

(f)

Referrals to other agencies, programs and services;

(g)

Supporting a transition to school part-time or full time;

(h)

Communicating with the parent/guardian about the child’s needs and progress;

(i)

Maintaining case notes;

(j)

Making arrangements to lend resources (i.e. books and toys) which require the
completion of the Agreement Form for resources received; and/or

(k)

Supporting the transition to other facilities to ensure a smooth transition.
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POLICY STATEMENT
Integration Resource Funding supports are in place for the period of time that they are actively
required by the child and the child care service provider working with the child.
PROCEDURE
1.

A file is closed after three months of inactivity. Reasons for closure include but are not
limited to:
(a)

The goals for the child are met;

(b)

The child is too old for child care services and moves on to school;

(c)

The child care provider or the parent choose not to continue with Integration
Services even though the child remains in the child care service;

(d)

The child has moved or is removed from the child care service; or

(e)

A diagnosis has not been attained or is not being sought within 3 months of initial
contact.

All correspondence and documentation in the file is organized chronologically with the
most current File Closure Form on top.
The file is reviewed to determine if there is any outstanding Resource Funding
overpayments made to the child care provider. If an outstanding overpayment exists, this
information will be added to the file and once all other termination activities have been
completed, the file will be forwarded to the Manager of Child Care Services for recovery
from the child care service provider.
A follow up file closure Quality Assurance Survey is sent out to the parents.
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POLICY STATEMENT
The County of Renfrew is responsible to the province of Ontario for the management of Wage
Enhancement/Home Child Care Enhancement Grant funding. This responsibility includes
ensuring the funds are expended according the guidelines found in the Ministry of Educations
Child Care Management Guidelines or any other relevant legislation.

PROCEDURE
1.

The purpose of Wage Enhancement/Home Child Care Enhancement Grant funding is to
benefit low-income child care program staff in the sector, help retain Registered Early
Childhood Educators (RECEs), and support access to stable, high-quality child care
programs for children in Ontario.

2.

a)

b)

c)

The goals of the enhancement are to:
i.

Close the wage gap between RECE wages in the school board and
licensed child care sectors;

ii.

Stabilize licensed child care agencies by helping them retain RECEs/child
care staff; and

iii.

Support greater employment and income security.

The goals of enhancement support the Ministry of Education’s priorities to:
i.

Stabilize and transform the existing child care system to increase program
reliability for parents and support higher quality, consistent child care
services to support children’s learning and development; and

ii.

Support licensed home child care agencies and strengthen the licensed
home child care system.

There are two different types of wage enhancement funding:
i.

Wage Enhancement:
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•

Will be transferred to licensed child care centers and home child
care agencies to support eligible child care program staff and home
visitors; and

•

Will support an increase of up to $1 per hour, plus 17.5 percent
benefits.

Home Child Care Enhancement Grant:
•

Will be transferred to licensed home child care agencies to support
eligible home child care providers; and

•

Will support an increase of up to $10 per day.

Funding for the 2015 Wage Enhancement/Home Child Care Enhancement Grant will be
based on full time equivalent positions in licensed child care centres and agencies
between January 1, 2014 and October 31, 2014. This is to support consistency for centres
that experience turnover throughout the year.
The Ministry of Education will establish the hourly wage maximum per year.
Wage Enhancement/Home Child Care Enhancement Grant funding is an enveloped
allocation. Funding can only be used for the intended purposes of:
a)

Increasing wages and benefits of eligible centre-based staff and home visitors; or

b)

Providing a daily increase for licensed home child care providers.

Agencies that provide benefits at a rate higher than approved by the Ministry of
Educations annual Guidelines (17.5 percent in 2015) will not be reimbursed through the
Wage Enhancement/Home Child Care Enhancement Grant. The cost for the additional
benefits will be managed by the agency. Agencies that provide benefits below that
approved by the Ministry of Education will only be reimbursed for the amount of
mandatory benefits paid. Agencies will be asked to identify the benefit rate provided to
their staff through the application process.
Wage Enhancement/Home Child Care Enhancement Grant funding may not be used to
fund overtime pay in 2015. The hourly wage increase may not exceed that approved by
the Ministry of Education.
Wage Enhancement/Home Child Care Enhancement Grant funding cannot be used to
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support system expansion or reduce fees. Wage Enhancement/Home Child Care
Enhancement Grant funding must be directed solely to licensed child care staff and home
visitors to increase wages and to home child care providers to increase daily rates.
4.

The County of Renfrew will enter into new funding agreements/arrangements with
licensed child care centres and/or home child care agencies for the provision of Wage
Enhancement/Home Child Care Enhancement Grant funding only.
These agreements will be separate of existing Child Care Agreements including but not
limited to Special Needs Resourcing and Child Care Fee Subsidy and Grant Agreements.
The County of Renfrew reserves the right to determine which agencies they enter into
purchase of service agreements with for the provision of these other agreements as listed
above.

5.

Applications for and Wage Enhancement/Home Child Care Enhancement Grants will be
made available on the County of Renfrew website as per the Ministry of Educations
application timelines and deadlines. The application will calculate the total number of
full time equivalents that qualify for full and partial wage enhancements, as well as the
funding levels required by agencies, broken down by salaries and benefit as per the
Ministry of Educations guidelines.

6.

Wage Enhancement/Home Child Care Enhancement Grant collection procedures will be
built into a Wage Enhancement Purchase of Service Agreement.
Any agency who has not submitted an application for the wage enhancement by the
deadline identified will not be allocated wage enhancement funding. Agencies who miss
the application deadline may apply for wage enhancement funding in subsequent years.

7.

To help ensure agency accountability and the appropriate use of Ministry of Education
funds, the County of Renfrew will require that licensed child care centres and/or home child
care agencies:
a)

Clearly indicate on staff paycheques and home child care provider fee transfers
the portion of funding that is being provided through the Wage
Enhancement/Home Child Care Enhancement Grant labeled as follows:
i.

Provincial child care wage enhancement

ii.

Provincial home child care enhancement grant
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b)

Complete an annual statement which attests that 100% of wage enhancement
funding was provided directly to eligible child care staff.

c)

All for profit licensed child care centres will be required to submit to the County of
Renfrew within four months of year end an audited financial statement, which
clearly identifies Wage Enhancement funding utilization.

d)

All licensed child care centres and/or home child care agencies in receipt of Wage

Enhancement may be required to complete special purpose reports, T4 statements
and/or staff paycheck stubs which confirm wage increases, or other information
the County of Renfrew requires.
e)

Complete reporting requirements that reflect service and financial data required
by the Ministry of Education.

In the event that the County of Renfrew determines that an agency has failed to meet the
funding conditions outlined in their agreement and/or policy requirements of the Ministry
of Education for the provision of Wage Enhancement/Home Child Care Enhancement
Grant funding, the County of Renfrew will recover all misused funds. Additionally, noncompliant providers may be deemed ineligible to receive future wage enhancement
funding and will undergo a review of service contract eligibility.
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POLICY STATEMENT
The County of Renfrew will identify and implement consistent contractual obligations for service
providers who are located within the County of Renfrew boundaries. The agreements will comply
with the requirements and minimum standards as established by the Day Nurseries Act and
Regulations and the guiding principles for managing childcare services.

PROCEDURES
The reporting requirements for service providers will be different according to the service offered.
The streams of service provision include:
(a)

Fee subsidy;

(b)

Special Needs Resourcing; and

(c)

Other grants

Reporting processes are in place for each of these streams.
In addition, service providers are required to provide access to authorized representatives of the
County of Renfrew to program facilities for the purposes of the inspection of records, documentation
and data required to be maintained on site by the Operator as required by the Day Nurseries Act and
Regulation. Payments to service providers may be withheld pending all required documents to
support payment.
This policy describes the reporting requirements for the monitoring of each individual program,
excluding payments. Reporting for the purposes of payment of funds for services provided are
detailed in each individual program service contract.
1.

Financial Reporting
Each provider with an established service agreement with the County is required to maintain
financial records pursuant to the service contracts.
Financial records shall include:
(a)

Assets;
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(b)

Liabilities;

(c)

Income;

(d)

Expenses; and

(e)

Accumulated surplus and deficit.

Providers must retain the financial records for a minimum of seven years as per Ministry of
Education and submit an annual audited report or otherwise required documentation by a
licensed public accountant within four months of the end of the fiscal year in accordance
with County of Renfrew policies if a commercial/for profit operation.
2.

Monthly Program Reporting
Each purchase of service provider will be required to submit relevant monthly reports that
may include but are not limited to the following: Ontario Child Care Management System
reports (OCCMS), Integration Services Monthly Expense reports and Integration Services
Special Needs Resourcing Ministry Statistics reports as per due date and caseload.
The County of Renfrew reimbursement for Fee Subsidy is based on the monthly OCCMS
report, which will not exceed the daily rate, charged to fee paying parents or the approved
County of Renfrew capped rate.

3.

Record Keeping

The County of Renfrew expects that operators comply with Day Nurseries Act and
Regulation standards regarding record keeping.

(a)

Annual Program Reports
(i)

The Service Provider will maintain financial records and books of account
respecting services provided pursuant to this agreement for each site where
service is being provided and will allow the County or such other persons
appointed by the County, at all reasonable times, to inspect and audit such
records and books of account both during the term of this agreement and
subsequent to its expiration or termination.
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The Service Provider will, unless the County indicates otherwise, submit to the
County on or before January 31 of each year a Child Care Financial Year-End
Reconciliation Report.
Year-end reconciliation packages for each reporting agency will be provided
by the County of Renfrew prior to each year-end.

3.

(ii)

The Service Provider will retain the records and books of account referred to
in section 6(a) above for a period of seven (7) years.

(iii)

The Service Provider will prepare and submit annually, or at any time upon
reasonable request, a financial report in such form and containing such
information as the County may require.

(iv)

The Service Provider will adhere to any additional financial reporting
requirement specified in the attached Service Description / Data Schedule.

(v)

The Service Provider shall complete and maintain daily attendance records in
accordance with relevant legislation which records the County may inspect
and audit from time to time as they see fit.

Purchase of Service Providers
Each Service Provider may be required to provide the following:

4.

(a)

Service information related to the contractual agreement;

(b)

A service profile outlining the services offered, the number and ages of children
served and the staff ratio;

(c)

Plans and priorities for change in the coming year;

(d)

A current certificate of renewal for insurance; and/or

(e)

Current rental or lease information.

Quality Assurance Accreditation Program
All licensed child care providers with a service agreement will be expected to participate in a
quality assurance or accreditation program as approved by the County of Renfrew. Program
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specifics will be outlined in the annual service contract.
5.

Annual Inspections
All service providers must be accessible to an annual inspection of the premises of operation
by County of Renfrew staff. An inspection may take course over a period of visits both
random and planned. Purposes of these inspections are to observe, evaluate and inspect all
records related to the services being provided.

The on-site inspection may investigate some areas of the program through selective random
inquiry, both written policies and observation of the application of the policies will take place
i.e. processes for behavior management. The County reserves the right to conduct random
visits where minimal notice will be provided to observe the operation of the program.
6.

Cross-Boundary Fee Subsidy
In order to receive a child care fee subsidy, the applicant and the child(ren) requiring care
must reside within the County of Renfrew boundaries. In extenuating circumstances, a fee
subsidy may be provided to residents of the County of Renfrew in order for their child to
attend a provider located outside the County boundaries, where a reciprocal agreement has
been negotiated with a neighboring child care provider. Each contractual agreement will be
child specific and the County of Renfrew reserves the discretion to discontinue any further
approval of cross-boundary fee subsidies at any time. When negotiating cross-boundary
agreements, consideration will be given to funding availability and vacancies within the
County of Renfrew boundaries.
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POLICY STATEMENT
The County of Renfrew will establish a Complaint Resolution and Appeals process to address
complaints and disputes related to fee subsidy and resource funding eligibility in order to comply
with the requirements and minimum standards as established by the Ministry. The County of
Renfrew will provide proper notice to applicants/recipients who are deemed ineligible or have their
subsidy assistance reduced or cancelled. The notice will outline the details and responsibilities of the
reviewer and provide guidelines for the internal review process.

PROCEDURE
1.

Serious Occurrence
A parent/guardian may inform the County of Renfrew of a serious occurrence involving
serious harm or injury to a child, serious lack of safety or other such matters. If the
parent/guardian is not aware of the process to register a complaint to the Ministry of
Education, the County of Renfrew will provide the contact information and encourage the
complainant to make their report immediately. The Manager of Child Care Services will
follow up with the Ministry of Education to ensure the matter has been addressed. It is the
responsibility of the Ministry of Education to follow up and resolve the concerns of the
parent/guardian and the child care provider.
If a transfer of the child(ren) from the childcare service is requested as a result of a serious
occurrence, the County of Renfrew will consider the family a priority for transfer when a
vacancy becomes available.

2.

a)

If the family receives fee subsidy, they will be placed at the top of the priority list for
a transfer; or

b)

If the family does not receive fee subsidy, the County of Renfrew will provide
information and referral support to the parent/guardian to support their efforts in
finding another child care placement.

Dissatisfaction with Service
A recipient may on occasion indicate dissatisfaction with the services of a child care service
provider. Staff of the County of Renfrew will encourage the recipient to discuss their
concerns with the manager or supervisor of that child care service. The County of Renfrew
will not become directly engaged in disputes between a parent and the child care service
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provider.
If the recipient and the childcare service provider cannot resolve the issues, the recipient can
apply for a transfer of service.
The County of Renfrew reserves the right to cancel a Service Agreement with a Child Care
agency due to a licensing suspension or termination as a result of Ministry of Education’s
involvement.
3.

Fee Subsidy Dispute
A parent/guardian may dispute a decision not to provide fee subsidy or to provide a different
level of fee subsidy than requested.
(a)

Reasons for Dispute
The County of Renfrew may determine that an applicant is ineligible for a fee
subsidy. The reasons and manner in which applicants are notified of their ineligibility
are as follows:
(i)

Ineligible due to income in excess at the time of application: Applicant has
received an Ineligible letter notifying them that they are not eligible for fee
subsidy, which includes the reason. See Policy # CC-05 Fee Subsidy Intake
and Eligibility Assessment.

(ii)

Ineligible due to an increase in income levels (as determined at the annual
review for ongoing clients): Recipient has received a Notice of Fee Subsidy
Cancellation letter notifying the applicant that they are no longer eligible for
fee subsidy, which will include the reason. See Policy #CC-06 Fee Subsidy
Monitoring Eligibility.

(iii)

Change in circumstance resulting in a change in the level of fee subsidy that
can be provided: Applicant has received a Notice of Fee Subsidy Change. See
Policy #CC-06 Fee Subsidy Monitoring Eligibility.

(iv)

Failure to provide relevant documentation to support the application or
ongoing monitoring: Applicant/recipient has received a Notice of
Outstanding Information letter notifying them of the outstanding information
that is required, along with the due date. Failure to submit the requested
information by the due date will result in ineligibility, variation or
cancellation of fee subsidy. See Policy #CC-05 Fee Subsidy Intake and
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Eligibility Assessment and Policy #CC-06 Fee Subsidy Monitoring
Eligibility.
All notification letters include information regarding the process in which to
request an internal review.
4.

Fee Subsidy Appeal Process
The Manager of Child Care Services approves all fee subsidy decisions therefore the highest
level of ‘appeal’ for fee subsidy disputes is made to the Director of Social Services for the
County of Renfrew or the designate.
Applicant should first discuss the issue with their Eligibility Coordinator in order that the
decision can be explained in detail and/or to seek a possible resolution to the dispute.
Should a resolution between the applicant and the Eligibility Coordinator not be attained, the
following steps are taken to proceed with an internal review process:
(a)

The applicant requests an internal review in writing within 10 business days of
receiving the decision. The request is directed to The Director of Social Services.

(b)

The Director of Social Services or designate will review the file. The reviewer will
assess and consider only those facts and explanations offered by the client at the time
of the decision. New and differing explanations or documents not revealed or
submitted to the worker within the requested timeframe will not be considered
relevant in the internal review process. This procedure will hold applicants/recipients
accountable for the information they provide to the Eligibility Coordinator. See
Policy #CC-05 Fee Subsidy Intake and Eligibility Assessment and Policy #CC-06
Fee Subsidy Monitoring Eligibility.

(c)

If necessary, the Director will request any clarifying information from the Manager of
Child Care Services and where appropriate, the Eligibility Coordinator.

(d)

If the decision is related to income eligibility, the Director or the designate may
complete the Income Test a second time to compare outcomes against the Eligibility
Coordinator’s copy. If the decision is related to the absence of eligibility assessment
documentation, the Director or the designate may support the decision of the
Manager of Child Care Services and advise the client to re-apply and submit the
required documents to enable a new eligibility determination.

(e)

If the Director or designate overturns the original ineligible decision, the Director

Social Services Policies and Procedures
SECTION:
Child Care Services

Policy #:
CC-16

POLICY:
Complaint Resolution and Appeals
DATE:
REV. DATE:
COVERAGE:
APR 29/09
FEB26/15
All Child Care Staff

PAGE #:
4 of 5

will notify the applicant/recipient and the Manager of Child Care Services of the
decision in writing. In cases where the original ineligible decision is overturned, fee
subsidy will be re-instated and/or adjusted as of the original date the change or
cancellation was initiated by the Eligibility Coordinator thereby eliminating any
break-in-service.

5.

(f)

The Director or the designate will prepare an Internal Review Decision letter to notify
the applicant of the review decision. The letter will include information specific to
the decision and be signed by the Director or the designate. This letter will be mailed
within 10 days of receiving the request for an internal review.

(g)

A copy of the Internal Review Decision letter will be retained in the case file. The
Director’s office will maintain a monthly record of the number of requests for
internal reviews, the reasons for the decision and the outcome of the review.

Request for Internal Review Outside Designated Timeframe
If the request for an Internal Review is made outside of the 10-day period, the Internal
Review process will be completed at the discretion of the Director of Social Services. The
Director will:
(a)

Review the file as requested and consider extenuating circumstances e.g. ill
health/hospitalization, literacy/language difficulties, mail disruption; or

(b)

Mail a letter indicating the decision is final as the time limits for an internal review
request were not met, therefore the request has been denied. The original appeal letter
plus a copy of the Director’s response letter will be retained on the client file.

Where the applicant experiences literacy or language difficulties and requires additional time
to seek assistance in the completion of the request, consideration may be given to granting a
review on a verbal request. However, the individual must agree to submit a written request at
a later agreed upon date or sign a request prepared on their behalf.
6.

Resource Funding Dispute
A child care provider may dispute a decision not to provide Resource Funding or to provide a
different level of Resource Funding than requested. A process is in place to provide
temporary Resource Funding for a 3-month period during which time the child care service
provider provides observational data and an Integration Coordinator conducts direct
observations of the child in the setting before a final decision on the need for additional
Resource Funding is established. See Policy # CC–11 Integration Services Levels of Service.
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In the event that the level of resource funding deemed needed is less than the licensed child
care provider’s request, further observational data and assessments may occur prior to
reaching a conclusion. In the event that both parties continue to disagree about the level of
funding required, the Manager of Child Care Services may approve temporary funding of up
to 3 months, or until such a time as the level of funding can be agree upon.
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POLICY STATEMENT
The County of Renfrew recognizes and values the important role of non-profit child care operators in
the provision of quality child care services for children and families in Renfrew County. Providing
ongoing support to this sector is a key focus of the General Operating expense category.

PROCEDURE
1.

2.

The purpose of General Operating Grant funding is to support the costs of operating nonprofit licensed child care programs in order to:
(a)

Reduce wait times;

(b)

Reduce fees for services;

(c)

Stabilize service levels; and

(d)

Where funds allow, improve access to high quality affordable early learning and child
care services for children and their families.

Child care operators are required to demonstrate that they are able to meet their minimum
wage and mandatory benefits requirements without operating funding in order to qualify for
General Operating Grant funding.
General Operating Grant funding is only available to support the existing licensed child care
operators in receipt of wage subsidy and wage improvement grants (2012). An expansion of
General Operating Grant funding may be considered only when funding equity has been
achieved within the existing system.

3.

Principles used to guide the General Operating Grant funding priorities while balancing local
needs are as follows:
(a)

Stabilizing and transforming the existing child care system to enable higher-quality,
consistent services;

(b)

Allocating funds equitably and with transparency;
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(c)

Increasing convenience and reliability for parents;

(d)

Supporting licensed Private Home Day Care (PHDC) agencies and strengthening the
licensed PHDC system; and

(e)

Supporting programs that serve children with special needs, as well as Aboriginal,
rural populations and Francophone children.

Key considerations regarding General Operating Grant allocations include:
(a)

Stabilizing child care fees;

(b)

Retaining qualified stable staffing;

(c)

Supporting quality programming;

(d)

Aligning with Full Day Kindergarten implementation; and

(e)

Supporting child care operators to expand programs for younger age groups by:
(i)

Mitigating higher operating costs for younger age groups (ages 0-3.8 years);

(ii)

Supporting the implementation of the Schools-First Child Care Capital
Retrofit policy (e.g. converting licensed child care spaces in schools for four
and five year olds to younger age groups);

(iii)

Prioritizing funding based on child care licensing history, financial history,
quality programming and viability of programs; and

(iv)

The capacity of programs to access funds through other means.

Allowable Expenses
(a)

General Operating Grant funding may be used for ongoing costs, including:
(i)

staff wages and benefits;

(ii)

lease and occupancy costs;

Social Services Policies and Procedures
SECTION:
Child Care Services
POLICY:
GENERAL OPERATING GRANT FUNDING
DATE:
REV. DATE:
COVERAGE:
FEB13/14
All Non-Profit Licensed Child Care
Operators
(iii)

utilities;

(iv)

administration;

(v)

transportation for children;

(vi)

resources;

(vii)

nutrition;
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(viii) supplies; and
(ix)
6.

maintenance.

Reporting Requirements
(a)

(b)

Operators in receipt of General Operating Grant funding must report annually on the
following through an annual General Operating Grant Review Package:
(i)

Number of full time equivalents supported with operating funding –
(Registered Early Childhood Educators, Director-approved program staff,
program staff without an RECE and non-program staff);

(ii)

Total licensed capacity;

(iii)

Total operating capacity; and

(iv)

Total operating funding allocated to:
•
salaries and benefits;
•
materials;
•
contracted services;
•
rent;
•
financial expenses; and
•
other.

Operators in receipt of General Operating Grant funding must report immediately on
the following:
(i)

Decrease to licensed capacity;
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(ii)

Changes to licensed capacity;

(iii)

Sale, transfer or potential closure of business operations; and

(iv)

Other as deemed necessary for the calculation of a Direct Operating Grant.

(c)

The County of Renfrew reserves the right to adjust calculations mid-year based on
changes to items identified in section 6(b).

(d)

The County of Renfrew reserves the right to calculate reimbursement of General
Operating Grant funding in the event of a sale or closure of child care businesses
without 60 days advance written notice as per signed County of Renfrew Service
Agreement.

Implementation
(a)

General Operating Grant may be based on the following factors:
(i)

Licensed Capacity: The number of children per age group the centre is
licensed for;

(ii)

Operating Capacity: The number of children the program is staffed for on an
ongoing basis, the operating capacity may be less than licensed capacity;
however, cannot exceed the licensed capacity;

(iii)

Points per Space: The number of points assigned to each age group;

(iv)

Number of Months: The number of months the program operates in a year for
each age group; and

(v)

The “Hours per Week Range” uses the following range numbers based on the
actual hours of operation of the program in a week:
•
•
•
•

If a program operates 1 to 9 hours/week, Range = 8
If a program operates 10 to 19 hours/week, Range = 4
If a program operates 20 to 39 hours/week, Range = 2
If a program operates 40 or more hours/week Range = 1
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The County of Renfrew reserves the right to adjust the calculation to an operator
based on:
(i)

Funding pressures;

(ii)

Service targets; and/or

(iii)

A percentage of the base budget as reported in the previous year’s audited
financial statement.

(c)

General Operating Grants for Licensed Family Homes may be calculated based on a
percentage of their annual expenses as reported in the previous years audited
financial statement.

(d)

General Operating Grants may be capped when the calculation exceeds more than
10% of an operators previous calendar year funding.

(e)

General Operating Grants may be frozen or the County of Renfrew reserves the right
to adjust the General Operating Grant base, giving consideration to future costs of
operations, funding availability and ability to meet service targets and service
demands.

(f)

The General Operating Grant funding formula will be flexible and reviewed
regularly.

(g)

The General Operating Grant funding formula may be adapted and/or changed to
reflect changes in Municipal and/or Provincial policy and legislation and/or
significant changes in local system needs.

(h)

The County of Renfrew may distribute year end General Operating Grant surplus
according to identified individual agency operating pressures that are based on:
(i)

Improving access to licensed child care in rural areas;

(ii)

Improving access to licensed child care in areas with centres demonstrated
declining or inconsistent enrollment; and

(iii)

Supporting viability of new licensed child care operators who are expanding
or relocating into schools.
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POLICY STATEMENT
The County of Renfrew recognizes that high quality child care programs are child-centered and
provide environments and experiences to engage children in active, creative and meaningful
exploration and learning.

PROCEDURE
1.

The purpose of Capacity Building funding is intended to support professional development
opportunities that build the capacity of licensed child care operators, supervisors, program
staff/caregivers, home visitors, home child care operators and non-profit volunteer board
members to support the provision of high quality programs for children ages 0 to 12 years.

2.

The County of Renfrew may deliver or provide directly professional development
opportunities per the allowable expenses to agencies such as:

3.

(a)

licensed centre-based and home-based child care operators, i.e. non-profit, directly
operated and for-profit;

(b)

non-profit agencies that provide early learning professional development (including
Special Needs Resource agencies); and/or

(c)

post-secondary institutions to develop and deliver early learning professional
development (e.g. certificate courses, workshops).

The County of Renfrew may deliver or provide directly professional development
opportunities per the allowable expenses to individuals working in these agencies such as:
(a)

child care supervisors;

(b)

program staff;

(c)

resource teachers/consultants;

(d)

supplemental Special Needs Resourcing staff;

(e)

cooks;
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(f)

home child care operators;

(g)

home visitors; and

(h)

other staff or boards of directors of licensed non-profit programs.

4.

Capacity Building funding is not intended to support licensing and compliance nor to support
or enforce licensed child care operator compliance with County of Renfrew Child Care
Service Agreements.

5.

Principles used to guide the priorities of Capacity Building funding for licensed child care
programs and/or non-profit agencies are for those that:

6.

(a)

have limited access to professional development opportunities;

(b)

have limited capacity in business administration;

(c)

require support in improving program quality; and/or

(d)

serve Francophone or Aboriginal children and families.

The County of Renfrew will have the local discretion to direct funding to support a range of
professional development opportunities and may include:
(a)

Opportunities that align with the Day Nurseries Act or other relevant Provincial
regulations and legislation (e.g., workshops, mentoring and coaching, networks that
are delivered in-person, virtually, etc.);

(b)

Opportunities that align with the six guiding principles outlined in Ontario’s Early
Learning Framework that promote reflective practice (e.g. College of Early
Childhood Educators leadership initiatives, post-diploma training programs, etc.);

(c)

Establishment of professional learning communities of practice to support early years
program staff;

(d)

Professional development opportunities related to child care program business
administration (e.g., budgeting, leadership, human resource management, policy
development, and board governance etc.);
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(e)

Professional development opportunities related to the health, safety and well-being of
children (e.g., nutrition, first aid, environmental health, communicable diseases, etc.);

(f)

Release time and overtime to support staff in participating in professional
development opportunities; and/or

(g)

Travel costs to support attendance at professional development opportunities
(municipal policies pertaining to travel and accommodation apply).

