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SECTION 1: INTRODUCTION 

Child care is a provincial program funded by the Ministry of Education. The City of 
Ottawa (City), as the Consolidated Municipal Service Manager (CMSM), provides 
additional program funding, and is required to develop and implement local policies that 
align with the provincial direction. 

This guide details the approach to funding for child care spaces in the City and 
describes expectations of contribution agreements with child care service providers 
(CCSP) to support oversight reporting and accountability. 

The City is responsible for maintaining the Provincial interest and administers the 
following programs on behalf of the Ministry of Education: 

· Fee Subsidy; 
· General Operating; 
· Pay Equity Memorandum of Settlement; 
· Special Needs Resourcing; 
· Wage Enhancement; 
· Special Purpose; 
· Ontario Works – Informal; and 
· Family Support Programs. 

To this end, the City enters into contribution agreements with CCSP and ensures 
compliance with Municipal and Provincial Guidelines and legislation, including the Child 
Care Early Years Act. 

Funding Framework 

The following table provides an overview of the various funding the City currently 
administers. 

Table 1: City Funding Framework 

Funding 
Framework 

Funding 
Envelope 

Funding Principles 

Child Care 
Funding 2016- 
2020 

Fee subsidy Intended to: 
· Allow families most in need access to high 

quality child care services. 
Base General 
Operating and 
Government 
Priority 

Intended to: 
· Decrease wait times and fees for services; 
· Stabilize service levels; 
· Increase access to high quality affordable 

early learning and child care services (where 
funds allow). 

Stabilization 
Initiative 

Intended to support those CCSPs who will experience 
a reduction in total funding due to the new funding 
model, and to: 
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Funding 

Framework 
Funding 
Envelope 

Funding Principles 

· Minimize impact to families; 
· Stabilize service levels; 
· Minimize financial hardship for licensed not- 

for-profit child care programs. 
Municipal Health 
and Safety (2016 
through 2020) 

Intended to: 
· Maintain Ministry of Education licensing 

standards; 
· Address emerging health and safety needs; 
· Maintain current child care capacity or service 

levels. 
Wage 
Enhancement 
Funding 

Centre-Based 
Child Care 
Enhancement 

Intended to benefit low-income child care program 
staff in the sector and to: 

· Help retain Registered Early Childhood 
Educators (RECEs); 

· Support access to stable, high-quality child 
care programs for children in Ontario; 

· Help close the wage gap between registered 
early childhood educators (RECEs) working in 
full-day kindergarten (FDK) programs and 
RECEs/other child care program staff working 
in licensed child care settings; 

· Support greater employment and income 
security. 

Home Child Care 
Enhancement 

Special 
Purpose and 
Capital 
Funding 

Capacity Building Intended to: 
· Help support, supplement or transform the 

delivery of child care services. 
Transformation 
Repairs and 
Maintenance 
Small Water 
Works 
Capital Retrofit Intended to: 

· Help transition and modernize the child care 
sector as it adapts to the implementation of 
FDK. Funding should focus on strengthening 
the child care system, promoting longer-term 
sustainable child care services and supporting 
stable fee structures to help better meet the 
needs of children and families. 

For additional information on provincially allocated funding please refer to the Ontario 
Child Care Service Management and Funding Guideline. 
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SECTION 2: CHILD CARE FUNDING 2016-2020 

Basic Requirements 

Child Care Funding 2016-2020 has four distinct components: 

1. Fee Subsidy; 
2. Base General Operating and Government Priority Funding; 
3. Stabilization Initiative Funding; 
4. Municipal Health and Safety. 

Stabilization Initiative Funding is further divided in the following two components: 

1. General Operating Transition (Transition): Available to support licensed not-for- 
profit agencies that will experience a reduction in total provincial funding due to the 
new funding framework. 

2. Emergency Bridge: Available to support licensed not-for-profit agencies that will 
receive funding within the new General Operating Funding or Floating Subsidy 
system, but who are experiencing financial difficulties or who are at risk of closure. 

Eligibility 

To be considered for Child Care Funding 2016-2020, the CCSP must: 

• Be located in the City of Ottawa; 
• Be a licensed CCSP by the Province of Ontario, Ministry of Education and 

subject to the requirements of all pertinent legislation including the Child Care 
and Early Years Act (CCEYA); 

• Be incorporated under a provincial or federal legislative act governing not-for- 
profit corporations; 

o Exception: For-profit child care operators who were previously 
grandfathered are eligible for GO Funding if they convert to not-for-profit 
status by December 31, 2015. 

o Exception: School Boards and for-profit child care operators are eligible 
for Fee Subsidy where there is a need due to geographic location and 
demand for subsidized space. 

• Demonstrate their ability to meet minimum wage and mandatory benefits 
requirements without operating funding; 

• Demonstrate financial viability and be in good standing with the City; 
• Agree to accept children who require a fee subsidy; 
• Agree to use of the Child Care Registry and Waitlist; 
• Agree to maintain reasonable child care rates. 

The following additional conditions apply where Stabilization Funding is requested: 

· Must have had a purchase of service contribution agreement for wage and/or fee 
subsidy with the City in March 31, 2015 (specific to Transition Funding only); 
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· Demonstrate that they are experiencing financial difficulties and are at risk of 
closure; 

· Identify how they will become financially viable. 

School Boards and for-profit child care providers do not qualify for Child Care Funding 
2016-2020 (see “Exception” above). 

Allowable Expenses 

Fee Subsidy funding offsets the operating expenses of providing child care services. 
The remaining three components of Child Care Funding 2016-2020 is intended to offset 
certain operating expenses. The following table itemizes allowable expenses that may 
be offset with Child Care Funding 2016-2020. 

Table 2 - Allowable Expenses by Funding Type 

 
Allowable Expenses 

Base General 
Operating and 
Government 

Priority 

 
Stabilization 

Municipal 
Health & 
Safety 

Staff wages and benefits1
 x x 

Utilities x x 
Administration x x 
Transportation for children x 
Resources x 
Nutrition x x 
Supplies and maintenance x x 
Lease and occupancy costs x x 
Repairs and minor renovations x 
Repairs and replacement of 
furniture, appliances and 
equipment 

x 

Costs associated with health 
and safety related projects as 
identified by the Ministry of 
Education during the annual 
licensing process2

 

x 

1 Funding can only be used to offset salary costs over and above regulatory requirements for minimum 
wage and mandatory benefits. 
2 Municipal Health & Safety funds may be in kept in a reserve for unexpected emergencies. 
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The following list itemizes ineligible expenses, that is, Child Care Funding 2016-2020 
cannot be used to offset: 

· Bonuses (including retiring bonuses), gifts and honoraria paid to staff are 
inadmissible expenses except for in the case that they are provided as a 
retroactive wage increase that will be maintained the following year; 

· Debt costs including principal and interest payments related to capital loans, 
mortgage financing, and operating loans; 

· Property taxes; 
· Non-arm’s length transactions not transacted at fair market value; 
· Fees paid on behalf of staff for membership in professional organization such as 

the College of Early Childhood Educators are inadmissible; and 
· And any other expenditure not specifically listed in table above. 

Calculation of Funding 

Fee Subsidy Funding 

Is calculated based on the CCSP’s per diem rate in providing centre-based child care or 
private-home based child care, and enrolment of subsidized children. In the case where a 
parent is required to pay part of the fee for child care services, the City collects the partial 
fee from the parent(s). The City pays the total fee payable for the child care service to the 
CCSP. 

Enrolment includes sick days, parent vacation, statutory holidays and withdrawal without 
notice days (i.e., 10 days), as well as attended days. 

General Operating Funding (GO) 

Base General Operating Funding 

Is calculated equally to all licensed not-for-profit operators in Ottawa. For centre-based 
operators, it is based on licensed capacity, (allocation per licensed space) and weighted 
by age group.  For home child care operators, it is based on an average number of 
licensed spaces according to the number of licensed homes. 

Government Priority Funding 

Is calculated based on the number of subsidized children in care (weighted by age group 
with younger age groups receiving more funding), over the most recent twelve month 
period. It is available to all CCSPs who qualify for Base General Operating funding. 

Pay Equity Memorandum of Settlement 

The province will continue to flow funding as agreed in the Memorandum of Settlement to 
CMSMs as part of the core services delivery allocation. The City will continue to flow this 
funding to child care service providers. 
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Stabilization Initiative Funding 

General Operating Transition Funding 

CCSPs who apply and are approved for this funding can be eligible to receive up to 100% 
of their reduction in total provincial funding over the transition period (2016-2020). This will 
allow additional time for CCSPs to assess their business model and implement the 
changes required to align to the new funding model. To be considered for General 
Operating Transition Funding, the affected CCSP must submit a viability and sustainability 
business plan. The City will provide additional information and support to CCSPs in 2016. 
Otherwise, the table below explains how the City will transition the CCSPs to the new 
funding framework. 

Table 3 - Transition Funding Framework 

Funding 
year 

CCSP with potentially lower 
allocations of Provincial funding 

CCSP with potentially higher 
allocations of Provincial funding 

2016 Receive GOF allocation plus 100% 
1. of the reduction* as 

Stabilization funds 

Receive 2015 Government funding 
plus 25% of the increase* GOF 
allocation. 

2017 Receive GOF allocation plus 75% of 
the reduction* as Stabilization funds 

Receive 2015 Government funding 
plus 50% of the increase* in GOF 
allocation 

2018 Receive GOF allocation plus 50% of 
the reduction* as Stabilization funds 

Receive 2015 Government funding 
plus 75% of the increase* in GOF 
allocation 

2019 Receive GOF allocation plus 25% of 
the reduction* as Stabilization funds 

Receive 100% of GOF allocation 

2020 Funded at GOF allocation Funded at GOF allocation 
* Difference between 2015 Government funding and GOF allocation. 

Emergency Bridge Funding 

Allocation will be based on the actual requests received from CCSPs that meet the 
prescribed eligibility criteria. To apply for Emergency Bridge Funding, e-mail 
childcarefunding@ottawa.ca. Priority will be given to CCSPs that meet at least one of the 
following priorities: 

· CCSP that has been affected by FDK implementation; 
· CCSP that has a specific mandate and can demonstrate serving vulnerable 

groups of children; and 
· CCSP operating a child care program in an area considered high needs 

within the City. 

Municipal Health and Safety Funding 

Municipal Health and Safety Funding is calculated equally to all licensed not-for-profit 
operators and is based on licensed capacity. 

mailto:childcarefunding@ottawa.ca
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Application Process 

In order to ensure that funding levels are stable, not-for-profit CCSPs who apply for 
funding or for a readjustment to their GO Funding after the 2015 application process will 
only be considered for the GO Funding if: 

· The Province increases total funding for child care above the inflationary 
requirements, or 

· The funding envelope is not fully expended (e.g., from underutilization of fee 
subsidies, adjustments to licensed capacity, etc). 

CCSPs that do not currently have a contribution agreement with the City and wish to 
apply for Child Care Funding must complete the Child Care Funding Application and 
submit the required documents. To request an application, e-mail 
childcarefunding@ottawa.ca. Base GO Funding will only be provided to eligible new 
providers as provincial funds are made available.  However, new CCSPs can begin to 
accept subsidized children after a contribution agreement has been completed. Eligible 
CCSPs accepting subsidized children will receive Government Priority funding when the 
most recent twelve month period is recalculated in the following year. 

mailto:childcarefunding@ottawa.ca
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SECTION 3: WAGE ENHANCEMENT FUNDING 

Basic Requirements 

Wage Enhancement Funding has two distinct components: 

1. Centre-Based Child Care Enhancement; 
2. Home Child Care Enhancement (HCCE). 

CCSPs that received WEG/HCCEG in 2016 are required to reapply in 2017 for all 
positions that would be eligible again in 2017. 

In 2017, wage enhancement will continue to support an increase of up to $2 per hour, 
plus 17.5 percent benefits for eligible centre-based staff and home visitors, and up to 
$20 per day for home child care providers.   

Eligibility 

Newly created licensed child care centres or home child care agencies will only be eligible 
to apply for wage enhancement/HCCEG in the year following date of establishment.  

Centre-Based Child Care Providers (including Home Child Care Visitor Positions) 

To be eligible to receive the full wage enhancement, RECEs, home visitors and other 
child care program staff must be employed in a licensed child care position that: 

· Is located in the City of Ottawa; 
· Is a licensed CCSP between January 1 and December 31 of the application 

year; 
· Has an associated wage of less than $26.68 per hour; and 
· Is categorized as a child care supervisor, RECE, home child care visitor, or can 

be otherwise counted toward adult to child ratios under the CCEYA. 
o Supplementary program staff positions that are in place to maintain 

lower adult-child ratios than required under the CCEYA are also eligible 
for wage enhancement. 

Partial Wage Enhancement: 

· Where an eligible centre-based or home visitor position has an associated 
wage rate that is between $24.68 and $26.68 per hour, that position is eligible 
for a partial wage enhancement. The partial wage enhancement will increase 
the wage of the qualifying position to $26.68 per hour without exceeding the 
cap. For example, if an RECE position has a wage rate of $25.00 per hour it 
would be eligible for wage enhancement of $1.68 per hour. 
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Home Child Care Service Providers 

A PHDC provider who is contracted to provide licensed home child care services with more than 
one CCSP may only be funded their eligible amount from one CCSP. Home child care agencies 
must work with the shared PHDC providers to determine which CCSP will apply for and distribute 
funding.   

In order to be eligible to receive the HCCE, private-home day care (PHDC) providers 
must: 

· Be located in the City of Ottawa; 
· Hold a contract with a licensed home child care agency; 
· Provide services to one child or more (excluding the provider’s own children); 
· Provide full time services on average (6 hours or more a day); and 
· Receive daily fees excluding prior HCCEG funding of less than $246.80 (i.e.$20 

below the cap of $266.80).  

Partial Wage Enhancement: 

· Where a PHDC provider does not qualify for the full HCCE because they 
provide part time services, they may still qualify for a partial HCCE ($10.00). 
Partial wage enhancement is available if they provide part-time services on 
average less than 6 hours a day and receive less than $150.08 per day in fees 
from their agency. 

Allowable Expenses 

Wage Enhancement Funding may be used to increase wages/daily rates of eligible 
centre-based staff, home visitors and licensed home child care service providers, as 
determined by the Province of Ontario.  

The following list itemizes ineligible expenses. That is, Wage Enhancement Funding 
cannot be used to offset: 

· Support system expansion or reduce fees; 
· Increase the wages and benefits of Special Needs Resource-funded resource 

teachers/consultants and supplemental staff; and 
· Increase the wage and benefits of cooks, custodial and other non-program staff 

positions. 
o Exception: where at least 25% of the non-program staff position is used 

to support ratio requirements; in which case the staff would be eligible for 
wage enhancement for the hours worked in the eligible position 
supporting ratio. 

o Staff hired through a third party (i.e., temp agency) are not eligible for 
wage enhancement. 
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If at any point a PHDC provider stops serving agency placed children, the home child care 
agency must terminate the transfer of HCCE funds to the provider. 

Required Records 

The CCSP is required to keep appropriate records verifying the amount of Wage 
Enhancement Funding that was distributed to qualifying eligible staff. These records must 
be available for review by City staff upon request. The required records include but are 
not limited to: 

· Wage Enhancement Policy; 
· Minutes of Board meetings confirming Wage Enhancement Policy review and 

approval; 
· Amount received from the City; 
· Amount paid to staff; 
· Amount paid as benefits; 
· Staff payroll records; 
· Amount paid back to the City where applicable; and 
· Account balance. 

Calculation 

Wage Enhancement Funding is an entitlement initiative, and is calculated and disbursed 
based on actual hours/days worked. This means that the funding is provided to all 
qualifying positions, regardless of their operator’s auspice, participation in municipal 
quality initiatives, or current purchase of service status with the City. 

An automatic calculation is built into the application template, which means that the City 
will add the totals generated to determine the maximum Wage Enhancement/HCCEG 
allocation. 

Data gathered through the application process is submitted to the Province. Wage 
Enhancement/HCCEG entitlement will be recalculated on an annual basis. This means 
the City is required to collect/review operator data annually. 

Supplemental Wage Enhancement Grant 

An additional supplemental grant of $150 is calculated for each eligible centre based full- 
time equivalent (FTE) or home visitor FTE and $50 for each eligible home child care 
provider. 

The supplemental grant must be used to support staff, home visitors’ and providers’ 
hourly/daily wage or benefits. It provides the CCSP with the flexibility to cover salary 
shortfalls (due to increased hours in program or new staff/providers) and additional 
benefits, (e.g. vacation days, sick days, PD days and/or other benefits) once mandatory 
benefits are covered. 

Any funding that is not used for these purposes will be recovered. 
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  Administrative Wage Enhancement Grant 

Administration funding is available to support the ongoing management of wage 
enhancement/HCCEG. The City will distribute this funding equitability to each eligible 
CCSP based on their approved wage enhancement allocation in proportion to the total 
wage enhancement allocation. 

Administrative funding can be spent on any expense related to the calculation and 
disbursement of wage enhancement/HCCEG.  For example, this funding may be used to 
offset costs associated with a bookkeeper/accountant, payroll software program, internal 
payment processes, training for staff related to this initiative, and internal processes to 
complete and track data and expenditures.  

Any funding that is not used for these purposes will be recovered. 

 
Distribution 

Each CCSP must have an up-to-date internal distribution policy that covers the 
distribution for each component of the funding including, but not limited to: 

· Salary and benefits for centre based staff and home visitors,  
· Payment to eligible PHDC providers,  
· Payment of the supplemental grant.   

The policy must address the allocation priority to current and past staff/PHDC providers.  
The policy must be in accordance with the Wage Enhancement/Home Child Care Grant 
Provincial guidelines and available to staff/PHDC providers. 

The CCSP must clearly indicate on the staffs’ pay cheque and PHDC provider fee 
transfer, the portion of funding that is provided through the Wage Enhancement/HCCEG 
labeled as follows: 

· Provincial child care wage enhancement; 
· Provincial home child care enhancement grant. 

CCSPs must begin to distribute wage enhancement/HCCEG within 60 days of 
receiving the January funding.  Therefore, the wage enhancement/HCCEG funding 
must begin to be paid to eligible positions/PHDC providers by end of March and 
included on each pay cheque or payment made thereafter.     

If an eligible staff member or PHDC provider receives an increase to their hourly wage or 
daily fee (i.e., excluding prior year’s wage enhancement/HCCEG amount) and exceeds 
the wage cap, they are no longer eligible to receive funding through this initiative. 

The CCSP has the flexibility to provide wage enhancement/HCCEG and the supplemental 
grant to current eligible staff/providers. Also, the CCSP has the flexibility to fund their 
current year’s eligible positions/PHDC providers even if the position/PHDC provider did 
not exist in the prior year. 

https://efis.fma.csc.gov.on.ca/faab/Memos/CC2016/EYCC11_EN_Attach.pdf
https://efis.fma.csc.gov.on.ca/faab/Memos/CC2016/EYCC11_EN_Attach.pdf
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Centre-Based Child Care Providers (including Home Child Care Visitor Positions) 

For centre-based CCSPs, wage enhancement funding is provided for staff positions 
rather than individuals. 

When completing an application for Wage Enhancement, the CCSP must determine, for 
each qualifying employee, the total number of hours/days that were worked in the prior 
year. However, Wage Enhancement dollars are paid out to staff based on the actual 
hours/days worked in the current year. This is likely to result in year to year differences 
of actual hours/days worked.  Differences are offset in the following year. 

Table 4 - Wage Enhancement Examples (Centre Based) 

Centre 
Based 

Examples 

Actual hours worked in 
Prior year 

Actual hours worked in 
Current year 

Wage Enhancement 
dollars paid out – 

based on number of 
hours worked in 
Current Year 

Example A 2000 1500 1500 
Example B 1200 1800 * 1200 

*The child care service provider is not required to absorb the additional cost; there is no obligation to pay 
the balance of hours worked. If a child care service provider has more working hours in the current year 
than in the previous year, the provider can stop paying Wage Enhancement dollars as the set amount for 
the current year has been depleted. 
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Home Child Care Service Providers 

For home-based CCSPs, wage enhancement funding is provided for individuals rather 
than the number of homes under contract with the agency.  However, where a PHDC 
provider is no longer under contract with an agency, the agency has the flexibility to fund 
current year eligible providers regardless of whether the provider had a contract with the 
CCSP in the prior year.  

The CCSP’s application for Wage Enhancement is determined for each qualifying PHDC 
provider, by the total number of days and their average daily service hours worked in the 
prior year; either full-time or part-time as defined by the Ministry.  However, Wage 
Enhancement dollars are paid out to PHDC providers based on the actual days worked in 
the current year.  Therefore, the compensation rate (partial or full) must be based on their 
current year services.   

The CCSP must adjust the compensation rate to: 
· $10 where the average moves from full-time to part-time, during the payment 

period; 
· $20 where the average moves from part-time to full-time, during the payment 

period. 

Table 5 - Wage Enhancement Examples (Home Based) 

Home 
Based 

Examples 

Actual days worked in 
Prior Year 

Actual days worked in 
Current Year 

Wage Enhancement 
dollars paid out – 

based on number of 
day worked in  
Current Year 

Example A 220 200 200 
Example B 175 205 * 175 
* The agency is not required to absorb the additional cost; there is no obligation to pay the balance of days 
worked. If a PHDC provider has more working hours in the current year than in the previous year, the 
agency can stop paying Wage Enhancement dollars as the set amount for the current year has been 
depleted. 

Tax Implication 

Funds distributed through Wage Enhancement are considered income which is subject to 
income tax. The CCSP must deduct, remit, and report payroll deductions to the Canada 
Revenue Agency (CRA). 

The mandatory benefit component is intended to cover the agency’s portion of benefits, 
up to 17.5%. Employers are required by the CRA to pay CPP and EI on the Wage 
Enhancement salary component. The non-statutory benefits, for example vacation pay, 
would be provided to your employees directly and have personal income tax implications.  

Returning of Funds 

To account for prior year and current year hours/days worked differences, the amount due 
to the city will be deducted from future funding payments to the CCSP or invoiced. 
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Reconciliation 
Refer to the Contribution Agreement Management Section, Reporting Requirements 
subsection. 

Application Process 

The province determines the application process for WE/HCCE. For additional 
information, please refer to the Child Care Wage Enhancement/Home Child Care 
Enhancement Grants Questions and Answers. 

A PHDC provider who is contracted to provide licensed home child care services with more than 
one CCSP may only be included on one CCSP application.  Home child care agencies must 
determine which CCSP will apply for shared PHDC providers.   

The Child Care unit ensures the City’s website is updated when the Province outlines new 
information. Please refer to ottawa.ca/childcare for additional information. 

https://efis.fma.csc.gov.on.ca/faab/Memos/CC2016/EYCC2_EN_attach.pdf
https://efis.fma.csc.gov.on.ca/faab/Memos/CC2016/EYCC2_EN_attach.pdf
http://www.ottawa.ca/childcare
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SECTION 4: SPECIAL PURPOSE AND CAPITAL RETROFIT 
FUNDING 

Basic Requirements 

Special Purpose and Capital Retrofit Funding has five distinct components, is a 100% 
provincially funded program with funding for each component determined annually. 

1. Capacity Building Funding 

Available to support professional learning and development opportunities that build the 
capacity of licensed child care operators, supervisors, program staff/caregivers, home 
visitors, home child care providers and not-for-profit volunteer board members to support 
the provision of high quality programs for children ages 0 to 12. 

2. Transformation Funding 

Available to cover one-time costs for not-for-profit child care operators, including licensed 
child care centres and licensed home daycare agencies that are involved in business 
transformation activities and/or require business transformation supports. 

The child care provider must be involved in business transformation activities and/or 
require business transformation supports to apply for this type of funding.  Business 
transformation activities are defined as, but not limited to: the amalgamation of two or 
more centres in a school or community setting; the relocation of a child care centre to a 
school or within the community; or, the retrofitting of an existing child care centre to serve 
younger age groups. 

3. Repairs and Maintenance Funding 

Available to support licensed child care operators and licensed home day care agencies 
that are not in compliance with licensing requirements or may be at risk of not being in 
compliance with licensing requirements under the Child Care and Early Years Act. 
Funding is intended to cover one-time repair and maintenance costs. 

Funding should be prioritized for child care service providers that can demonstrate that 
they are not in compliance or are at risk of not being in compliance with licensing 
requirements under the Child Care and Early Years Act. 

4. Small Water Work 

Available to supports costs related to small water systems for licensed CCSP. 

5. Capital Retrofit Funding 

Available to strengthen the child care system, promoting longer-term sustainable child 
care service and supporting stable fee structures to help better meet the needs of children 
and families. 
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Eligibility 

To be considered for Special Purpose and Capital Retrofit Funding, the child care 
provider must: 

· Be located in the City of Ottawa; 
· Must be a licensed centre-based child care provider by the Province of Ontario, 

Ministry of Education and subject to the requirements of all pertinent legislation 
including the CCEYA. 

· Be incorporated under a provincial or federal legislative act governing not-for-profit 
corporations; 

o Exceptions: For-profit child care providers may apply for Capacity Building 
and Repairs and Maintenance funding. 

· Demonstrate financial viability and be in good standing with the City of Ottawa. 

Allowable Expenses 

Special Purpose and Capital Retrofit Funding may be used for: 

Capacity Building 

· Professional learning and development opportunities that align with CCEYA 
regulations and Ministry policy (e.g., workshops, mentoring and coaching, networks 
that are delivered in-person, virtually, etc.); 

· Program-related professional learning opportunities that align with the views and 
approaches outlined in How Does Learning Happen? Ontario’s Pedagogy for the 
Early Years, and promotes reflective practice and collaborative inquiry (e.g. 
College of Early Childhood Educators leadership initiatives, post-diploma training 
programs etc.); 

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

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

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

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

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

The following list itemizes ineligible expenses. That is, Capacity Building Funding may 
not be used to: 

· Support licensing and compliance; 
· Support or enforce compliance with purchase of service agreements with 

operators. 
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Transformation 

· Legal costs (available only to operators that are amalgamating); 
· Lease termination costs (available only to operators that are amalgamating 

and/or relocating); 
· Moving costs (available only to operators that are amalgamating and/or 

relocating); 
· Business planning costs; 
· IT upgrades to facilitate internet connectivity for business purposes; 
· Play-based material and equipment; 
· Operating funding to support the viability of child care operators that are 

transforming their business model; and/or 
· Funding to licensed home day care agencies for home visitors to facilitate the 

potential movement of providers from informal (unlicensed) to licensed child 
care. 

Transformation Funding is intended to cover one-time costs relating to business 
transformation activities and/or require business transformation supports only. 

Repairs and Maintenance 

Some common health and safety issues that may be eligible for Repairs and Maintenance 
Funding include: 

Food Preparation 
Repair or replacement of: 

· hand washing sink in the kitchen 
· dishwasher or hot water booster 
· major appliances 

Washrooms 
Repair or replacement of: 

· fixtures 
· partitions 
· flooring material 
· change table 

Major Systems 
Repair or replacement of: 

· leaking roof 
· building foundation 
· heating/cooling system 
· ventilation system 
· sump pump 
· emergency lighting 
· accessibility 
· windows or doors 
· asbestos removal or encapsulation 
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· secure entrances 
· wiring upgrades 

Play Area 
Repair or replacement of: 

· damaged walls/peeling paint that may contain lead 
· windows 
· damaged/worn flooring material or ceiling 
· damaged/worn outdoor safety surfacing 
· fencing 
· drinking water system 
· heating system 

Code Compliance 
· Ontario Fire Code orders/recommendations 
· Ontario Building Code orders/recommendations 
· Public Health Code orders/recommendation. 

Please note that the above list is not an exhaustive list. 

Repairs and Maintenance Funding cannot be used for program expansion. Repairs 
and Maintenance Funding must be paid to operators on a claims-basis. 

Small Water Works 

Funding is used to offset the costs of regular ongoing water testing and maintenance 
expenses. Maintenance expenses are limited to: 

· Laboratory testing; 
· Chemicals; 
· Supplies and filters; 
· Courier costs; 
· Maintenance of water treatment equipment including replacement UV bulbs and 

training. 

Small Water Works Funding cannot be used to purchase and install systems and 
equipment. 

Capital Retrofit 

Funding is used to offset the costs of minor renovations of existing child care centres to 
serve younger aged children as 4 and 5 year olds enter FDK. Minor renovations may 
include: 

o Adding a wall to create an infant sleep room in a previous JK/SK room; 
o Renovating a playground space; or 
o Renovating washrooms for toddlers. 

Capital Retrofit Funding is used to support the reconfiguration of existing child care 
spaces, not to fund new capital facilities. 



City of Ottawa, February 2017 
201720176 

Child Care Provider User Guide 

21  

 

 

Calculation 

Special Purpose and Capital Retrofit Funding is processed and calculated on a first come 
first serve basis, within approved criteria. 

Specific to Capacity Building Funding, priority will be given to applications that meet the 
priorities set out in the 2015 Child Care Service Plan and/or the Ontario Child Care 
Service Management Funding Guideline, 2015. 

Application Process 

To apply for Special Purpose and Capital Retrofit Funding, a mandatory General 
Application Information Request Form and a funding stream specific form must be 
completed.  CCSP may apply for more than one funding stream. Each funding stream has 
a separate form with different requirements and guidelines. The application and funding 
stream specific forms for Special Purpose and Capital Retrofit Funding are available 
online at ottawa.ca/childcare. 

Applications may be submitted throughout the funding year, but are subject to the 
availability of funding. Submit the application by email to childcarefunding@ottawa.ca or 
by mail to the Child Care unit, 100 Constellation Drive, 8th Floor West, Ottawa, Ontario, 
K2G 6J8. 

http://www.ottawa.ca/childcare
mailto:childcarefunding@ottawa.ca
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SECTION 5: CONTRIBUTION AGREEMENT MANAGEMENT 

Management of the contribution agreement process consists of following three stages: 

1. Contracting; 
2. Reporting requirements; and, 
3. Payment. 

Consistent with the principles of prudent fiscal management, funds are flowed to CCSPs 
only upon signature of the applicable contribution agreement and related amendments. 

Contracting 

A contribution agreement identifies funding levels and service expectations, and is 
distributed to the CCSP at the beginning of the contract period. 

A contribution agreement between the City and a CCSP: 
· Sets out expectations, terms and conditions of funding to support good 

governance, value for money, and transparency in the administration of transfer 
payment funds; 

· Documents the respective rights, responsibilities, and obligations of the City and 
the recipient; 

· Includes specific reporting requirements, and any corrective action the City is 
entitled to take if agreed upon results are not achieved; and 

· Allows independent verification of reported program and financial information by 
independent professionals and the City’s Auditor-General. 

Reporting Requirements 

Where funding is provided to a CCSP through a contribution agreement, the following 
reports must be submitted on an annual basis: 

1. A current corporation profile report issued by the Province of Ontario Minister of 
Government Services. 

2. List of Board of Directors with title, contact information and mandate term of each 
Director. 

3. Minutes from Annual General Meetings (two versions: the approved signed 
Minutes of the previous year and the “Draft” minutes of the most recently held 
Annual General Meeting). 

4. Current organizational chart. 
5. Valid certificate of insurance (identifying the City of Ottawa as an additional insured 

and the certificate holder). 
6. An annual program closure schedule, approved budget and full-fee daily rates. 
7. Annual Report (or summary of activities & accomplishments, mandate and/or 

mission of organization). 
8. Audited Financial Statements. 
9. Financial reporting requirements as outlined below. 
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Audited Financial Statements 

Corporate financial reporting is the cornerstone of good governance; it allows report users 
to assess whether resources are managed responsibly and effectively to achieve  
intended results. Ontario’s Not-for-Profit Corporation Act (ONCA) provides a modern, 
legal framework for not-for-profit corporations. This new proposed legislation requires all 
not-for-profit corporations to obtain an annual financial statement audit. The City of 
Ottawa, as a stakeholder, requires the CCSP to submit audited statements on a yearly 
basis to assess the corporations overall financial condition. 

As per the ONCA, where the annual revenue is equal to or greater than $100,000 but less 
than or equal to $500,000, a review engagement in respect of the CCSP’s financial year  
is acceptable. Where the annual revenue is equal to or less than $100,000, an audit or a 
review engagement in respect of the CCSP’s financial year is not required. 

Audited Financial Statements must be prepared using Canadian Accounting Standards 
for Not-for-Profit Organizations. Child care service providers recognize contributions in 
accordance with either: 

1. the deferral method; or 
2. the restricted fund method. 

Financial Reporting Requirements for Child Care Funding 

The CCSP should review this section with their bookkeeper, accountant and 
auditor, as required. 

In addition to the requirement to submit Audited Financial Statements, the CCSP is 
required to submit a Statement of Revenues and Expenses – City Funding schedule that 
has been reviewed by an auditor. The auditor must certify through a report that the 
schedule has been prepared in accordance with this Child Care Provider User Guide. 

This schedule allows the City to verify that funding was used for its intended purpose 
(refer to the Allowable Expenses sections of each funding type).  The CCSP may discuss 
with their accountant and auditor how to best coordinate the two mandatory reports. 

Financial reporting is also meant to: 

· Strengthen accountability within the child care sector; 
· Employ best practices and ensure continuous improvement within the child care 

sector; 
· Validate existing processes and inform future policy decisions; and 
· Identify trends and emerging challenges. 
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Effective January 2016, the following financial reports must also be submitted on an 
annual basis: 

1. Reconciliation of funding received and expensed, including: 
o Schedule of Revenues and Expenses – City Funding; 
o Attestation of Wage Enhancement – Provincial Funding; 
o Attestation of Special Purpose and Capital Retrofit – Provincial Funding; 

2. Operational Budget; and 
3. A post audit management letter issued to the external auditors. For an example of 

a post audit management letter, please contact the Child Care Program 
Development Specialist. 

4. Additional information as requested by the City. 

Exceptions: 

· Where a funding agreement exists only for Wage Enhancement, only the 
Attestation of Wage Enhancement – Provincial Funding must be submitted; and/or 

· Where a funding agreement exists only for Special Purpose - Capacity Building 
and/or Repairs and Maintenance, only the Schedule of Special Purpose and 
Capital Retrofit – Provincial Funding must be submitted. 

· Note: Without a review engagement, the CCSP must submit supplemental 
information and source documents to substantiate proper use of City funding (e.g., 
pay stubs for Wage Enhancement, quotes and receipts for Special Purpose). 

Attestation Explained 

The objective of an attestation report is to compile unaudited financial information into a 
schedule based on Wage Enhancement Funding guidelines. Generally, attestation is the 
process of validating that something is true. It documents and demonstrates that Wage 
Enhancement Funding requirements have successfully been fulfilled. 

Operational Budget 

The objective of a balanced budget is to compile the basic financial and operational 
planning of the CCSP. The budget provides an overview of operations. 

The CCSPs must inform the City immediately of changes to staffing levels, enrolment 
levels, occupancy costs or any other changes such as closing and / or merging that may 
affect the budget. 

Basis of Accounting – Schedule Revenues and Expenses – City Funding 

CCSP are required to prepare the Schedules using Canadian Accounting Standards for 
Not-for-Profit Organizations. 

Revenues and expenditures must be recognized using the modified accrual basis of 
accounting. 
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The modified accrual accounting requires the inclusion of short-term accruals of normal 
operating expenditures in the determination of operating results for a given time period. 
Short-term accruals are defined as payable or receivable usually within 30 days of year- 
end. Under modified accrual accounting, expenditures that would be amortized under full 
accrual accounting must be recognized as expenditures in the budget year the goods or 
services are received. Expenditures made once each year (e.g., insurance), must be 
treated consistently from year to year. 

Non-cash transactions are not recognized as these expenses do not represent actual 
cash expenditures related to the current period. 

Non-cash transactions include: 

· Provisions for pension expenses; 
· Provisions for unused sick leave and wage settlements; 
· Provisions for repairs or replacements; 
· Provisions for bad debts; 
· Retainer fees for legal services; 
· Provisions for amortization. 

However, related payments are admissible. 

Funds received must be expensed in the same calendar year, otherwise the funds 
must be returned. This requirement is not applicable to funds received under the 
following funding envelopes: 

Table 6 - Carryover Time Periods Allowed 

Funding EnvelopeFunding Envelope Carryover PeriodCarry 
Municipal Health & Safety Until needed * 
Capacity Building 1 year 
Transformation 1 year 
Capital Retrofit 1 year 

* Municipal Health & Safety Funding received may be transferred to a reserve for later use.  However, a 
plan to use the funds, including a specific purpose and timeframe must be established.  The intended use 
and timeframe must be included as a note to the Schedule of Revenues and Expenses. 

Reporting Year 

The financial reporting year for the following reconciliations: Schedule of Revenues and 
Expenses, Attestation of Wage Enhancement and Attestation of Special Purpose and 
Capital Retrofit, is January 1 to December 31 

Note: Audited Corporate Financial Statements may be prepared with a different 
year-end, 
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Audit Financial Statements and the Statement of Revenues & Expenses are due by April 
30 following the reporting year. If the CCSP’s audited financial statements are not 
available by April 30, the following steps should be taken: 

1. Contact childcarefunding@ottawa.ca to advise that the year-end reporting 
requirements cannot be met. The correspondence should include the estimated 
date of when the City can expect Audited Financial Statements and the Statement 
of Revenues and Expenses. 

2. Submit the Statement of Revenues and Expenses by April 30 based on the best 
information available at that time and recognize that it may change following the 
completion of the review engagement. 

3. Submit a copy of the Audited Financial Statement and Statement of Revenues and 
Expenses as soon as they are available. 

Penalties 

Where a CCSP does not file its financial reports by the filing deadline, the City will take 
the following action until the submission has been received: 

· If the submission is not received by the City within 30 days after the filing deadline, 
the City will inform the CCSP that the submission is overdue. 

· After 31 days, General Operating quarterly funding payments will be frozen. The 
City will work with the CCSP to discuss any challenges with providing the 
information and to offer support. 

Payment 

Payment of funding only begins after a contribution agreement is signed. 

Fee Subsidy is paid to a CCSP on a monthly basis.  Payment is based on child 
attendance of the preceding month. 

General Operating, Stabilization Initiative and Municipal Health and Safety are paid to a 
CCSP on a quarterly basis. 

Table 7 - Payment Schedule 

Quarter Payment Date 
1st Quarter – January to March By January 31 
2nd Quarter – April to June By April 30 
3rd Quarter – July to September By July 31 
4th Quarter – October to December By October 31 

Wage Enhancement is paid contingent on provincial application deadlines. 

Special Purpose and Capital Retrofit is paid as applications are reviewed and approved. 

mailto:childcarefunding@ottawa.ca
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SECTION 6: CHILD CARE REGISTRY AND WAITLIST 

The City’s Child Care Registry and Waitlist (CCRAW) is an online, centralized 
application used by parents to find and register for licensed child care in Ottawa. Parents 
can also apply for help to pay for their day care costs (fee subsidy) within the same 
application. Detailed information on the fee subsidy application process for parents as 
well as other child care related information will be available in a parent guide, obtainable 
online at ottawa.ca/daycare in 2016. 

The CCRAW is also used by CSSPs to effectively manage their waitlists for both full fee 
and subsidized child care. 

Licensed child care agencies who would like to add their profile to the CCRAW can send 
their requests to childcare@ottawa.ca. All requests must include your Provincial license 
number. 

Once a profile has been activated, a systems support representative will be in contact to 
complete an agency’s profile and answer any questions. Please refer to the “help” button 
for informative videos and documents on topics such as; 

· Viewing and filtering the waitlist; 
· Adding or removing programs; 
· Placing children into programs; 
· Understanding a child’s subsidy status; and 
· Running reports. 

Use of the CCRAW is mandatory for all licensed CCSPs with a signed contribution 
agreement with the City of Ottawa. Section 7 part B “Fee Subsidy Procedures” has 
additional information about mandatory procedures for child care agencies that are 
eligible to accept subsidized children in Ottawa. 

Vacancy Reporting 

CCSPs with a signed contribution agreement must report all vacancies in their programs. 
Vacancy reporting is an automated feature in the CCRAW technology. CCSPs are 
prompted with a pop-up in the CCRAW to report vacancies every 30 days. 
Vacancy reporting allows City staff working with the highest priority parents to access 
information about available spaces in Ottawa, therefore increasing a parent’s opportunity 
to access a space more quickly. 

http://ottawa.ca/en/node/282652
http://www.ottawa.ca/childcare
mailto:childcare@ottawa.ca
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Family Manager 

Family Manager is a tool available to CCSPs who wish to make an application on behalf 
of the parent, in particular those agencies that support more vulnerable families. 

The family manager tool will allow you to: 

· Assist a parent in setting up an account in CCRAW (regardless of if the parent has 
an e-mail address), 

· Assist a parent in making changes to their account (if it was previously created 
using OneHSN e-mail address). 

To request the Family Manager function, please send an e-mail to childcare@ottawa.ca. 

Contacts 

For technical support on the waitlist technology, contact: 

OneHSN: 1-888-722-1540 or support@onehsn.com. 

For comments and questions about the Child Care Registry and Waitlist, e-mail 
childcare@ottawa.ca. 

mailto:childcare@ottawa.ca
mailto:support@onehsn.com
mailto:childcare@ottawa.ca


City of Ottawa, February 2017 
201720176 

Child Care Provider User Guide 

29  

 

 

SECTION 7: FEE SUBSIDY 

Funding 

The City administers a child care fee subsidy program for families living in Ottawa where 
the parent(s) are working, looking for work, going to school, or where the parent(s) or 
child has a special need. The amount of subsidy provided is determined by a provincially 
mandated income test. Based on the determined eligibility of parent(s), the City can pay 
for all or part of the child care fee once an available space in a licensed child care 
program is confirmed. 

Availability of Fee Subsidy Funding 

The City will monitor the utilization of fee subsidy dollars. Should fee subsidy dollars 
become unavailable, CCSPs will be notified via an e-mail as well as a notification in the 
CCRAW.  CCSP’s will receive 15 business days notice of the unavailability of fee subsidy 
funding during which time the CCSP may continue to place children into programs. 
CCSPs will be notified as fee subsidy funds become available again. 

While fee subsidy dollars are unavailable, CCSPs will be able to place the following types 
of placements into their programs: 

1. Transfers 
A transfer placement becomes available for a child with an existing child care fee 
subsidy placement. These children will have a status of “Accepted” and will be 
identified as a “Transfer”. 

2. Immediate Placements 
The City may approve immediate placements for victims of abuse, parents in shelters 
or requests for Children’s Aid Society (CAS). 

Per Diem Rate 

The per diem rate represents the total amount charged by the CCSP to a parent(s) for all 
child care services provided for their child.  The per diem rate(s) for subsidized spaces 
must not be higher than the fees charged to full-fee payment parents. 

As per the existing procedures communicated to CCSPs, no additional fees are to be 
charged to the parent(s) with the exception of late pick up fees. Examples of fees that 
may also not be charged to parents include: 

· Registration and membership fees; 
· Transportation and admission fees for field trips; 
· Costs related to performers and special events activities; 
· Sunscreen, diapers, lotions and wipes. 

When a child is withdrawn from a centre-based or private-home child care provider 
without notice, the City will pay to the CCSP up to ten (10) days of provider costs in lieu of 
notice. 
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Home Child Care Provider Rates and “G” Rates 
The City pays child care provider costs for subsidized spaces purchased from a home 
child care agency. Providers are paid different rates based on the number of approved 
hours of care a child requires on a daily basis. Six different provider rates are available 
and are categorized “A” through “E”. 

In some cases, flex care, extended hours and/or meals are required on a semi-regular or 
one time basis. In these instances, “G Rates” are used to pay providers to cover the 
additional care costs. The “G Rate” is payable as a supplement to each of the caregiver 
rates “A” through “E”. 

For audit purposes, home care agencies are required to document how and for what 
application their “G Rate” funds are distributed. 

Table 8 - Care Types Explained 

Type Of Care Application 

A Up to 10 hours of care with 1 meal and 2 snacks. 

B Up to 7 hours of care with 1 meal and 2 snacks. 

C Up to 5 hours of care with 1 meal and 1 snack. 

D Up to 4 hours of care with 1 snack. 

E Up to 2 hours of care. 

G This rate is $4.95 and is payable as a supplement to the caregiver 
rate, and is meant to cover the following: 
1. Special Needs: Children with physical and/or mental disabilities 

documented by a physician where the demands of caring for the child 
are above average.  Special needs may also include children with 
behavioral problems who have been referred and are waiting for 
assessment for a maximum of 3 months.  An additional “G” rate is 
payable where caring for the child limits the number of children for 
which the caregiver can provide care. 

2. Extended hours:  Longer hours of care than covered by the 
established rate. 

3. Care before 6:30 am 
4. Weekend care: 2 “G”s per day are payable for care provided on 

Saturday and/or Sunday. 
5. Evening Care:  Care that occurs after 7 pm 
6. Overnight Care: 1G for overnight care, additional Gs to be 

determined by the Supervisor in consultation with the Home Child 
Care Consultant, based on hours of care required and number of 
meals provided. 

7. Supper: Where care continues after 6pm. 
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Fee Subsidy Procedures 

The following information relates to procedures for agencies who accept children with a 
fee subsidy. For the elements that pertain to the CCRAW, please refer to the resources 
available in the provider portal in an agency profile. 

  Prioritization of Fee Subsidy 

The number of requests for child care fee subsidies in Ottawa outweighs the amount of 
available provincial dollars.  As a result, priority criteria were established in order to 
ensure the most vulnerable families requesting a subsidy are prioritized for a space 
according to their family’s socio-economic status and reason for accessing child care. 
Income, qualifying activity and other priorities are weighted, placing the child in order of 
priority on the waitlist (by order of highest to lowest priority). 

When filling a subsidized space, the CCSP must select the child with the highest priority 
on their waitlist. If an agency does not select the child with the highest priority they will 
be required to provide a rationale using a pre-populated list of potential reasons 
available in the automated Confirmation of Space form (i.e. not able to contact parent, 
parent declined space, child does not meet requirements of program etc). 

The City will be monitoring these Confirmation of Space forms to better understand the 
reasons why a child with a high priority may not be placed into a program. 

  Placements 

The CCSP may only place a child after the family is assessed and determined eligible 
for a child care fee subsidy. A child’s status must be “accepted” on the Child Care 
Registry and Waitlist prior to being offered a space. Where the CCSP starts a child in a 
space, prior to the City confirming eligibility for fee subsidy, the child care provider is 
responsible for collecting from the parent any child care costs occurred prior to the 
confirmation of fee subsidy eligibility. 
The CCSP must use the “PLACE” button in the CCRAW technology when a placement 
is confirmed. Using the “PLACE” feature ensures the waitlist is updated by: 

· Removing the child off the agency’s waitlist; 
· Removing the child off other agency lists that the parent had selected as a lower 

priority; 
· Initiating the automated confirmation of space form; the form will be pre- 

populated, requiring the CCSP to insert start date, care code and reason for 
placement AND is sent automatically to the subsidy office; 

· Automatically updating the vacancy report. 

CCSPs may not place children into their programs when fee subsidy funding is not 
available. Exceptions to this procedure are listed in Section 7. 
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Fee subsidies are intended to support children who have an immediate need for 
placement. In general, the start date of a child must not exceed 30 days from the date 
of placement. The exception being that start date may exceed 30 days for placement 
completed between May and September. 

Backdating 

The City does not backdate child care fee subsidy placements. A request for backdating 
may be considered where an administrative delay or exceptional circumstance exists. 

Transfers 

A CCSP’s waitlist will be comprised of families who do not currently have a subsidized 
space, as well as those who are requesting a transfer to a different CCSP. To view the 
Transfer list, the CCSP must select the Transfer filter on the “Manage your active 
applications” screen. For more information, visit One-HSN Job Aides on Transfers. 

For a parent to transfer from one CCSP to another, they must have an active fee 
subsidy placement and must have given the required 10 days notice to the other 
provider. 

Attendance 

A CCSP holding a contribution agreement with the City is required to provide the City 
with monthly attendance information regarding each child with a subsidy in their care. 
The attendance reports are in turn used by the City to pay the CCSP for days of care. In 
addition, the attendance reports can track the use of each child’s sick days and 
vacation, referred to as “paid-days away entitlement”. The CCSP must complete the 
administration of monthly attendance online using the Ontario Child Care Management 
System (OCCMS). To avoid delays with payment, the CCSP is encouraged to 
complete attendance between the first and tenth of the month for the previous month. 

A child is considered enrolled effective the first day the child attends that program or 
effective the statutory holiday if the first day the child attends is the day following the 
holiday. 

To obtain additional information related to attendance submission in OCCMS, please 
contact childcaresubsidyinformation@ottawa.ca. 

Paid Days Away 

Parents who have a child enrolled with an agency are entitled to 36 paid days away for 
every child in a full time program in each calendar year. These days may not be 
carried over from year to year. Paid days away include vacation days, sick days and 
any other days where the child is absent from care. Regardless of the reason, these 
pre-determined numbers of days away are paid to CCSPs as part of their Contribution 
Agreement. 
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The number of paid days away is pro-rated by the number of months in which a child is 
placed in a calendar year. If a parent requires child care on a part-time basis, the 
number of paid days away will be pro-rated for the calendar year based on amount of 
care to be used. 

In cases of joint custody, each parent is entitled to the prorated amount of their custody 
arrangement (50-50 – each parent is allowed 18 days). The Rights and Responsibilities 
form signed by parents outlines the number of paid days away they are eligible for. 
Parents whose children are absent from the child care agency after their allowed paid 
days away are exhausted are liable for the full cost of care and will be charged 
accordingly by the City. 

Requesting Additional Paid Days Away 

Parents are responsible to make requests for additional paid days away by utilizing and 
signing the designated Request for Additional Paid Days Away form. Parents can make 
a request directly to Child Care Subsidy Coordinator or can work with their CCSP to 
assist with the request. 

Parent(s) may submit the Request for Additional Paid Days Away form as follows: 

i. SubsidyCoordinators@ottawa.ca 
ii. By fax at 613-580-2447 
iii. In person at any Community and Social Support Centre 

Collaborative Billing 

Collaborative billing is available to families whose child is enrolled in a program that 
does not meet all the care needs of that child and where the child requires additional 
care. For example, a child is enrolled in a full day program and requires extended care 
in order to accommodate the parents’ working hours. Collaborative billing is also used to 
accommodate children who would benefit from being enrolled in a second program to 
meet their developmental needs. 

The request for collaborative billing is submitted to Child Care Subsidy using the 
Collaborative Billing Form. The request must be done by the second agency involved 
with a brief explanation of the child's needs and what the program will provide. The 
Subsidy office must approve collaborative billing.  If the Subsidy office approves the 
request, authorization will be sent to each agency. 
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SECTION 8: KEY CONTACTS 

Mailing Address:  
Operations Branch Child Care Unit City of Ottawa 
100 Constellation Crescent - 8th Floor West Ottawa, Ont. K2G 6J8 

Child Care Subsidy Offices: 

· Central - 370 Catherine Street (near Bay Street), 2nd floor, Ottawa, K1R 5T5 
· East - Beacon Hill Shopping Centre, 410-2339 Ogilvie Road, Ottawa, K1J 8M6 
· South - 2020 Walkley Road (near Conroy Road), Ottawa, K1G 6S6 
· West - 100 Constellation Drive (near Baseline and Woodroffe), 2nd floor East, 

Ottawa, K2G 6J8 

Telephone: 
· Child Care Subsidy: 3-1-1 (select language and option “4” daycare) Monday to 

Friday 8:30am to 4:30pm 
· Municipal Child Care Centres 

Fax: 
· Child Care Unit: 613-580-9643 
· Subsidy Office: 613-580-2447 

Email: 
· Child Care Unit: childcare@ottawa.ca 
· Subsidy Office: SubsidyCoordinators@ottawa.ca 
· Attendance questions or issues: childcaresubsidyinformation@ottawa.ca 

 

Municipal Freedom of Information and Protection of Privacy Act 
(MFIPPA) Information 

Personal information collected by Child Care Services is pursuant to s. 11(1)(5) of the 
Municipal Act, 2001, S.O.2001, c.25, and will be used for the purposes of processing 
attendance, grant submissions, or budget submissions and the overall management of 
the City of Ottawa, Child Care unit. Questions regarding this collection may be 
addressed to Child Care unit at 613- 580-2424 ext. 24100. Additional information is 
available on the City of Ottawa website. 

For questions regarding the information provided in this guide, please contact the Child 
Care Unit at 613-580-2424 ext 24100 or by email at childcarefunding@ottawa.ca 

. 

http://ottawa.ca/en/residents/social-services/daycare/city-operated-child-care
mailto:childcare@ottawa.ca
mailto:SubsidyCoordinators@ottawa.ca
mailto:childcaresubsidyinformation@ottawa.ca
http://www.ottawa.ca/city_hall/mfippa/index_en.html
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