ORDE DAY CARE’S STAFF POLICY AND PROCEDURE BINDER

Serious Occurrence Policy and Procedure
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Purpose:

The purpose of this policy and the procedures within is to provide clear instructions for staff, students
and volunteers to follow for how to identify, respond to and report a serious occurrence. It ensures that
there is a plan to deal with any serious incidents that may affect the health, safety and well-being of
children and those working directly with children, and that these serious incidents are addressed by the
child care centre and reported to the Ministry of Education for review.

This policy is intended to fulfill the obligations set out under Ontario Regulation 137/15 for policies and
procedures with respect to serious occurrences for child care centres.

Note: definitions for terms used throughout this policy are provided in a Glossary at the end of the
document.

Serious Occurrence Reporting Procedures are outlined below and must be kept in each room (posted or
in emergency binder/bag). The Serious Occurrence Policy is posted on each parent board in the centre.

Centre Responsibilities:

The Supervisor and/or Director are responsible for determining if an incident is a Serious
Occurrence based on the categories and definitions set out below.

If the Supervisor or Director are not on site at the time of the incident they must be contacted
immediately. In the most extreme circumstances, should neither the Supervisor or Director be

available, the most senior RECE () on site will act as the Designated Authority

The Designated Authority must then follow the Serious Occurrence Reporting Policy and Procedure and
ensure the Ministry of Education is informed of the incident within 24 hours of the occurrence.

Policy

Serious Occurrence Categories and Definitions (5 categories)
Under the Child Care and Early Years Act, 2014. Serious occurrences are defined as:

Page 1 of 13



.

ORDE DAY CARE’S STAFF POLICY AND PROCEDURE BINDER

1. Death of a child who received child care at a child care center, whether it occurs on or off the premise.
2. Abuse, neglect or an allegation of abuse or neglect of a child while receiving care at a child care center
(Please note: Where a parent express concerns that a child is being abused or neglected, the parent will
be advised to contact their local CAS directly. The person who becomes aware of these concerns is also
required to report the concerns to the local CAS)

3. A life-threatening injury or life-threatening illness of a child who receives child care at a child care
center

4. An incident where a child who is receiving care at a child care center goes missing or is temporarily
unsupervised while receiving care at the child care center or while being supervised off premise by
the child care staff

Definitions:
Temporarily Unsupervised: When a child is left unsupervised in a classroom, playground or area in the
daycare building or at any time during a field trip

i.e., Children and staff leave the playground and a child is left behind on the playground. Staff do not
notice the missing child until the group arrives in the room and the child is not in attendance.

Considerations:

Children in School Age programs attend to the washroom in pairs or in groups of three. These children are
not considered temporarily unsupervised by an adult. If the children do not return within a couple of
minutes, a staff will check on them or call down to the office/kitchen for the staff to check. If one or both
of the children are no longer in the bathroom or bathroom area and the staff is unsure where they have
gone, the children are temporarily unsupervised and a Serious Occurrence will be filed.

To ensure the safety of the kindergarten children at afternoon dismissal, the kindergarten staff will arrive
at the kindergarten drop off area at least 5 (five) minutes before they are dismissed from the school to
ensure a smooth and safe transition into the FDK program.

Children in the before and after school and lunch programs are under the direct supervision of the daycare
staff until the first bell rings for the start of school and the lunch recess. After the first bell, the child will
be supervised by the on-duty school supervisor or classroom teacher.

Supervision in the after-school program begins when the school children are dismissed from the school
and are either escorted to the before and after school program (kindergarten children), or when they
arrive to the program (SA program). Should a child who is expected to arrive does not arrive within five
(5) to ten (10) minutes of dismissal, staff will follow the procedure outlined in the Safe Arrival and
Dismissal Policy and Procedure.

School age staff who have new children enrolled in the program, will ensure that the child is either

escorted by a staff member, when there is an extra staff available or has been partnered by the staff with
another child from the same classroom who will come to the B and A program together.
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5. Anunplanned disruption of the normal operations of a child care center that poses a risk to the health,
safety or wellbeing of children receiving care at the child care center, which include the following

e Fire

e Flood

e Gas Leak

e Detection of Carbon Monoxide

Outbreak of an lliness if there is a disruption of service to the room or program
e Lockdown

e Other Emergency Relocation or Temporary Closure

e Public Health ordered closures

Serious Occurrence Reporting —Steps to Follow for all Serious Occurrences

Immediate Actions:

Actions to be taken if a serious occurrence has occurred, or is suspected, include the following:
Conducted by the first person on the scene;

Immediately

e ask for assistance from other staff, students or volunteers

e Provide immediate medical assistance, if applicable according to Standard First Aid or CPR
training

e Ensure the other children are removed from the scene and do not have access to the area
where applicable

e Address any risks to the health or safety of the child and/or children present to prevent the risk
of further harm

e Notify the supervisor or designate

Ongoing
e Follow the direction provided by the third-party authorities (police, CAS, public health)
e Ensure that children are supervised at all times

Within 24 hours
Document the incident in:
a. The program room and supervisor’s daily written record
b. The record of symptom of iliness, if applicable and or
¢. Inan accident report, if applicable
Where an accident report is created, provide a signed copy to the parent/guardian of the
child.

Conducted by the Supervisor/Director/ Designated Authority

1. Informing the staff member or any other person witnessing or having knowledge of the occurrence
to report the matter to the Supervisor or Director.
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The Supervisor or Director will contact any other authorities as required

e Police

e Children’s Aid

e Toronto Public Health

e Fire and Emergency Services

Orde Day Care Board Chair

e Orde Day Care Insurance

e WSIB (as applicable)

e  Ministry of Labour (as applicable)

e Joint Health and Safety Members (as applicable)

Within 24 Hours:
When a serious occurrence is deemed to have taken place, the Supervisor/Director shall:

e Complete an online Serious Occurrence Report through the Child Care Licensing System.
If the Supervisor/Director is unable to access the Child Care Licensing System within the 24-hour period,
they shall inform the Ministry of Education Program Advisor via telephone or email. A voicemail

message must be left to notify the PA of the incident.

Contact numbers and emails are noted on the Serious Occurrence Reporting Procedure. A
serious occurrence report must be submitted in CCLS as soon as the system can be accessed.

e Inform the parent/guardian immediately.
e Notify the Chair of Orde Day Care Board of Directors.

e In the event an allegation of abuse or neglect is made against a staff member, student or volunteer
contact Children’s Aid Society and Police immediately.

e Contact the center’s insurance company when there is an allegation of abuse or neglect made against
a staff, student or volunteer.

As a measure to increase awareness and transparency the Ministry of Education require childcare
centers to post all Serious Occurrences that involve children, staff or the center, including any allegation
of abuse or neglect by a staff member, student or volunteer.

e The Serious Occurrence posting will be generated by the Child Care Licensing System. This form
must be completed by the Supervisor/Designate or Director and will provide a summary of the
serious occurrence and any action taken by the Centre
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o The form will be posted on the parent board with 24 hours and remain posted for 10 days,
regardless of the serious occurrence type and the status of any related investigation.

e The summary will not include identifying information of children, program or staff. (i.e. names,
and ages of children, staff or program rooms) and will contain gender neutral language (for
example, they, a child)

e Where a serious occurrence is updated or revised, the summary should also be updated to
reflect this change

Serious Occurrence Notification forms are kept on file for three years from the date they were created
or updated (which ever date is most recent) .

Follow Up for all Serious Occurrences:

1. Follow any direction provided by third party authorities (for example, police, CAS, public health)
2. Maintain confidentiality at all times
3. Update the serious occurrence report on CCLS, as required

4. Conduct an internal investigation that include written accounts from staff involved in the Serious
Occurrence, to gain a better understanding of the events that led up to the Serious Occurrence
and how individuals involved responded to the event.

5. A review of the serious occurrence incident with staff, students and volunteer to establish next
steps and reduce probability of repeat occurrences

6. Provide children, parents, staff, student and/or volunteers with supports, if needed
7. Review with staff, student and volunteer the children care centre program statement policies

and procedure that set out prohibited practice and expectations of promoting the health, safety,
nutrition and well being of children.

Ongoing Monitoring:

The centre will monitor its performance every year, on an ongoing basis, with respect to the reporting,
management, and the follow-up of serious occurrences. Staff and Supervisors will be monitored for
adherence to the Serious Occurrence Policy and Procedures.

Noncompliance with the 24-hour reporting requirement or the insufficient reporting of a serious
occurrence may result in an administrative penalty of $2000.
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e Steps to Follow According to Specific Serious Occurrence
Categories

SERIOUS OCCURRENCE: Death of a Child

e STEPS FOR STAFF, STUDENTS AND VOLUNTEERS TO FOLLOW:
Death occurs while a child is receiving child care:

See ‘Steps to Follow for All Serious Occurrences’ for staff, students and volunteers.

e STEPS FOR THE LICENSEE/SUPERVISOR/DESIGNATE TO FOLLOW:
See ‘Steps to Follow for All Serious Occurrences’ for the Licensee/Supervisor/Designate, and

Death occurs while a child is receiving child care:

1. Immediately, upon becoming aware of the incident:

Contact a parent of the child, or where a parent cannot be reached, contact the child’s
emergency contact.

Death occurs while a child is not receiving child care:
Within 24 hours of becoming aware of the incident:

Contact local Children’s Aid Society (CAS) or police services to find out if there is an
investigation. If an investigation is ongoing, conduct an internal investigation after
CAS or police services have completed their investigation, if applicable.

SERIOUS OCCURRENCE: Allegation of Abuse and/or Neglect

e STEPS FOR STAFF, STUDENTS AND VOLUNTEERS TO FOLLOW:
‘Steps to Follow for All Serious Occurrences’ for staff, students and volunteers, and
Where there is a concern about the abuse or neglect of a child by any person:
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1. Immediately:

Report concerns to the local Children’s Aid Society (CAS) as per the duty to report
obligations under the Child, Youth and Family Services Act, 2017 (CYFSA).

Document the conversation with CAS and follow their recommendations.

Notify the supervisor/designate of the incident and the report made to CAS, where
appropriate.

Refrain from discussing the allegation with others.

Maintain confidentiality at all times.

STEPS FOR THE LICENSEE/SUPERVISOR/DESIGNATE TO FOLLOW:

See ‘Steps to Follow for All Serious Occurrences’ for the Licensee/Supervisor/Designate, and

Where there is a concern about the abuse or neglect of a child by a staff, student or
volunteer, or where a person has otherwise reported alleged abuse/neglect concerns to
the supervisor/designate:

1.

Immediately:

Notify the person who reported concerns about their duty to report obligations under the
Child, Youth and Family Services Act, 2017 (CFSA).

Report the concerns to the local Children’s Aid Society (CAS) as per the duty to report
obligations under the CYFSA, unless it is confirmed that a report has already been made to
CAS.

Document the concerns.
Contact and notify a parent of the child, where appropriate.

Based on the nature of the allegation and/or the direction of CAS and/or internal policies,
determine next steps such as disciplinary measures and additional actions, such as an
internal investigation to protect children in care.

Determine whether the individual alleged to have abused/neglected a child is registered
with a professional regulatory body (for example, College of Early Childhood Educators,
Ontario College of Teachers and more). If so:

Report the allegation of abuse to the appropriate regulatory body;

Report to the College of Early Childhood Educators when the employment of a
registered early childhood educator (RECE) is suspended or terminated or if the
RECE resigns.

Refrain from discussing the allegation with others.

Maintain confidentiality at all times.
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Once all external investigations are complete (for example, by police and/or CAS), if
applicable:

Update the serious occurrence report in CCLS, as required.

Update all other authorities to whom the allegation was reported (for example, College of
Early Childhood Educators, Ontario College of Teachers, CAS and more).

SERIOUS OCCURRENCE: Life-threatening Injury or lliness

e STEPS FOR STAFF, STUDENTS AND VOLUNTEERS TO FOLLOW:
See ‘Steps to Follow for All Serious Occurrences’ for staff, students and volunteers.

e STEPS FOR THE LICENSEE/SUPERVISOR/DESIGNATE TO FOLLOW:
See ‘Steps to Follow for All Serious Occurrences’ for the Licensee/Supervisor/Designate.

SERIOUS OCCURRENCE: Missing or Unsupervised Child(ren)

e STEPS FOR STAFF, STUDENTS AND VOLUNTEERS TO FOLLOW:
‘Steps to Follow for All Serious Occurrences’ for staff, students and volunteers, and

1. Immediately, upon becoming aware that a child or children are missing:
Alert the supervisor/designate, and all staff, students and volunteers;

Search the child care premises, including outdoor areas (for example, hallways, washrooms,
playground, outdoor classrooms, elevators and more);

Ensure that remaining children are supervised at all times.
a) Where the child or children are not found after being deemed missing:
Continue to search the premises.

Update the supervisor/designate.

Where the child or children are found after being deemed missing:

Update the supervisor/designate.

After the child or children have been found, after being deemed missing:

Document the incident in the daily written record/log book for the room.

e STEPS FOR THE LICENSEE/SUPERVISOR/DESIGNATE TO FOLLOW:
See ‘Steps to Follow for All Serious Occurrences’ for the Licensee/Supervisor/Designate, and
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1. Immediately, upon becoming aware that a child is missing:

Assist with searching for the missing child(ren).

a) Where the child or children are not found after being deemed missing:

Call emergency services and follow direction from emergency services personnel.

Contact the child(ren)’s parent(s), or where a parent cannot be reached, contact the
child’s emergency contact.

Where the child or children are found after being deemed missing:

Update the child(ren)’s parent(s), or where a parent cannot be reached, the child(ren)’s
emergency contact(s).

Protocol for Missing Child on premise:

Orde Day recognizes the need for prompt action when a child is deemed to be missing, or his/her absence
has not been accounted for. Staff who become aware of the situation will take the following steps

1.

Staff will inform Supervisor or Director of missing child.

Supervisor or Director will alert all staff of the child who is missing. Staff on premise not
covering ratios will be asked to assist in search.

All available staff will immediately search the childcare premise, including all outdoor
areas.

Supervisor or Director will request the school staff make an announcement to alert all
staff of the missing child through the school pa system or walkie talkies

The staff member will contact the Daycare supervisor/ school administration staff or
teachers when children enrolled in the school do not arrive for the fdk or school age
programs on instructional days, and the child’s absence has not been accounted for
immediately after attendance is taken upon arrival into pm program.

If a school age or fdk child doesn’t arrive to daycare but is expected, the staff will call the
parent to inquire if the child was picked up from school immediately after attendance is
taken upon arrival into the pm program. Staff will remind parent to inform the daycare if
their child does not attend. Staff can check with the other children to see if they are
aware of the whereabouts of the child, but the information they supply must be verified
by an adult in authority, classroom teacher, office staff, parent etc.

If a child goes missing while under the daycare supervision, the Supervisor or Director

will call the parent and inform them of the situation. If the parent cannot be reached by
phone at all of the numbers listed on the child’s emergency contact sheet, the
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9.

10.

11.

Supervisor/Designate will email the parent requesting that they contact the center
immediately.

If the parents cannot be contacted, then the emergency backup person will be called to
see if they are aware of the parents’ contact information for that particular day.

The Supervisor or Director will contact the police immediately by telephone if child cannot
be found after the initial search.

The Supervisor or Director will contact the child’s parents if and when the child is found.

The Supervisor/Director will set up a time with the parents to discuss the incident and
possible changes to protocol resulting from the occurrence.

b) Protocol for Missing Child off premise:

1.

2.

10.

11.

Alert all staff on trip, if possible, of missing child.

Have one staff go and look for the missing child.

Supervise the remaining children in a safe space.

Contact the Supervisor or Director at the center, immediately thereafter.

If the child cannot be found within the initial search, staff will contact police and inform
them of the missing child, their last know whereabouts and description of child and

clothing.

Staff will ensure that the picture of the children is taken prior to departing for the trip
and available to police if required.

Inform a representative of the venue of the missing child, if possible.

The Supervisor or Director will call the parent and advise them that their child is missing
and the police and venue contact have been informed, and that staff are looking for
their child. The Supervisor or Director will try all the phone numbers listed on the child’s
emergency contact sheet. If the parent still cannot be contacted by phone, an email will

be sent to the parents’ email address asking them to contact the center immediately.

If the parents cannot be contacted, then the emergency backup will be called to see if
they are aware of the parents’ contact information for that particular day.

If child is found, the staff on the trip will call the parent directly.

Staff will also call the centre and provide an update on the whereabouts of the child
when possible.
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12. If the child cannot be found after the initial search, the staff who remained with the
children will contact the centre for further direction from the Supervisor or Director. The
Supervisor/Director will then decide what the next steps are based on the following
criteria

e child to staff ratio on trip

e the location of the children

e their proximity to daycare

e the mode of transportation needed to return back to the daycare.

SERIOUS OCCURRENCE: Unplanned Disruption of Normal
Operations

e Fire

e Flood

e Gas Leak

e Detection of Carbon Monoxide

e Outbreak

e Lockdown

e Other Emergency Relocation or Temporary Closure
e Public Health ordered closure

e STEPS FOR STAFF, STUDENTS AND VOLUNTEERS TO FOLLOW:
‘Steps to Follow for All Serious Occurrences’ for staff, students and volunteers, and
a) Where the incident is suspected to be an outbreak:
1. Immediately:
Notify the supervisor/designate on site of concerns.
Separate children who are showing symptoms of illness from other children.

Follow any directions provided by the local public health authority.

Within 24 hours or as the information becomes available:

Record symptoms of ill health in the affected child(ren)’s records.
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Document the incident in the daily written record/log book.

b) Where the incident is not an outbreak (all other disruptions of normal operations):

1. Immediately:

Follow the child care centre’s fire safety and evacuation plan and/or the emergency
management policies and procedures, as applicable.

Within [insert timeframe]:
Document the incident in the daily written record.
e STEPS FOR THE LICENSEE/SUPERVISOR/DESIGNATE TO FOLLOW:

See ‘Steps to Follow for All Serious Occurrences’ for the Licensee/Supervisor/Designate, and

a) Where the incident is suspected to be an outbreak:

1. Immediately:

Contact the local public health department.

Where the incident is deemed an outbreak by the local public health department:

1. Immediately:
Follow instructions from the local public health department.

Contact the parent(s) of the affected child(ren) and ensure the affected child(ren) are
picked up by their parent(s) and/or taken to hospital.

Obtain an outbreak posting from the local Medical Officer of Health and post in an area
easily accessible for parents.

Note: Outbreaks must be reported as a serious occurrence only if deemed an outbreak by
public health.

Within 24 hours after Toronto Public Health have deemed it an outbreak:

Notify all parents of children enrolled at the child care centre of the outbreak.

c) Where the incident is not deemed an outbreak, follow any direction provided by public
health.

d) Where the incident is not an outbreak (all other disruptions of normal operations):

1. Immediately:

Follow the child care centre’s fire safety and evacuation plan and/or the emergency
management policies and procedures, as applicable.

Note: a hold and secure (an external threat in the area) is not a reportable serious occurrence
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Policy Review:

This policy and procedure will be reviewed and signed off by all employees before commencing
employment, annually, and at any time changes are made.

| acknowledge receipt of Orde Day Care’s Serious Occurrence Policy and Procedure

| understand it is my responsibility to read, understand, and comply with the Serious Occurrence Policy
and Procedure. | understand that if | have questions, at any time, regarding the policy and procedure, |
will consult with my immediate supervisor.

Please read the Serious Occurrence Policy and Procedure carefully to ensure that you understand the
policy before signing this document

Staff Name: Supervisor Name:
Staff Signature: Supervisor Signature:
Date: Date:
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