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1. MISSION STATEMENT

The purpose of Cook's school Day Care Inc. s 10 meet the needs

of the children and families of Northumibberand County by providing
both home and centre-based early learning and child care,

as wel as, fraining and support services 1o the community .

2. HISTORY OF THE ORGANIZATION

1 935 Zook's school Day Care Inc., established on Daonforth Foad, Cobourg as g not-for-
profit childcare centre; the first rural childcare centre in the Cobourg area.

1 93 T Cook's Home Child Care Agency founded to meet the needs of families with infants
and families whose hours of school orwork could not be accommaodated within our
cenfre-based Program; before an individual may be accepted by our Agency asa
home childcare provider, the candidate must:

e Luccessfully fulfill all requirements, as outlined by the local Fire and Health
Departments.

we Consent to having and successfully pass criminal background checks conducted
by the Police Department and Children's Ald Society.

We Aoree to adhere to the Policies and Procedures of Cook's School Doy Care Inc.,
and the Doy Nurseries Act.

1 989 Wictoria College Square Doy Care, asecond centre-based Program created in

historical Victoria College, in Cobourg, to meet the ever-increasing need for
regulated child care in the Cobourg area.

1907 Cook's School Day Care Inc. becomes a registered charity; the Organization is able
to issue income tax receipts to the many Individuals and Businesses of this
community who generously assist this Organization through donations of money,
goods and services.

1905 Closure of Victoria College and purchase of the Knights of Columbus building on
Gueen Street in Cobourg; Victoria Park Child Care Centre is established to continue
to provide child care services to those fomilies within the Cobourg area. Cook's
Home Child Care Agency is housed within Victoria Park Child Care Centre.,

2005 After almost 20 years at the Danforth Road location, our Cook’s Centre is relocated
to 700 D Arcy street in Cobourg. Although the name for this division of our Program
bas changed from Cook’s School Doy Care to Cook’s Child Care Program, we hawve
maintained and added marny great staff and have been able to increase our
childcare spaces.

EOARD ORIENTATION MANUAL -3-
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An Executive Director, Registered Early Childhood Educators and Assistants operate
eqch Frograrm named under the incorporation. A voluntary Booard of Directors,
consisting of inferested parents and community members, administers the
Crganization, s awhole, The Ministry of Children and Youth Services licenses the
Frogrars of Cook’s School Day Care Inc. annually.

All parents are encouraged to consider becoming a part of the Cook's School Day
Care Inc. Board of Directors, which oversees and directs the operation of the
Organization.

All Earty Childhood Educdtors are registered with the College of Early Childhood
Educators of Ontario. Mary individual staff persons are active memiboers of the
Associgtion of Early Childhood Educators, Ontario, Allstaff is encourdaged 1o
participate in the continuows program of in-service training, as well as any Training
offered through outside sources. Professional advancement on an ongaoing basis
gssists the staff with remaining alert to the ever-changing needs of today's families.

The Centfre-based Programs are designed toserve the needs of children 15 months
to 12 years, while tThe Horme Child Care Agency provides service for those children
whio are 3 weeks to 12 yedadrs.,

We welcome ALL children who may benefit from our Frogram, Children are
encouraged to be themselses and have respect for others, We expect the parents
cndfor guardians to regd the operating policies in the Farent Hondlboook and any
supplernental notes and newsletters we may send horme from time to tirme, YWe urge
all parents o offer suggestions, cormments, constructive feedback, and moral
sUpport.

Cur Programs are licensed oy the Ministry of Children and Youth Services and comply
with the Doy Nurseries Act.

In order to accommodate the varied schedules of the farmilies we serve, we offer
flexible hours and days of care.

Through effective comrmunicationwith the children and farnilies of Northumberoand
County, we dre able 1o provide the high level of guality and wvariety of service they
expect.

3. PROGRAMS: vwwww.oocksdavoore.od
Executive Director: Lyrn Stubloings, RECE, ECE.C

E-Mail: stubbinos@cooksdoycare.cd

Administrative Assistant/Bookkeeper: Deblbie leschke

E-Mail: codmin@cooksdaycara.co

MNot-for Profit, Chartable Organization
Licensed by the Minstry of Children & Youth Services

EOARD ORIENTATION MANUAL -4 -
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CENTRE-BASED PROGRAMS

COOK'S CHILD CARE PROGRAM VICTORIA PARK CHILD CARE CENTRE
Supervisor: Lisa Smith, RECE Supervisor: Sharon Welsh, RECE

F00 D Arcy Street, Building 18, Unit 31 172 Queen Street

Cobourg, Ontario, K94 513 Cobourg, Ontario. K94 5Fé

Fhone: ($05) 372-4525 Fhone: ($05) 372-2143

Foe (905) 372-3227 Foe (905) 372-2441

E-Mail: cooks.on.darcy@cooksddycdre.cq E-Mail: vic.park@cooksdaycare.cd
Licersed Capacity: 73 Lcensed Capacity: 73

Program Highlights: Program Highlights:

Ages: 12 months - 12 years Ages: 12 months - 12 years

Hours of Operation: &:30a.m. - &:00p.m. Hours of Operation: &:30a.m. - &00p.m.
Dorys of Operation: Monday-Fridory Diorys of Operation: Monday-Fridory
(Closed all Statutory Holidoys) (Closed all Statutory Holidaoys)

Months of Operation: January-December Months of Operation: January-December
Subsidized Child Care: Yes Subsidized Child Care: Yes

Integration of Special Meeds Children: Yes Integration of Special Meeds Children: Yes
Wheslchair Accessible: Yes Wheeslchair Accessible: First Floor Only

Additional Information for Both Centre-Based Programs:

e Flexible hours to gccommodate the various schedules of children and parents.
e FUll prograrms and activities provided forschool holidorys.
e Enjoyalble, educationally stinmulating quality programs.

e Encourage ongoing parent and farmily involvyement to maintain positive
comrnunication and complerment child-rearing methods of families senved.

e Snacks and lunches prepared on premises and bosed on the Canoda Food
Guide.

e Professional advancernent and training are available on an ongoing basis for all
staff.

Additional Information for Cook’s Child Care Program:

e Close proxinmity to Legion Fields; Town of Cobourg bussing available for transport
to library, Victora Park, and Victoria Hall Concert Hall,

e STOff escort to 5t. Joseph's Separate School, C.E. Gummowy Public School and
Grant Sine Fublic School.

EOARD ORIENTATION MANUAL -5 -
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Additional Information for Victoria Park Child Care Centre:

e Close proximity o the library, Victoria Park, and Victoria Hall Concert Hall.

e Staff escort children to and from CLE. Gurmrmowy Public School; bussing o and frorm
51, Michael's Separate School,

HOME-BASED PROGRAM

COOK'S HOME CHILD CARE AGENCY

E.C.E. Consultant /Home Visitor: Heather A Court
172 Queen Street

Cobourg, Ontario, K54 5Fs

Fhone: (905) 372-5924

Fo (505) 372-2441

E-Mail: cooks.home@cooksdaycare.co

Program Highlights:

Licensed Capacity: 35 homes

Ages: 3weeks - 12 years

Hours of Operation: Flexible hours of care (full-tirme, part-tinne, extended hours, etc.)
Days of Operation: Days, evenings, overnight, weekends

Months of Operation: January-Decemtboer

Subsidized Child Care: Yes

Integration of Special Needs Children: Yes

Wheelchair Accessible: Yes (some hormes)

Additional Information:

e Standards outlined in the Day Nurseries Act are adhered to at all fimes.

e Homes are required to successfully complete anirspection by the local Fire
Authority.

e Supenyised (by a trained home visitor) guality care within a family setting (serving
Cobourg, Port Hope and surrounding areads).

e Eoch Frovider may care for up to five children in his/her horme at any one tirne,
including the Provider's own children up to the age of six (may not include more
than two children under the age of two or Three children under the age of three).

oo Allindividuadls (18 and owver) residing in the Frovider's home must successtully
complete a Children's Ald Society Client Informadtion REelease and Police Services
Crimninal Reference check.

e SOMmMe caregivers may provids care on statutory holidays.

EOARD ORIENTATION MANUAL -b-
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4. HOW THE WORK GETS DONE

Program & Home Child Care
Administrative Kitchen Staff Froviders, Persons
Assistant / Students Ordinarily Fesident in

Bookkeeper the Home

Volunteers

ECE Consultant
F Home Wisitor

Centre
SUpersOrs

Board
Maintenance

Frogram Falicy

Planning BOARD Development EXECUTIVE
Community Financial DIRECTOR
Relations Management f

+ X

Hurman
Hesources

Executive Director

s Erployee of and
responsible to the Board

e Acts on behalf of the
Board in day-fo-day

Ministry of management
Children » Wianages Supensisors,
Standing and and Youth Administrative Staff,

Program & Kitchen Stoff

Ad Hoco Services

Committees

Ministry of Children & Youth
Services

Consults on:

o Community Service Planning

s Program Planning & Bvaluation
s Financial Management

Standing Committees

s Deal with ongoing tasks [i.e.,
Personnel, Fundraising, Etc.)

Ad Hoc Commiltees

# Are time-limited and formed to

deal with o specific task [i.e., H_Qp_.rove.sj. . _
: = o Suitability for Licensing
Folicy Rewvisions, By-Lorn .
Eeguires:

Amendments, Etc.| o Accountability re: Legislafion
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5. FUNCTIONS OF THE BOARD OF DIRECTORS AND SENIOR STAFF

The Booard "directs" the business of the Organization. The Senior Staff, Executive
Director and Supervisor(s], are hired to "rnanage” the operation. The following items
define the differing and complementary roles of the Board and Staff. Refer to the jobb
descriptions of the Board Memtoers and Staff to obtain o more in-depth report of the
cuties and responsibilities of the positions.

QUESTION

BOARD MEMBER
RESPONSIBILITY

SENIOR STAFF
RESPONSIBILITY

What's our business?

To determine the services of
the Organization: home-
bosed, centre-bosed
childcare, providing support
services and fraining to the
Community.

To develop the desired
senvices; To rmanage the
doy-to-day operations of the
Crganization (staffing,
Training, fincncicl
ranagernent, etc.)

Whoat's our business
philosophy?

To determine the mission for
the Organization: Wy do

e exist? Who are our
clientse How dowe fit in the
Cormmmunity

To communicate the
Crgonization's philosophy to
clients, staff, and the
comrnunity and
dernconstrate it in operdtion
cnd rmanggement.

What are our business
boundaries?

To determine policies thot
needs o be inplace to
sUpport the objectives of the
Crganization; 1o determine
Creds for policy
developrnent: client service,
financial management,
FUrncIn resources
rnanagernent, comrnunity
relations, Board
rndintenance, etc.; to
Cpprove related
procedures.,

To mancdge creatively within
The policy boundaries;
cormrnunicate boundaries to
staff; to develop procedures
insupport of the policy and
ohilosophy of the
Crganization: Staff Manual
including procedures
pertaining to Behowviour
Manoagernent, Medication,
Sanitary, serious
Dococurrence,
Fire/Ernergency, Frogressive
Discipling, Crirninal
Eeference Cheacks,
Srievance, lliness,
Controvention of Policy;
Farent Handlbook; etfc.
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QUESTION

BOARD MEMBER
RESPONSIBILITY

SENIOR STAFF
RESPONSIBILITY

From where does the
operating dollars come?

To determineg the funding
soUrces; o determine
funding requirernents and
soUrces for long-range
planning; to approve the
cnnudl budget and funding
request documents; 1o plan
fundrdising efforts when
required.

To prepdre the annual
budget: to operate the
Crganization within the
budget: to prepare finoncicl
status reports for Board
informnction and action; to
[Drepore Necessany
docurnents to obotoin dollars
from funding sources.

Who manages the
Organization?

Hire gudlified and capatble
Senior Staff; allow hirn / her
To manage.

Manage within delegated
cuthority of the board; keep
the Board inforrmed of issues.

Who guarantees the future of
the Organization?

Ensure long range planning
OCCUrs; ensure recruitrment
cnd adequate orentation of
ey Boord Memloers; ensure
cdequdte insurcnce
coverage for licbilities.

Frovide professional input on
long-range planning efforts;
Cissist in orientation of new
Boord Memlers to the
Crganization.

6. THE BOARD MEMBER'S ... POSITION

JOB DESCRIPTIONS
ALL MEMBERS

Board Mernbers are legally and rmorally responsible for all activities of Cook's school

Day Care Inc., including:

1. Board membership, recruitrment of new memibers, as well os, providing
opportunities for Board developrment.

Frokh e b

Frogrars.

Flanning and evaluating short and long term goals.

Budget approval and review.

emissaries of the Organization in the community.

Setting and reviewing the Organization's Mission Staternent and Fhilosophy.

Ensuring the financial accountability of the Organization.

Ensuring adequate funds dre raised tosupport the Organization's Policies and

Fublic relations, which includes awareness tThat Board Memiboers are abwoys

EOARD ORIENTATION MANUAL
JUME 21, 2011




COOK'S SCHOOL DAY CARE INC.

g  Focilitating and mdintaining cooperdative actions with other Organizations.
& Ensuring that the Orgonization and its Boord meet all legal requirernents.

10. Ensuring that the Board and Organizational operdations are adequate and
dppropriate.

11. Ensuring strict confidentiality of all rmatters concerning the Organization.
12 Moking decisions on policy affecting the Corporation.
13, Managing the affairs of the Corporation.

14. Employving the General Manager (Executive Director) who shall be the Executive
Officer of the Corporation.

15 Appointing such comrnittess as may be necessary to accomplish tThe work of the
Corpordation.

16 Appointing auditors to review the accounts of the Corporation.

17. Ensuring that the Ministry of Government Services Annual Eeturns are filed within &0
days affer the anniversary date of the Corporation [ August 29).

18, Ensuring that the Chantable Status Annual Eeturns are filed within 40 doys after the
Corporation’s yvear-end (March 31).

PRESIDENT {CO-CHAIR]}

The Fresident is the Chief Executive Officer of the Corporation. In that capacity will:

1. Freside at all meetings of the Board of Directors and General Memibership.

2. In conjunction with the Vice-Fresident, Secretary, and Executive Directar,
prepadres the agendd for each rmeeting.

3. Confirm the rminutes of each meeting.

4. The President shall be an Ex-Officio Memiboer of all 5tonding and Ad-Hoc
Committees.

VICE-PRESIDENT {CO-CHAIR)
The YVice-Fresident shall:

1. Carry out such duties as prescribed by the Boord of Directors from time to fime

2 Be designated by the Board of Directors o assume the duties of the Fresident in
the President’s absence or inability to act.

TREASURER

The Treasurer shall:

1. Be responsible for ensuring accurdte aococounts

2. Shall present, in conjunction with the Administrative Assistant and the General
Manager, Financial Statements at the regular meetings of the Board of Directors
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3 Ferform other such duties as prescribed by the Board and s set down in the
_orporations Act.

SECRETARY
The Secretary shall:

1. kKeep minutes of all rmeetings of the Board of Directors and members

2. Carry out other duties as prescribed by the Board and as set down in the
Corporgations Act.

3 In conjunction with the President, Vice-Fresident, and General Manager shall
prepare the agendd for each meeting.

4. Accept and docurment notification frorm other memioers who will not e absent
from rmeetings

The minutes of Board of Directors’ meetings shall be made available to the Officers
and Directors at least one week prior 1o the next scheduled meeting. The minutes of
the Annual Generdl Meeting or Special Meetings of the Memibership must be
crvailable within one month following the meeting date.

REQUIREMENTS OF THE POSITION

Willingress to:

1. Demorstrate interest in the Organization's service goals.
2. Eepresent and advocate for not-for-profit child care.

3. Expond one's knowledge of Board responsibilities through ongoing education
cnd/for training.

4. Eepresent the Organization in the cormmunity.
5 Attend and participate in dll scheduled and special meetings.

6. Frepadre for meetings: reviewing minutes of the previous meeting and the agendd
and dll pertinent information supplied in preparation for the meeting.

7. Frovide sufficient notification to the Secretary (minimum 24 hours) when it is
necessary to be absent from a scheduled or special rmeeting.

2 Dernonstrate respect for the input and opinions expressed Dy other memibers of
the Board.

TIME COMMITMENT
Eegular Board Meetings:  Once per month; approximdtely two (2] hours each
Comrmittee Meetings: As required and determined by the Committee

Special Meeting: As needed (i.e. training, developrnent, etc.)
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ELECTION OF OFFICERS

A Farlicrmentarion s gppointed to conduct the election of officers during the Annual
General Meeting.

All positions are vacdated at the Annual General Meeting. Directors will bbe elected o
the Boord of Directors at the Annual General Meeting following nominations from the
floor. Any personwho cannot be present during the Annudl Generdl Meeting must
declare his/her intentions, inwriting, pertaining to standing for o position on the Board
of Directors. This written declaration rmust be available to be read by the
Farliarmentarian during the Annudl General Meeting.

The Pariarmentarian is responsible for presenting the Slate of Officers for approval oy
the membership. If deermed necessary, The election/appointment of new members
to the actual positions to be filled moy be deferred to the first meeting of the new
Board of Directors.

If not deterrnined by vote during the Annual General Meeting:

we The naw Board of Directors shall elect the Fresident Aice-Frasident of the Board
from the Slate of Officers approved during the Annual General Meesting, at the
first Board rmeeting following the Annual Generdal Meeting.

e [From the Slate of Officers presented during the Annudl General Meeting, the
Board shall appoint the Tredsurer, Secretary, and Directors at the first meeting of
the new Board of Directors, following the Annuadl General Meeting.

7. THE BOARD MEMBER'S ... COMMITMENT, OBLIGATIONS AND
RESPONSIBILITIES

The affdirs of the Corporation shall be adrinistered by the Board of Directors who
oy exercise all such powers and do all such acts and things as may be exercised
ond done by the Corpordation not othenwise expressly provided for in the Cook's
School Day Care Inc, Constitution and By-Laws, or special resolution of the
Corporcation, or by statute as required to e done by an Annuadl General Meeting.

Every Director and Officer of the Corporation shall exercise the powers and discharge
the duties of his/her office honestly, in good faith, in the best interest of the Corpordtion,
and in connection, therewith, shall exercise the degree of care, diigence, and skilthat o
recsonably prudent person would exercise in comparable circurmstances.

CONFIDENTIALITY

Board Mernbers howve a duty to protect the confidentiality of army information
received by the Board of Directors and to ensure that all such confidential
inforrnation will only be used as authorized.
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DISQUALIFICATION/TERMINATION

Should a Director be absent from three corsecutive rmeetings of the Board of
Directors, she/he shall cease o be a Director of the Corporation, unless the Board of
Directors consider that there are extenuating circurmstonces and the place of the
Board Mernber so absenting herself/hirnself shall be considered wacant unless the
Board decides othenwise.

A Director of the Corporation can be removed from office by two-thirds vote cast at a

Board or Special Meeting.

A mermiber shall be ineligible for office and the office of o Director shall be vacoated
Upon the ococurrence of any of the following events:

1.

1.

1.

1.

If the memiboer obtains an unsuccessful crirninal reference check with Fort Hope
Folice Services and/or the Children’s Aid Society.

If O receiving order is rade agadinst her/hirn or if shefhe mokes an assignment
under the Bankruptoy Act.

If ary order is made declaring her/hirm to be mentally incompetent, orincapatble
of managing her/his affairs.

If, by motice, inwriting, 1o the Board of Directors, she/he resigns herfhis office and
such resignation, if not effective immediately, becomes effective in accordance
with its Terrs.

LEGAL RESPONSIBILITIES

e To adhere 1o the legislation that applies to your operdation.

e To honour your contracts [ legal agreerments for service with the cormmunity, the

rnunicipality, and the Ministry of Children and Youth Services.

e To Owvoid mismanagement, non-mandagernent and conflict of interest problems.

As d policy-rnaking Board, you dre not involvyed with the doy-to-day client contact,
staff supervision, facility managernent, or handling of cosh. And yvet, yvou dre legally
responsible. How do you protect vourself frorm legal actions

1.

Become"incorporated'.

The corporation is aseparate legal entity distinct frorn its individual memibers. It
hios The capadcity to own property, tosue and be sued, and gives lirited liatility
protection toits rmembers.

Ensure adequate policies and procedures are in place for.

e Personnel / humon resources mandgement
e Bodrd operdation

we Client service

e Fnancial monagement

e The agency (i.e. purpose, philosophy)
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3 Ensure"complete' contracts, legal agreements.

REesponsibilities of the agency and contracting party are spelled out, The contract
is dated and signed by both parties. The contract terms are followed.

4. Have adequate insurance. Insurance needsshould be reviewed annually.

The Day Nurseries Act requires cormprehernsive general liability coverage and
personal injury coverage, including, where applicable, coverage for all wehicles
owned by the agency. Other coverage is required for buildings and eguiprment.
Workers' Compensation is optional. Bonding for staff handling substanticl
guantities of agency cash is optional. Each legal agreement sets out the
expectations in this regard.

5. Follow appropriate and established financial procedures.
6. Establish a relationship for legal services.

This gives the Board O lawyer readily awvailable to provide legdl advice in
developing policy as well as responding to problem situations.

7. Perform yourrole as Directors with the best interests of "the Organization' in mind.

LIABILITY

Ewvery Director and Officer of the Corporation and Heirs, Executors, and
Adrninistrators, and estate and effects respectively, shall be indermnified and soved
hiarmless by the Corporation from and against:

e Ay licbility and all costs, charges, and expenses That she/he sustains or incurs with
respect to amy action, suit or proceeding that is proposed or commenced agdinst
Fierfhim with respect to anything done or permitted by herfhirnwith respect 1o the
execution of the duties of her/his office.

e All costs, charges, and expenses that she/he sustdins or incurs with respect 1o the
affairs of tThe Corpordtion, except such costs, charges, or expenses ds are
occasionad by herfhis willful neglect of defoult.

e No Director or Officer of the Corporation shall be indemnified by the Corporation
with respect to any liability, costs, charges, or expenses that she/he sustaing or
incurs inwhich she/he is adiudged o be in breach of ary duty or responsibility
imposed upon her/him Dy low unless:

# |Inan action brought against her/hirn in her/fhis capacity as a Director or
Officer.

# She/he haos achieved cormplete substantial success os a defendant.
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LIMITATIONS
Mo Officer of the Corporation shall hold rore than one office at any given time.

Ay possible conflict of interest on the part of a Director shall be disclosed to the
Board of Directors. When any such inferest becomes o rmatter of Board action, such
Director shall not wvote or use personal influence on the rmatter, and shall not be
countedin the quorum for a meeting at which Board action shall be taken on the
inferest, The Director may, however, briefly state a position on the matter and answer
pertinent questions of Board members. The minutes of the rmeeting, outlining all
dctions taken, shall cleary reflect that these reguirernents howve bbeen met.

POWERS OF THE BOARD OF DIRECTORS

The Board of Directors may, from tirme to tirme:

e Borrow money upon the credit of the Corporation (i.e., mortgage).
e [ssuUe, sell, or pledge securities of the Corporation.

e Assign, fransfer, convey, hypothecate, mortgage, pledge, charge, or give
security on all or any of the real or persondl property of the Corporation, 1o
secUre any securities or any money borrowed or other delbot, or any other
obligation or liakility of the Corporation; insuch armounts and insuch ferms as the
Board of Directors ray deern expedient.

REMUNERATION

The Directors shall serve, as such, without remuneration, but shall be entitled to
reimbursernent for expenses That hove been properly incurred and previously
approved by the Board of Directors.

SIGNING OFFICERS

Twyo signatures are required on all cheques and legal documents. The Signing
Officers of the Corpordtion shall be any two of the following:

e President (Co-Chair)

e Vice-President [ Co-Chair
e Secretary

e Treqsurer

we Executive Director

we Administrative Assistant

The Fundraising Chairperson is granted approval to be the second signatory on
cheques/docurnents relating only To fundraising activities and events.
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TERMS OF OFFICE

3 Year Termn of Office

YVice-Chair 1 year ferm

Chair 1 year ferm

Fost Chair 1 vear term

Individual elected to Vice Chair position will commit To a3 year term as
outlined above.

2 Year Termn of Office

Trecsurer 2 vyedr terrm

Individual elected to Trecsurer position will howe working knowledge of
finance and reporting and will commit 1o O 2 year term.

1 Year Term of Office
Secretary 1 yeadr terrn
Directors ray be elected for o minirmurm of 1 year term.

Maoximumm Term of Office

An Officer/ Director shall be eligible for re-election to the Board of Directors for o
rcxinniunn of nine years.

VACANCIES

The Board may fill vaconcies on the Boord of Directors for the rernainder of its term if
the rernadining members constitute o guorum. Othenwise, a Generdl Meeting will be
called to fill the vacancies.

8. THE BOARD MEMBER'S ... ELIGIBILITY

& Director shall:
e Be Ot least 18 vears of age.
e Be o memberin good standing.

e Not be an ermployes or contract position of the Corporation nor a family memiber
of an employees or contract position of the Corporation.

9. BOARD COMPOSITION

The Board of Directors shall be cormprised of not less than eight (8] and not more than
sixteen (14]) rmermbers to be nominated and voted on by the general rmermlership.

The General Manager (Executive Director) will be an Ex-Officio, non-voting member
of the Board of Directors. A minimum of one third of the voting Directors shall be
Parents or Guardians currently using the service.
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The Officers of the Corporation shall be:
e Fresident (Co-Chair)

e Vice-President [ Co-Chair)

we Treqsurer

e Secretary

we Ceneral Manager (Executive Director)

10.  FIRST MEETING OF THE NEW BOARD OF DIRECTORS

Each newly elected Board ray, without notice, hold its first meeting for the purpose
of the Organization and the election and appointrent of Officers inmediately
following a meeting of memtoers at which such Board is elected, provided that o
cuorurm of Directors is present.

11. MEETINGS OF THE BOARD OF DIRECTORS
ATTENDANCE AT MEETINGS

Non-Board memibers, including staff, moay attend meetings of the Board of Directors,
s the Fresident Aice-Fresident shall invite, on the approval of the Board.

CALLING OF MEETINGS

The schedule of the annual meeting dates will be set by the Fresident Aice-Fresident,
with the approval of the Board of Directors, and circulated with The minutes of the
first rmeeting of the new Boord of Directors following the Annual Generdl Meeting.

Motice of every specical meeting so called shall be given to ecch Director not less
than forty-eight (48] hours before the time when the meeting is To be held, except
that no notice of a meeting shall be necessary if all Directors dre present orif those
gbsent hove waived notice of or otherwise signified their corsent to the holding of
such rneeting.

Special Meetings of the Board of Directors may be called at the request of the
President/Vice-President or on the written request of at least four Board members.
The matterto be considered shall be clearly stated, and no other business shall be
transacted at that time.

DATE, PLACE, TIME OF MEETINGS

Meetings of the Board of Directors may e held at the Head Office of the
Corporation or at any such place the Board of Directors moy direct. The Board wyill
hold O minimnurn of six (&) regular meetings per yvear and shall appoint a date, place,
and tirme, for such rmeetings.
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DEBATE

Each rnotion that is deboated receives ten minutes of debate. The mermber initiating

the rmotion speaks first. The Chair asks for o rebuttal. Al rmemibers wishing to speck

dbout the motion recerve the opportfunity to speck before any one member spedks

for asecond time.

IN-CAMERA/EXECUTIVE SESSIONS

IM-Carmerd Sessions, also known os Executive Sessions which are o comrnon point of
order during board meetings, where information is provided that is not reflected in
the regular rmeeting rminutes, and not available to the public. Sorme Topics tThat rmoy
be discussed during In-Carnerd Sessions include personnel decisions, financial
decisions that rmust e kept secret (for example, where an organization is
contemplating purchasing land but does not yet waont the public to know about the
cdetdils) or other sensitive issues related to the organization.

AT the request of an Officer or Director of the Board, anIn-Carmera or Executive
Session” may e called.

Members do not hove the right 1o attend In-Carmerd or Executive Sessions of the

Board. Bvenso, Boards must keep memioers informed atbout the generdl nature of
their In-Carmerd or Executi/e Sessions.

MOTIONS

About Motions

Purpose of Motion

To Enact Motion

hain Motion

To take action on behalf of the
odhy

debatable; requires majority
vote

Adjourn

end the meesting

not debatable:; immediately
vioted upon and requires
majority wote

Call for Orders of the
Doy

asks to stick to the agenda

not debatable: requires 1/3
majority to sustain

Call to Question

closes debate and forces wvote

not debatable: reguires 2/3'
majority wote

Motion to Limit or
Extend Debate

limits or extends debate

not debatable: requires 2/3'
majority wote

Faoint of Order

is O question about the process
or a particular motion

automatic if granted by
Chiair

Foint of Information

to ask about the process ar
particular motion

Automatic
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requires 2/3's majority wote to

Motion to Rescind to change the results of awvote .
revverse results of earliervote

Motion to Suspend the||suspend formal process for a debatable and requires 2/3's
Rules short period majority wote

PARLIAMENTARY PROCEDURE
The Pariarentary Authority for the Corporcation shall be Roberts Rules of Qrder,

QUORUM

A quorum for the transaction of business at any meeting of the Board shall be the
rgjority of the voting memitoers (507 + 1).

VOTING

Majority vote is more than half of the members. 2/3's vote is more 2/3s or more of the
rnemibers. Be sure 1o announce what is being voted on bbefore the vote.

At al meetings of the Board of Directors, every question shall be decided upon by O
rgjority of votes cost on the question.

Allvotes at any such meeting shall be taken by ballot if so dermanded by anyone
present whois eligible to vote. If no demand is made, the vote shall be takenin the
usualway, by a show of hands.

12.  MINUTES OF MEETINGS

Records of each Board of Directors', Annudl General, or Special Meeting shall be

kept and mdaintdined by the Secretary of the Corporation. These minutes are 1o be
rade available to each Director of the Corporation. Eefer to the Secretany’s Job
Description regarding the acceptable tirme frames for distribution of rmeeting rminutes.

IN-CAMERA/EXECUTIVE SESSIONS

1. Noted in General Meeting Minutes. The minutes of the general meeting must
record that the Board went into Executive Session, what wos discussed and the
outcome of tThat discussion, For exarnple, tThe general minutes of the meeting should
record that the Board went into dn In-Carmerd or Executive Session to review The
generd ranager’s contract or 1o discuss possible litigation agdinst an owner for a
specific viclation. In addition, the minutes should reflect the cutcome (e, O new one
vedr contract was approved for the general manager; the Board voted to file suit
agdinst an owner for the particular breach, etc.).

Z. In-Camera or Executive Session Minutes. The Boord must mdintdin separate
rhinutes of the In-Carmerd or Executive Session tThat go into more detdil and reflects
the deliberation and recsoning behind whotever action the Board took in In-Carmerd
or Executive Session. For example if the Board were to discipling the generdl
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manager, dive tThe manager A warning, or change the terms and conditions of the
contract, separate minutes should be written which reflect in more detail whot
occurred in the meeting. For example, the In-Carmera or Executive Session minutes
wolld reflect that the Board expressed dissatisfaction with the manager’s
performance and gave the manager a written warning that failure to resolve
personnel problems involving tardiness and abbsenteesism of The security personnel
and failure to keep expenses within budget would result in the manoger’s dismissal.
Furthermore, the Board renewed the rmanager’s one-vear contract but under the
following terms and conditions: .. ." More detailed In-Camerd or Executive Session
rminutes provide protection for the Board. [T shows that the board acted resporsibly
ty deliberating on issues before making o decision. Boards should not tape record
their meetings.

3. Approval of Minutes. In-Carmera or Executive Session rminutes may be approved at
the Boord's next open meeting or In-Carmerd or Executive Session. Howewver, The risk
of open-rmeeting approvals is that the Board may need to discuss corrections or
revisions to the minutes that could result in the exposure of confidences and/for
wiiver of attormey-client privileges. 11 is recormmended that approval of Executive
Session minutes should be done in Executive Session.

4. No Distribution of Minutes. Minutes of In-Camera or Executive Sessions should MOT
e distributed to the rmermbership.

13. CONFLICT OF INTEREST
OBJECTIVE

Effective not-for-profit governance depends on deliberate, thoughtful, and fair
decision-rnaking by Board rmermbers. The ability 1o make good decisions is sometimes
affected by other interests - personal or professional - of individual Boord and
committee memibers.

Cne cannot eliminate conflicts of interest - they are a regular part of organizational
and persondl life. The objective of this policy is to permit Cook's School Doy Care [nc.
o rmanage potenticl conflicts of interest successfully, when they do occur, in regarnd
to Boord and committes members.

DEFINITION

A conflict of interest arises when a person able to influence a decision, whether by
officialvote or mordl and/or intellectual persudsion, is liable o gain:

e Some personal advantage from the outcorme of the decision inwhich they are
irvohved, andfor

e Some advantage for an organization withowhich the individual is directly involyed,
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A conflict of interest also arises when an individual Board or committes memler’s
outside duties, interests or obligations oy or do differ fundarnentally frorm his/her
obligations s o memiber of the Board, a committee orworking group of Cook's
school Doy Care Inc..

ASSUMPTIONS

1.

Mo Board or committee member shall use his or her position, or the knowledge
gained there from, insuch a manner that a conflict between the interests of
Cook's School Day Care Inc. and his or her inferests arises, but is not disclosed.

Whien functioning s o Cook's School Doy Care Inc, Board or committes memioer,
ecch person hos o duty 1o place the interest of Cook's School Day Care Inc.
forernost in any dedlings with Cook's School Doy Care Inc, and has o continuing
responsibility To comply with The reguirerments of this policy.

Board and committees members are not eligible for employrnent or service
contracts with Cook's School Doy Care Inc. during their tenure. If o Board or
committee memiber wishes 1o apply for o permanent position at Cook's School
Doy Care Inc., hefshe must irmmmediately withdraw fromn active parficipation on
the Boord or committee. If the Board or cormmittee memiboer is the successiul
condidate, hefshe must resign from the Board or committes upon accepting the
position.

Any Board or cormmittes memiboer who becormes aware of a potential conflict of
interest with respect to any matter coming before the Board, committes or
working group shall rmake this potential conflict known irmmediately it any
discussion relating to the matter.

Decisions taken by the Board, comrmittess orworking groups, regarding the
rnanagernent of a conflict of inferest, must not only e fair, they must be seen 1o
tbe fair.

PROCEDURE

When any person identifies an actual, perceived or potentical conflict, the following
action roust bbe token:

1.

The Board or committee memioer identifies the actual, perceived or potential
conflict;

The Board or comrmittese memier must fully disclose the conflict to the
Chdairperson and, where appropricate, to all Boord or committee members;

The Chairperson shall develop an appropriate response, including where
necessary, disqualification frorm voting and discussion and any necessary remedial
action. For exarnple, if avote may have been affected by o previously
undeclared conflict of interest, it may be necessary to hold that vote again.

Where g potential conflict of interest is identified, the following options moy e
considered and combined os appropricte:
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<] The Booard or committee rmermber with the conflict should not be involyed in
any aspect of the decision making process.

] He orshe may be present and/or participate in discussions but refrdin from
vioting.

<] He orshe will absent hirm or herself from any discussions in connection with the
rnatter in question.

d] He orshe may participate ininitial discussions and then be asked to leave for
further discussions before the vote.

The Board, committees or working group must agree in majority on the option or
combindtion of options to e taken in any given conflict of interest situdtion.

5 Any Board or committes member may ask for o decision 1o be taken by secrat
Lallot when dealing with o matterwhere there is g conflict of inferest.

6. The official minutes of the rmeeting must record the potenticl conflict of interest
and how it was avoided and/or dedlt with.

7. When there is A failure to agree onwhether g conflict of interest exists and/or hiowy
it is to be managed, the Chairperson (or if the potential conflict of inferest involves
hirn or her, the vice-chairperson] may seek legal counsel.

COMMON SENSE PROVISION

The application of any part of this policy shall rely hedwvily on the common sense of
the group as awhole, Conflict of interest circurnstances vary and the judgement and
flexibility of the Board, cormmittee orworking group must be presenved.

EXAMPLES
Some exarnples of situations that maoy indicate a conflict of interest are:

e YWhere O Boord or committee member is in a position o influence the creation of
employment or g service contract and then becomes o candidate forsuch o
position or confract.

e YWhere g member of the Board or committes influences the selection of o supplier
of goods and/or services and the member has an ownership interest in that
supplier.

e YWhere O Boord or committee member uses Cook's School Doy Care Inc.’s name
ond resources for persongl benefit.

e YWhere O Boord or committee member could influence the giving of o grant, funds
or project approval that would benefit hirn/her or an organization hefshe is
CEsociated with as g staff or volunteer.
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14. COMMITTEES

The Board of Directors may strike any such Committees, as the Board deerms
necessary (i.e., Health and Safety, Folicies and Frocedures, Fundrdising/Bingo,
Fersornel, etc.).

The Committees will be empowered to moke recomrnendations o the Boord of
Directors.

At least two (2) and not more than four (4) Board Members must sit on each
Committee of the Board. The President or Vice-President shall be an Ex-Officio
Member of all Standing and Ad-Hoc Committees.

15.  AMENDMENTS TO CONSIITUTION AND BY-LAWS

Armendrments to the Cook's School Day Care Inc. Constitution and By-Laws rmust be
passed by two thirds vote of members present at the Annudl Generdl or Special

Meesting.
Froposed amendments roust De:
e Fostedin each facility of the Corporation.

e EBrought o the attention of the Memibership, and copies must be maode awvailable
a5 requested, at lecst thirty (30) days before the Annual General or Special
Meeating.

16. DISSOLUTION CLAUSE

In the event of the dissolution of the Corporgation:

we Al assets purchosed with the assistance of the Ministry of Cornmunity and Socicl
Services will be donated to Mot-for-Frofit Organizations.

we Al proceeds and assets purchased with the proceeds of Nevada and Bingo
fundrcisers will be donated to Not-for-Profit, Charitable Organizations.

17. LICENSING

The Ministry of Children and Youth Services: Central Eost Eegion, Licensing and Support
Services license all Cook’s School Day Care Inc. Frograms.

HEAD OFFICE PETERBOROUGH OFFICE WHITBY OFFICE

445 Davis Drive, Suite 301 280 George Street North, 20 Floor 1400 Hopkins Street
Newmarket, Ontario Peterborough, Ontario Whitlky, Ontario

L3Y 779 K9H 7E7 LTM 2C3

Fhone: 1-877-869-6658 Phone: 1-800-£43-8540 Fhone: 1-800-722-1194
Fope [905) £95-6804 Fope [705) 743-7798 Fope [905] &65-1043
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A Prograr Advisor of MOCYS for the purpose of renewing each Prograrm’s licence
conducts an annuadl licensing wvisit of each Frogram.

LOCATION LICENCE EXPIRY DATE
Cook's Child Care Frogram August 31
Wictoric Fark Child Care Centre January 31
Cook's Home Child Care Agency June 13

*Dates subject to change at the discretion of the Ministry of Children and Y outh
Senvices.

18. FUNDING

Mo rmoney is received on a regular basis to support our Programs. Cook's school Doy
Care Inc. relies on Parent Fees to meet its operating budget and fundraising efforts to
offer program enhancements (field trips, prograrm matericls and supplies, etc.).

Wage Subsichy and Poy Equity funding is received to assist with enhancing the salaries
of employees. A Frovider Enhancement Grant is received to assist with the payments
rnade for service to contract positions. Ongoing receipt of these funds is not
guaranteed.

Some families are eligible to receive fee assistance through the County of
MNorthumberond, the Children’s Aid Society, and other organizations. Coolk’s School
Doy Care Inc. subrmits an invoice To the supporting agency for payrent on o
ronthly bosis.

Health and safety Funding is sometimes available through the County of
Northumberond to assist with hedlth and safety-related repdirs, replacerments and
renow ations.

Fundrdising profits represent asignificant portion of the annual budget. Cook's must
raise approximately $25,000.00 peryear. Fundraising activities include sponsoring
regular bingo events (Bingo Country North)], Mevada ticket sales (Mr, Comvenience -
Baltirmore], sunsweet Fundrdising Inc. (sdles of condy, novelty iterns, etc.), and varous
raffles, drows, etc..

19. CONIRACTS

Cook's School Doy Care Inc. holds o Furchase of Service Agreement with the County
of Northumibzerloand to allow the Prograrns of the Orgonization to provide care for
farnilies who require fee assistance.

Cook’s School Day Care Inc. holds o contract with Northurnibberland Child
Developrnent Centre, as reguired and when approved, to obtain enhanced staffing
funding.

Cook's Homme Child Care Agency holds a contract with all Cook's Horme Child Care
Froviders o provide care for children in their homes.
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20. AFFILIATIONS

Cook's School Doy Care Inc. is a member of the Ontario Codlition for Better Child
Care and the Conadioan Child Care Advocacy Association. Maory individucl staff
rnembers are mermbers of tThe above and the Association of Early Childhood
Educators, Ontario.  All Early Childhood Educators are required by lowy to mdintain
active rmembership with the College of Early Childhood Educators.

All Prograrms work closely with:

e The Northumiberland Child Developrnent Centre to ensure that supports are
provided for the children with extra needs who are enrclled in the Frograms.

e The Health/Fire Departrments (regular inspections to ensure health and safety
recsures are adhered to by the Frogram; resources, etc.).

e ocal Police services/Children's Aid Society (crimminal background reference
checks of prospective Staff and Home Child Care Providers).

e Ay and all groups and/or agencies offering support and training for children,
parents, and staff.

e The kowartha, Fine Ridge District Health Unit to keep abrecst of all health issues
affecting the operation of the child care prograrms.

e Northumberlond County Collection Services to assist with fee recovery pertaining
o unpdid fees for service.

21. ROLE OF THE MINISTRY OF CHILDREN AND YOUTH SERVICES

The Ministry of Children and Youth Senvices Ared Offices dre responsible, oy
legislation, for the protection of children, support to farmilies, compliance with the
Doy Murseries Act, and the appropriate use of public funds in cormmunity social
service work, As a part of this responsibility, the Areg Office issues and monitors
licences for nursery schools, childocare centres, and home child care agencies. To
receive alicence, Organizations rmust conforrn 1o the Doy Nurseries Act and
Fegulations. Inforrmation and consultation on program developrnent, legislation and
specidl child care programs { Exarnple: special needs) are offered by the Ministry of
Children and Youth Services. The Ministry is also responsible for provincial policy
developrnent and the preparation of legisiation relating o childcare.

22. LEGISLATION THAT MAY AFFECT YOUR BOARD'S OPERATION

These are not alkinclusive lists, but refer o legislation rmost often used.

Service Related

e Doy MNurseries Act
e Ministry of Children and Youth Services Act
e Child and Farnily Services Act
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we Freedom of Information and Frotection Act
e Hozardous Froducts Act

©e Corpordtions Act

e Corsumer Protection Act

Employment Related

e Ernployrnent Standards Act

o= Hurnan Rights Code

we Freedom of Information and Frotection Act
e Poy EQuity Act

Copies of the above are available from:
Ontario Governrment Bookstore

&80 Bay Street

Toronto, Ontano

M7 A THE

1-800-248-7 540

Frices vary depending on the Act, Mail orders provided,

23. THEDAY NURSERIES ACT

To followy is The main legislation or law that affects licensed services provided through
vour Board. [T is divided into two parts:

The Agt states the law and gives authority for raking Reguictions.

The Reguiations provide the fine-tuning detdil to make the Act work. QOccasionally,
Reguigtions are changed to make improvements.,

Under the Day Nurseries Act, the Reguictions outline specific details and practices
that rmust be adhered to for o doy nurseny 1o operate and be licensed. Some of the
specifics of the Regulations follow, For full information, refer directly to the Day
Nurseries Act, located within the office of each Frograrn.

ACCOMMODATION AND BUILDING

Floy activity space of at ledst 2.8 square meters of unobstructed indoor play space
for eqach child on the licensed capacity of the day nursery, A day nursery tThat has a
program for & hours or more in a day requires space designated for:

e odting and resting
e The preparation of food

e storoge for beds and linens
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e O staff rest ared
e storcge for outdoor ploy equiprnent

we Office areq

BEHAVIOUR MANAGEMENT

There are written Policies and Frocedures with respect 1o discipline. The policies are
reviewed with all Staff/Providers SStudents upon commencement of employment,
contract or placerment and annually, thereafter.,

CALCULATION OF PROVINCIAL GRANTS

This section of the Act outlines the steps required in presenting o doy nurseny's budget
cnd the approval process when applyving for govermment grants. Grants may e
received reldtive to children and pdrents inneed, children with special needs, children
served by a ndtive band, and for start-up costs (buildings, furnishings and equiprment).

ENROLLMENT AND RECORDS

All records (with the exception of Financial Eecords, which are kept for seven yvears)
dre kept for two vears. Eecords include such iterms ds: enrcllment applications and
personal information regarding o child (history of immunization, cormmunicatle
disecses, medications administered, diet, efc.).

EQUIPMENT AND FURNISHINGS

Flay equiprnent and furnishings rmust be adeguate 1o serve the licensed capacity of
the day nursery and meet the needs of the children enrclled.

For each child under 18 months of age in an approved home childoare situgtion, a
cradle or crib that cornplies with the Hozardous Products Act must be provided.

FINANCIAL RECORDS AND RETURNS

Al Finoncial Records are to be kept for at least seven years. Ministry reporting
requirerments are outlined in the Doy Murseries Act.

FIRE SAFETY AND EMERGENCY INFORMATION

The local Fire Departrnent approves written procedures, including the
Staff's/Provider’s duties during an emergency. The information is posted in a
conspicuous place within each playroom of each Frogram. A fire drill is conducted
at lecst once per rmonth in each Child Care Centre and Horne Child Care setting.
Anup-to-date list of emergency phone numters, including 211, if available, the Fire
Departrnent, Folice, Ambulance, Hospital, Foison Control, and Toxi Services are
posted adjacent to the telephone.

HEALTH AND MEDICAL SUPERVISION

A doily written record that indicates any incidents affecting the health, safety, or
wel-being of the Staff/Froviders or children, is maintained. There are written Folicies
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cnd Procedures with respect to Sanitary Procedures. A first Qid kit and manual are
readily ovailable at all timmes. Al drugs and medications are kept in alocked
container, out of reach of the children. All children are immunized s recornmended

oy the Ministry of Health.
HEARINGS

Where dlicence is being denied, revoked, orissued on a conditional basis, either the
gpplicant or the licenses is entitled to regquest o hearing by the Child and Farmily
Services Review Booard (Child and Family Services Act, 1984, P1.9). This section of the
Act detdils the process.

The above are only some of the Eegulations in the Day Nurseries Act. Refer to the full
documment for cormplete information.

INSPECTION

The local Health Department conducts regular inspections of the day nursery
premises. The Fire Department conducts inspections only when there hove been
rodifications to the day nursery building. Home Child Care settings must successiully
pass d fire inspection prior to children being placed in care, The Home Visitor
conducts regular hedlth & safety inspections of the homes (minimum rnonthily]., Any
report rnade by the local Medical Officer of Hedlth or Fire Departrment must be kept
on file for at least two yvears. A copy of allinspections is forwarded To the Ministry of
Children & Youth Services.

INSURANCE

Cook's School Doy Care Inc. carries $5,000.000.00 cormprehensive General Liability
coverddge, including personal injury, and Automobile Liatility coverage of non-
owned autos used in an emergency situdtion.

LICENSING AND APPLICATIONS

The Ministry issues licences and renewals for o maximum of oneyear, Thissection of the
Act outlines the steps, forms and costs involved in the process.

NUTRITION

Menus are posted for at least the current and the following week., Copies of the
surnmer and winter menus are provided in the childcare centers’ Farent Handbook.
Menus are planned according to the Conada Food Guide and rotate on a five-
week Dhasis.

ORGANIZATION AND MANAGEMENT

This section identifies the responsibilities of the operator (Board) s prograrm and
financial managernent and personnel administration. T allows That the Board for this
role moy appoint a person.
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PLAYGROUND

5.6 square meters dre required for each child on the licensed capacity of The day
nurseny; ground level ond adjacent 1o the prermises; fenced o g minimum height of
1.2 meters (4 feet) when used by children under & vedrs of age; local municipal

requirerments moy appby.

PROGRAM

A doily program plan is posted and availdble to parents that include:
e group and individudl activities

e CCtivities designed to promote fine and gross motor skills, language and cognitive
skills, social ond emotional developrment

e CCtive and quiet ploy
e oUTdoor ploy

STAFF NUMBER AND GROUP SIZE

The number of employees is determined by the ratios set out in the Doy Murseries Act.
Staffing is based on number, ages and needs of the children in care. Eefer to
Schedule 3 below.

DAY NURSERIES ACT - SCHEDULE 3 (7.3.72.)
RATIO OF EMPLOYEES |MAXIMUM NUMBER OF

AGE OF CHILDREN IN GROUP TO CHILDREN CHILDREM IN & GROUP
Under 18 rmonths 310 10 10
18 rmonths of age and over; up to 1105 15

cnd including 30 months of age

More than 30 months of age; up to 1108 14
and including & years of age

Chver 5 yedrs of 9ge and 1 to 12 24
less than & years of age

& vears of age and over; Up to and 11015 30
including 12 vears of age

EOARD ORIENTATION MANUAL -29 -
JUME 21, 2011



COOK'S SCHOOL DAY CARE INC.

STAFF TRAINING AND DEVELOPMENT

All Staff/fFroviders are encourdaged to attend at least one professional dewveloprnent
experience annually, Al Staff are reguired To present o report pertaining to each
experience at the Staff Meeting following the eventfs. A 1% merit incredse may e
cwarded to staff participating in a professional developrnent experience if determined
that the Orgonization possesses the financial ability to do so. The rerit incredse is given
consideration on an annual baosis.

QUALIFICATIONS OF STAFF

The childcare centre Supervisor must hove a diplornd in Early Childhood Education
(E.C.E.) or equivalent (os deermmed acceptable by the Ministry], be registered with the
College of Early Childhood Educators, and at lecst two years experience working in a
clay nurseny.

Foreach childcare centre group of children as defined in Schedule 3, below, at lecst
one staff person rnust hold an BELCLE, diploma or equivalent and be registered with
the College of Early Childhood Educators.,

24. EMPLOYMENT STANDARDS

The Employment Standards Act provides for minimum terrns and conditions of
employment. [T sets out the maxirnurn nurnber of hours which can beworked in the day
orweek; credtes O minirmurn wage; requires over-time pay of at lecst one and one-half
times the employes's regular rate; and established paid public holidays., The Act dlso
requires equal pay for equal work; prohibits discrinnination on the baosis of sex, age, or
rnarntalstatus in emplover-provided benefit plans; institutes an entitlernent topregnoncy
lecrve; forbids lie detector testing; obligates an employver to provide notice of femminction
or pay inlieu thereof, and, in certain cases, imposes separdte liobility severance pay. For
inforrmation onemployment standards, contact the Ontario Ministry of Labour (listed in
the blue pages of your phone book).

25, THE CORPORATIONS ACT

Aswith the Doy Murseries Act, the Corporgtions Act is comprised of the Act and
accompanying Eegulations. The Ministry of Consumer and Cornrnercial Relations
administer This Act. It outlines howy an agency becomes and remadins a corporation.
A corporation exists as a legal entity, separate and distinct frorm its memibers. Most
childcdre services dre "not-for-profit” corporations. This medns they have been
incorporated under Fart [ of the Corporations Act and neither directors nor memibers
"own" the corporation or any of its assets. In this case, the organization rmust e
engaged in activities of benefit 1o the community (e.q. religious, athletic, service-
oriented, etc.). They may be further defined s "charitable”, as is Cook's School Day
Care Inc., and many childoare services. This is determined by the purposes of the
organization and can provide tax advantages.
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While it is not rmandatory for not-for-profit organizations to incorporate, the
advantages of incorporation include rmore liakility protection for individual memibers,
eligitility for provincial grants, business tTransactions maode ecsier, (i.e. banking,
owning redl estate, signing 4 ledse or contract). sorme governrnent funding
programs require incorporation; other potential sources of funding, such s the
United Woy and foundations, require not only regular incorporation but also
charitable status. In terms of disodwvantages, the corporation is created through o,
Therefore, it is subject To some supervision by the Government of Ontario and must
abide by that law o retain its privileges. [Terns, such as the developrnent of the
Corporgation’s By-lows, the election of Directors, the calling of meetings, and reguldr
reporting of inforrnation to government departrnents, are specified in the
Corporgations or Cooperdative Corpordtions Act.

26. MINISTRY OF CHILDREN AND YOUTH SERVICES ACT

Ir the childcare field there are awvariety of programs and services tThot are not addressed
in the Doy Nurseries Act, The Ministry of Children and Youth Senvices Act allows for the
establishrent and funding of childcdre situdtions such as rescurce centres, resource
teacher programs, and grants to gssist staff salaries and benefits, More information
regarding this Act is available through the childcare staff of yvour local Ministry of Chilcen
and Youth Services office.

27. GLOSSARY OF TERMS
ANNUALIZED DOLLARS

Bose funds required for an opercation to camy on the sarme program from one year 1o
the next.

APERS

Annudl Frogram Expenditures Report prepared by an agency's auditor as part of the
cnnudl gudited report for the Ministry.

APPROVED CORPORATION

A corporation approved by the Ministry of Children and Youth Services 1o provide
subsidized child care services.

Aupit

Official exarmination of accounts by someone extemdadl to an organization (ie.
gccounting firmm] and completed at least once a year.

BUDGET

Annual estimate of revenue and expenditures of an organization. Ministry guidelines
are provided for this process.
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CHILDCARE

Refers to the range of supports and services avdilable o farmilies with children.
Services include unregulated care, licensed centre-based care, nursery schools,
developrnental care, intfegrated centres, licensed home-bosed care and child /
farnily resource centres.

CONTRACT/LEGAL AGREEMENT

A formnalwritten agreement between two oF more padrties setting out the details of
whot each will do within a given period of time.

CORPORATION

A legal entity hoving an independent existence, separate and distinct from that of its
members. It is regulated by the Corporations Act. The corpordation owrs property in
its owwn ndme, acguires rights, obligations and liatzilities, enters into contracts and
agreements and has the capacity o sue and be sued, as would anindividual,

DAY NURSERIES ACT AND REGULATIONS

The Ontario legislation that governs the operation of licensed childocare services, both
centre and horme-based.

DAY NURSERIES LICENCE

Granted by the Ministry of Children and Youth Services when o childcare centre or
horme-based cdre agency meets the requirernents of care and practice as set outin
the Day Murseries Act. Annuadlly renewed following inspection.

DIRECTOR (MINISTRY OF CHILDREN AND YOUTH SERVICES)

As referred 1o in the Day Nurseries Act, this is the role of the Areq Manager or
delegate.

EMPLOYMENT STANDARDS ACT

Frovincial legislation that provides for rinimum terms and conditions of emnployrment.

FINANCIAL STATEMENT

Aowritten record of money receivyed and how it was spent on at least and annudl
bosis. REequired s part of the Ministry’s grant process and prepared by the agency.

Fiscal DOLLARS

Money provided for o one-year period, |1 also includes one-tinme dollars for specific
activities oritems that may not e repeated in future years.,

FORMAL CHILDCARE

Licernsed childcare services given by Ministry of Children and Youth Services
recognized organizations.
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HANDICAPPED CHILDREN'S BENEFIT

A program that helps parents of severely handicapped children meet the ongoing
extraordinany costs arising from their child's disability.

HOME CHILD CARE PROVIDER

Care of 5 children or less under the dge of 12 in g private residence in return for
compersation and for continuous pericods not exceeding 24 hours. Both formal
(licensed] and informnal (un-licensed) exist.

IN-CAMERA/EXECUTIVE SESSION

The part of the meeting where all staff and guests are asked to leave the meeting.
Busimess that is not for general knowledge is conducted. Separate minutes are kept
oy the Secretary of the Boord and are not for publication. Example: Salary
megotiations.

INCORPORATION

The act of becoming a corporation. Cormpleted through the Ministry of Consumer
and Commercial Relations.

INFORMAL CHILDCARE

Unlicensed childcare services given by family, friends or arranged between
individuals for a specific child or children.

LIABILITY

Being legally responsible f answerable for an obligation to perform.

LICENCE AND LICENSING POSTER WITH ATTACHED FLYERS

Required by the Doy Nurseries Act for opercation of O day nursery. 1ssued or renewed
at lecst annually by the Ministry of Children and Youth Services and must be posted.

LICENSED CAPACITY
The number of children g childcare centre is dllowed to accommodate at one time.

LICENSED CENTRE-BASED CARE

Frermises that receive more than five children up o and including 12 vears of age,
whio are not of commmon parentage, primarily for temporary care and guidance, for
O period not exceading 24 hours.

LICENSED HOME-BASED CARE

The ternporarny care of five or fewer children up o and including 12 vears of age,
when such care is provided in a private residence, other thon the home of a parent
or guardian of any such child, for a period not exceeding 24 hours. Agencies thot
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cpprove homes and caregivers for this service rmust De licensed under the Doy
MNurseries Act as o Home Child Care Agency.

MaJOR CAPITAL EXPENDITURES

For purchases, construction, or renovations of 4 building used for childcare services
and supports.

MCYS
Ministry of Children and Youth Services.

MEMBER IN GGOOD STANDING
A memiber in good standing is:

e A current service-user (parent/guardian) who abides by the Folicies and
Frocedures of the Corporgation.

we A volunteer for the Corporation (including, but not limited to placerment students),
O commmunity individual or g cormmunity organization who supports the purpose of
the Corporation.

e Emiployess and contract positions are memibers in good standing by virtue of their
employment or contract with the Corporation. Membership will cedse upon
termination of employment or contract by the Corporation.

MINOR CAPITAL EXPENDITURES

Those invobying minor repairs and maintenance, which are not part of the regular
operating expenses of an agency (i.e. new roof, start-up furnishings ovailable to
gpproved corporations).

MUNICIPALITY

A city, Town, vilage, township, redion, or county.

MNEEDS TEST

Used to determine the eligibility of farilies for government dssistance in meeting their
icersed childcare costs. The test is defined in the Day Nurseries Act and is usually
adrministered by municipalities, Indian Bonds, or gpproved agencies on behalf of the
Ministry of Children and Youth Services.

NOT-FOR-PROFT CHILDCARE

Includes services which are governed by a Board of Directors, usudlly consisting of
parents and/or commmunity memibers and which are legally incorporated under the
Corporgations Act or operated by o runicipality or Indican Band.
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NOT-FOR-PROFT CORPORATION

An organization incorporated for the purpose of carmying on activities of benefit to
the commmunity without financial benefit (i.e. charitable, religious, athletic, etc.).

OPERATOR
The corporation of individual that operates child care services.,

PDF

Frogram Developrment Funds., Gowvernment grants provided, in post yvears by the
Ministry of Children and Youth Services Act for start-up of childcare programs
including needs analysis and initial operating expenses.

Policy

General boundaries for action that are in keeping with the philosophy of the agency.

PROGRAM ADVISOR (MINISTRY OF CHILDREN AND YOUTH SERVICES)

Works for the Ministry To assist agencies with program planning, licensing consultation
cnd licensing inspection [ site wisits.

PROGRAM SUPERVISOR (MINISTRY OF CHILDREN AND YOUTH SERVICES)

Works for the Ministry with social service agencies to assist with cormmunity planning
cnd ensure prograrn and fincncidl accountability.

RECE

Individudlwho hos attained o diploma in Early Childhood Education fromm a
recognized post-secondary institution and is registered with the College of Early
Childhood Educators.

RECE, ECE.C

Individual who hos attained o diplorna in Early Childhood Education fromm o
recognized post-secondany institution, is registered with the College of Early
Childhood Educators, and has successfully completed the certification process
through the Association of Early Childhood Educators, Ontario.

SCHEDULE

Tobulated staternent of details in the Doy Nurseries Act, often as an appendix to O
principdl docurnent (e, budget schedules, day nursery schedules).

SPECIAL NEEDS

Refers to any physical, emotional, or socicl conditions resulting in o delay in typical
growyth and development.
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STANDARDS

The rninirmurn requirernents for childcare programs identified within the Eegulations of
the Day Murseries Act. Standards cover many aspects of operation including, health
and safety, staff gualifications, adult:child ratics, nutrition, space requirements,
behoviour manogement, and administration.

SuBsIDY

Fee assistance forlicensed childcare costs to families deemed eligible by O needs
test. This is usually adrministered by the local rmunicipality, Indian Band, or an
dpproved agency and cost-shared by the federal, provincial and locdl levels of
government.

SUPERVISOR /EXECUTIVE DIRECTOR

A person hired by the Bogrd of Directors To rmandge the doy-to-doy operations of the
Qgency.

80/20

A funding formula (i.e. The amount poayable To an approved corporation by Ministry
of Children and Youth Services is 80% of The net cost of providing childcare services
for o child whose parent is in need. The other 20% must come from the other sources
such as fees, the municipality, fund-rgising, etc.)
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