
Sunnyside Garden Daycare Centre  
Waiting List Policy 
 
As of September 1, 2016, the Ministry of Education requires all childcare providers to provide full 
transparency in their waiting list administration.  The policy outlines SGDC’s waiting list process to 
ensure it is fair while maintaining the flexibility required to run our centre as efficiently as possible. This 
policy supersedes the policy laid out in the Financial Policies. 
 
Who can apply? 
To be on the SGDC waitlist, a parent or legal guardian must complete a childcare application form.  This 
form is available on our website, by email or in person. Parents, especially those looking for toddler or 
preschool care, are also encouraged to have a tour of the centre previous to enrolling in the centre.  A 
child can be placed on the list previous to being born. 
 
Placement on the list 
The order in which children are placed on the SGDC waiting list is based on the following factors: 

1. Date on which the application is received  
2. The requested month childcare would start 
3. The requested number of days – Full time would take priority over part-time  

 
If parents defer a space or move the start date to another month, their space on the waiting list will be 
dependent on the date on which they originally registered for the waiting list.  If a space is declined, the 
family will be removed from the waiting list entirely. 
 
Priority 
SGDC gives priority to the following groups: 

1. Children already enrolled in the program i.e., Toddlers already enrolled at SGDC would have 
priority going into the Preschool program 

2. Siblings of current SGDC clients 
3. Children who live in the catchment of Garden Avenue Public Junior School 
4. Children of staff currently employed at SGDC and Garden Ave. Public School 
5. Children who have been attending on a drop in basis  
6. All other children 

 
 
Maintaining the Waitlist  
SGDC will contact parents as spaces become available and will give families as much notice as possible.  
They will be contacted by phone and email.  If we have not heard from a family in three business days, 
we will move on with the next family on the list and the child’s name will be removed from the list.  All 
attempts to contact families will be noted on their application form.  Application forms for families who 
decline spaces, either directly or by not responding to the centre’s attempts to reach them will be kept 
on file for one year and then destroyed.  It is the family’s responsibility to let the centre know if their 
contact information changes.   
If a child ages out of one program before they are accepted, their application will be moved into the 
next age group and will maintain the same application date. 
 
 



Requests for information 
Parents can contact the Director to ask about their child’s place on the waiting list.  They will receive 
that information of their position on the waitlist for the month that they have requested to start.  At this 
time, the Director will let the parent know that this number may change depending on families 
withdrawing from the waitlist, other members on the waitlist who change their requested start dates or 
if priority individuals join the waitlist. 
 
The Ministry of Education mandates that parents can request to have access to view the Daycare’s 
waitlist with the anonymity of all the waitlist parties maintained.  SGDC does not maintain a separate, 
anonymous waitlist.  If a request is made for a physical copy of a waitlist, SGDC will provide a redacted 
list within fourteen business days for only the month and age group of the start date requested by the 
inquiring parent. 
 
Offering of Spaces 
Spaces become available when a child moves into another program at SGDC or a family terminates care.  
Parents are required to give four weeks notice. Therefore, it is expected that minimum amount of notice 
a family will receive about an available space would be four weeks. 
 
The most common time for children to move programs or leave the centre are July and September. 
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