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Policy Statement

CICC (Centennial Infant and Child Centre) is committed to prioritizing the safety and well-being of all
children in its care. This policy outlines the procedures and guidelines for the safe arrival and departure
of children to the Centre. This includes Parent/Guardian/Caregiver drop-off and pick-up, Wheel-Trans
vehicles, private transport vehicles where Parents/ Guardians/Caregivers are not present, and/or the
transportation of children to an approved external agency by CICC staff, immediately following the
completion of the program at CICC.

Purpose

The aim is to maintain a consistent and secure process for picking up, dropping off and transportation of
children to the Centre or to an approved external agency, ensuring their safety, security, and well-being.
This policy is intended to fulfill the obligations set out under Ontario Regulation 137/15 for the policies
and procedures regarding the safe arrival and dismissal of children in care.

Scope
This policy applies to staff and current families at CICC.

Drop-Off and Pick-Up Times

All Parents/Guardians/Caregivers are asked to drop off and pick up children at specified times. This
ensures their children receive maximum benefit from the program. If Parents/Guardians/Caregivers are
unable to arrive at the specified time at the beginning or end of the program, they must call CICC to
notify the Managing Supervisor, Preschool Programs or designate that they are going to be late. This
ensures that staff can make the appropriate arrangements.

Morning program Drop-off and Pick Up:
Drop-off of children in the morning program takes place between 9:00 a.m. and 9:30 a.m.
Pick-up of children in the morning program takes place at 11:45 a.m.

Afternoon program Drop-off and Pick up:
Drop-off of children in the afternoon program takes place between 1:00 p.m. and 1:30 p.m.
Pick-up of children in the afternoon program takes place at 3:45 p.m.

In the event of absence from the program:
e All Parents/Guardians/Caregivers MUST either:
o Call CICC at 416-935-0200 ext. 230 by 9:00 a.m. if your child(ren) attend in
the morning and by 1:00 p.m. if your child(ren) attend in the afternoon;
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o Record the child(ren)’s absence on the Lillio app;
o E-mail your caseload teacher and the Administrative Assistant at

slu@cicc.on.ca.

Authorization and Documentation
CICC will only release children into the care of their Parent/Guardian/Caregiver or another authorized
individual. All Parents/Guardians/Caregivers must provide CICC in writing the names and the contact
information of individuals who have permission to pick up their child(ren). It is the responsibility of the
Parents/Guardians/Caregivers to ensure the Emergency Contact Sheet is updated by notifying the
Managing Supervisor, Preschool Programs. The Emergency Contact Sheet will be recorded and kept in
the child’s file, emergency binder, and on the Lillio app.
Procedures:
e Vaccinated Parents/Guardians/Caregivers must drop off and pick up their children from
the classroom.
e Non-vaccinated Parents/Guardians/Caregivers can arrange for pick-up and drop-off at
the front entrance of the building.

Accepting a child into care:
When accepting a child into care at the time of drop off, staff must:

e Greet the Parents/Guardians/Caregivers and child.

e Ask how the child’s evening/morning has been and if there are any changes to the pick-up
procedure (i.e., someone other than the Parent/Guardian/Caregiver is picking up the
child).

e Where the Parent/Guardian/Caregiver has indicated that someone other than the child’s
Parents/Guardians/Caregivers will be picking up, the staff must confirm that this person is
on the Authorized pick-up list.

e If the individual is not listed, ask the Parent/Guardian/Caregiver to provide authorization
for pick up in writing (e.g. note or email). Parent/Guardian/Caregiver must include the full
name of the individual and remind them to bring photo identification at pick-up.

e Document this change in the pick-up procedure in the daily written log.

e Record the child(ren)’s arrival time on the Classroom Attendance Form.

Where a child has not arrived in care as expected:
Where a child does not arrive at the Centre by 10:00 a.m. or 2:00 p.m. and the
Parent/Guardian/Caregiver has not communicated a change in drop-off (e.g., left a voice message,
record on Lillio app, email), staff must:
e Inform the Administrative Assistant and Managing Supervisor and they must commence
contacting the child’s Parents/Guardians/Caregivers via phone call, email and/or send a
message on Lillio app.
e Once the child’s absence has been confirmed, staff shall document the child’s absence on the
Classroom Attendance Form and record any additional information about the child’s absence in
the daily written log.

Releasing a child from care:
The staff shall only release the child to the child’s Parents/Guardians/Caregivers or individual to
whom they have provided written authorization to pick up their child.

o Where the staff does not know the individual picking up the child (i.e.,
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Parent/Guardian/Caregiver or authorized individual), confirm with another staff member
that the individual picking up is the child’s Parent/Guardian/Caregiver or authorized
individual.

If the above is not possible, ask the Parent/Guardian/Caregiver or authorized individual for
photo identification and confirm the individual’s information against what is listed on the
child’s file or written authorization.

Staff will immediately record the child’s departure time on the Classroom Attendance
Form.

Where a child has not been picked up as expected:
Where a Parent/Guardian/Caregiver or authorized individual has not arrived by 11:45 a.m. or 3:45
p.m., the staff shall proceed with contacting them.

One staff member shall stay with the child, while a second staff member calls the
Parent/Guardian/Caregiver or authorized individual to determine their estimated time of
arrival.

Where the staff is unable to reach the Parent/Guardian/Caregiver or authorized individual,
staff shall proceed to contact the individuals on the child’s Emergency Contact list.

Where the staff is unable to reach the parent/Guardian/Caregiver or any other authorized
individual listed on the child’s file (e.g., the emergency contacts) by 5:00 p.m., the staff shall
proceed with contacting the local Children’s Aid Society (CAS). Staff shall follow CAS’s
direction with respect to next steps.

o Children’s Aid Society of Toronto 416-932-4646
o Catholic Children’s Aid Society of Toronto 416-395-1500
o Jewish Family and Child Service 416-638-7800

o Native Child and Family Services of Toronto 416-969-8510
Under no circumstances are staff permitted to transport a child to their home or another
location outside CICC.

Private/Public Transportation and Escort to an approved childcare program

Prior to implementing the pick-up/drop-off arrangement (i.e., request for escort to an approved
childcare program or arrival and departure by a private/public transportation company),
Parents/Guardians/Caregivers must complete and sign the Private/Public Transportation and Escort
Liability Waiver consent forms acknowledging their agreement with this policy.

Children arriving and departing by private/public transportation:

Parents/Guardians/Caregivers are required to complete and sign the Private/Public Transportation
Form. This form includes relevant details, such as the authorized transport company’s information
(name, phone number, points of contact), options, specific instructions, and restrictions. The
completed form must be submitted to the Managing Supervisor and stored in the child’s file.

Children being escorted to an approved childcare program.
Parents/Guardians/Caregivers are required to sign the Escort Liability Waiver. The completed waiver

form must be submitted to the Managing Supervisor and stored in the child’s file.
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Procedure for child being escorted to an approved childcare program by CICC staff:

Parents/Guardians/Caregivers must sign the Escort Liability Waiver. This waiver is kept in the
child’s file.

Staff are equipped with the relevant information to carry out this task.

Designated staff will dress the child appropriately and gather the child’s belongings i.e.,
knapsack.

Designated staff will walk child to the approved childcare program adhering to all safety
practices i.e., if child is transported in their stroller, staff will ensure the child(ren) is secure
in the stroller, follow traffic signals, if necessary, holding child(ren)’s hand, if the child(ren)
is walking,

Upon arrival at the designated program, staff will enter the building and walk the child to
their classroom.

Designated staff will assist the child to prepare for their next program i.e., remove outside
shoes and put on indoor shoes, remove outdoor clothing, if necessary.

Designated staff must get the full attention of the classroom teachers to ensure that

they are aware that the child has arrived in their program.

2. Procedure for child arriving and departing by private/public transportation (when
Parent/Guardian/Caregiver is not present)

As an accommodation, we offer the option to pick-up/drop-off child(ren) from
private/public transport vehicles i.e., taxis, buses, Wheel-Trans, in front of the designated
child drop-off. This does not include pick-up/drop-off from a family vehicle.
Parents/Guardians/Caregivers must complete and sign the Private/Public Transportation
Form and provide CICC with information details of the transportation company. This
form is kept in the child’s file.

Staff are equipped with the relevant information to carry out the task.

The staff team will meet with the Parents/Guardians/Caregivers and the

Transportation company representative and/or driver.

The staff team will outline the roles and expectations of each member of the team i.e.,
arrival and departure times, who lifts the child in and out of the vehicle.

Daily, the Administrative Assistant or designate will notify the Classroom

Teacher or designate of the arrival of the transportation vehicle both at the

start and end of program.

Upon arrival of the child in the building, the Classroom Teacher or designate must check
in the child on the Classroom Attendance Form.

Upon departure of the transportation vehicle and the child, the Classroom

Teacher or designate must check out the child on the Classroom Attendance

Form

The Administrative Assistant or designate will be responsible for checking the child

in and out of the program on the Lillio app.

CICC Staff Responsibilities

The Managing Supervisor will designate a staff member who is responsible for picking up and
dropping off the child from the private/public transport vehicle. The Managing Supervisor, Caseload
Teacher, and the Administrative Assistant (or designate) will familiarize themselves with the driver(s)
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and the transportation vehicle(s).

The designated staff:
e will undergo appropriate training on safety measures and the specific procedures outlined in
the policy.
o will be familiar with the authorized private/public transport options, including routes,
schedules, and pick- up/drop-off locations.

Upon arrival of the private/public transport vehicle and the child, the designated staff person will:

e arrive at the child drop-off zone once the Administrative Assistant (or designate) receives a
call from the driver stating they are on site. This will be the same process for drop-offs by
the driver.

e display a clearly visible identification badge for easy identification.

o verify the child’s identity by appearance.

e escort the child from the private/public transport vehicle to the Preschool premises and
classroom, ensuring their safety during the journey.

e Sign in the child on the Classroom Attendance Form.

At departure time, the designated staff person will:
e be present on the Preschool premises at the designated child drop off zone to
handover the child to the driver of the private/public transport vehicle.
e request the identification of the driver.
e ensure the child is safely inside the vehicle before departing from the pick-up
location
e sign out the child on the Classroom Attendance Form.

The responsibilities of the driver of the private/public transport include:
e adhering to the regular drop-off and pick-up times set by CICC.
e providing their identification upon request.
e unfastening the seatbelt at drop-off time and fastening the seatbelt, ensuring the child is
secured in their seat before departure.

Communication
All daily communication between Parent/Guardian/Caregiver and Caseload Teacher/designate and/or
Administrative Assistant must be recorded in the daily written log.

e The Preschool will maintain communication with Parents/Guardians/Caregivers to
address any concerns or daily changes related to the picking up and dropping off their
child from a Private Vehicle via phone, email or in-person conversation.

e Parents/Guardians/Caregivers are to inform the Preschool, with signed written
communication, of any changes in the child’s transportation arrangements, including the
need to suspend or modify public transport services,

e Parents/Guardians/Caregivers are to inform the Caseload Teacher/designate if there will
be changes to the pick-up procedures (ie., change in pick-up time or person picking up
the child

e If for any reason the child is absent from the Preschool, it is the Parent/Guardian/Caregiver’s
responsibility to follow the “call off” procedures in place at CICC.
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Note: In exceptional circumstances, where a child’s safety or wellbeing is at risk, the reserves the
right to make alternative arrangements for pick-up and drop-off, including but not limited to,
requesting the Parent/Guardian/Caregiver to drop-and pick-up the child directly. In the event of an
emergency at the Centre that requires a modification to the transportation, the Managing
Supervisor, Preschool Programs will contact the Parent/Guardian/Caregiver immediately.

Definitions

Private transportation: This refers to any transportation vehicle that is arranged by the
Parent/Guardian/Caregiver whereby the costs are covered 100% by the Parent/Guardian/Caregiver.
This includes taxis or private companies that are in the transportation business such as
KidskoolTrans, and Uber.

Public transportation: This refers to any transportation vehicle that is available to the
general public and offers subsidized or free transportation to eligible individuals. This
includes TTC or Wheel-Trans.

This policy will be reviewed regularly and subject to updates or modifications as necessary by the

Executive Director. Any revisions to the policy will be communicated to Parent/Guardian/Caregiver in
a timely manner.
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