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Introduction 
This document outlines the enhanced health and safety measures that Stittsville Co-operative Nursery 
School (SCNS,) as a licensed child care centre, is required to implement prior to reopening to prevent 
and reduce the spread of COVID-19. 

About COVID-19 Operations: 
A “group” is defined as the children and staff, who stay together throughout the program. Children 
and staff should only be included in ONE group. 
 
The 2 year old program will operate with a group of 10 children and 2 RECEs. 
The 3 year old program will operate with a group of 16 children and 2 RECEs. 

Important Health Care Information to Have on Hand 
Contact a health care provider, Telehealth Ontario at 1-866-797-0000 or the Ottawa Public Health at 
613-580-6744 if you, or another individual, are experiencing symptoms of COVID-19.  If you are in 
destress, please dial 9-1-1. 
 
Refer to Ottawa Public Health’s website for information on symptoms, getting tested and self-isolation 
at:  https://www.ottawapublichealth.ca/coronavirus/  

What is COVID-19? 
COVID-19 is a new strain of coronavirus that are part of a large family of viruses that can cause 
symptoms similar to the common cold but can advance, in some cases, to severe respiratory illness or 
even death. 

How the virus spreads:  COVID-19 typically spreads through: 
 droplets from coughing and sneezing 
 close prolonged personal contact with an infected person (e.g. being coughed or 

sneezed on or being within 2 meters for 15 minutes) 
 touching an infected surface and then touching your mouth, nose or eyes 

Common symptoms include: 
 fever 
 new or worsening cough 
 shortness of breath 

A range of other symptoms may include: 

 
 sore throat 
 difficulty swallowing 
 nasal congestion (without known 

cause) 
 cough 
 

 nausea or vomiting, diarrhea, 
abdominal pain unexplained 
fatigue/ malaise/ muscle aches 

 headaches 
 chills 
 new loss of sense of smell or taste 

 croup (respiratory infection 
resulting in barking cough and 
difficulty breathing in children) 

 lack of energy or difficulty 
feeding (in infants) 

 If more symptoms are added/removed, we will update the list! 



 

 

Part 1: Protocols for Daily Active Screening at SCNS   

Policy 
Every person arriving at SCNS must complete the SCNS Daily Screening Test (online) via Google Forms.  
This eTest is updated regularly to correspond with the Ottawa Public Health screen tool for Students.  
The link will be sent to all SCNS Staff members and Parents.  The online eForm is to be completed and 
submitted between 7am and 8:30am, from home, PRIOR to coming and entering the centre.  
Whether your child is coming to school OR will be absent that day, parents will need to complete this 
eScreen from.  The screening results will be collected and documented EVERY DAY to facilitate contact 
tracing by Ottawa Public Health in the event of a confirmed COVID-19 case or outbreak. 
 
SCNS will use both the eScreening and the Attendance Forms, which tracks arrival and departure times 
of the children).  SCNS will mark the attendance forms (one per age group) the results of the eScreen.  
This is necessary so that on any given day, SCNS can provide Ottawa Public Health) OPH, a list of 
everyone in attendance for contact tracing.    
 
Parents/guardians are responsible for playing an active role in Daily Screening at home by monitoring 
family members for symptoms in their children.  Screening will be marked on the attendance records 
and, when necessary, on the Symptoms of Illness Tracking forms.  Upon arrival to school, SCNS staff will 
conduct a visual screening of children.  
 
In the event that the online link is unavailable OR families cannot, for some reason, enter their child’s 
Daily Screening Test information, the SCNS COVID-19 Active Screening Forms (appendix I) will be done 
manually at SCNS until the link is fixed.  This is to be used as a last resort method. 
 
Individuals re-entering the SCNS property (even if they leave and return on the same day) must re-
screen PRIOR to entering SCNS. 
 
There will be no volunteers or non-essential visitors permitted to enter SCNS. Essential visitors who will be 
permitted may include professionals delivering supports for children with special needs, Ministry staff, 
ALC Custodial staff, Supply Teachers and other public officials such as the Fire Marshall and Public 
Health Inspectors.  Essential visitors will be required to meet all daily active screening requirements prior 
to entering the centre.  
 
It is important to note that children who are infected with the COVID-19 virus are more likely, than adults, 
to have very mild infections or to have no symptoms at all.  The SCNS screening process will help detect 
infections when there are symptoms; however, this screening process will not detect infected children or 
adults who are asymptomatic at the time of screening. 

Individuals who were previously ill, have been symptom free for 24-48 hours, and have tested negative 
for COVID-19 must be screened using the Re-entry Screening Form for Previously ill Individuals 
(appendix 2) BEFORE being accepted back to SCNS.  ALL previously ill individuals must provide SCNS 
with a copy of the negative COVID-19 test results. 

If you FAIL your Daily Screening Self-test: 
This means that you do not score 8/8 on the online SCNS Daily Screening form.  Anyone with a score of 
less than 8/8 is instructed to a) report illness to the school; b) stay homestay at home until they can get 
a COVID1-9 test; and, c) submit the negative test to the school before returning to the school. 
NOTE: the eTest has questions about family members in the home.  If someone in the home has any 
single COVID-19 symptom, ALL family members must remain home until a negative COVID-19 test is 
received. 



 

 

COVID-19 testing Requirements: 
Testing will be required for any staff/parent/child/household member experiencing new or worsening 
symptoms before returning to SCNS. Individuals who choose not to have COVID-19 testing must be 
excluded from SCNS for 14 days.  
 
Staff or children with a pre-existing medical condition that corresponds to a COVID-19 symptom (e.g. 
asthmatic cough, rash) must have this documented in their file.  Only medical notes from physicians or 
nurse practitioners that indicate that the individual has a chronic medical condition that resembles 
COVID-19 will be accepted.   
 
When going to a COVID-19 testing centre, the family/person will be given instructions regarding the 
length of isolation required and for how long family members should also be excluded from 
work/activities 

Negative Test for Covid-19: 
The induvial who tests negative for COVID-19 can return to SCNS as long as their symptoms are 
significantly improved or have been resolved after 24-48 hours.   If there is any vomiting or diarrhea, 
everyone must be symptom free for 48 hours before returning to the school.   
 
The individual needs to isolate, while waiting for test results essential. 

Positive Test for COVID-19:  
The individual who tests Positive for COVDI-19 is required to continue self-isolation for 14 days from the 
start of symptoms.  Ottawa Public Health will confirm when they are permitted to return to SCNS.  
Anyone who has been identified as a close contact of a confirmed or suspected case of COVID-19 
should be excluded from the program for 14 days after their last exposure, regardless of their test result. 

The need to isolate individuals who have experienced “close contact” is paramount while waiting for 
test results and will be assessed on a case-by-case basis. 

SCNS Signage and Implementation Measures: 
SCNS will: 
 Ensure SCNS Staff follow the regulations on “how to properly put on and take off PPE.” 
 Have posters & signage outside the drop-off and pick up areas. 
 Implement measures to physically separate or impose physical distance of at least 2m between 

persons.  
 This could be done by using visual cues or signage to limit close contact. 

 Have hand sanitizer (minimum 60% alcohol) various locations around the school (out of reach 
from children)  

 Expect everyone entering the school to use hand sanitizer and proceed to a hand washing 
station. 

 Children will be supported by SCNS Staff during the hand hygiene (using soap and water) when 
they enter the program classroom, before and after eating. 

 A contactless forehead thermometer will be used during the screening process IF the at home 
screening process is not done OR if the child appears to be developing symptoms of illness at 
school.  

Screening Communication to SCNS members: 
SCNS must inform all parents/guardians, who have enrolled their child(ren) at SCNS of the screening 
requirements prior to the family starting program.   SCNS will request that parents/guardians confirm 



 

 

their understanding of, and consent for, all screening requirements, using the Parent/Guardian COVID-
19 Screening Agreement (Appendix 3) 
 
The Parent/Guardian COVID-19 Screening Agreement includes the following: 

 Acknowledgement that children who are ill AND children with family members who have 
COVID-19 symptoms should not attend SCNS. 

 Agreement that any child/family with COVID-19 symptoms be tested for COVID-19 before the 
child/family can return to child care. 

 Understanding of the questions being asked on the. 
 Agreement to all screening requirements and to accurately respond to all screening questions 

on the SCNS Daily Screening eForm (including having temperatures taken daily.) 
 Misrepresentation on any screening questions, could result in the withdrawal of the child(ren). 
 Agreement from parent/guardian to NOT administer any medication to their child(ren) that may 

mask the symptoms of illness, such as Tylenol or Advil, prior to screening and bringing the child 
to SCNS. 

 Agreement to exclude child(ren) from SCNS  immediately upon observing any signs or symptoms 
of illness in any family member until medically deemed able to return to care. 

 Consent to provide copies of any COVID-19 test results to SCNS. 

Confidentiality of Personal Health Information Collected for COVID-19 Screenings 
It is important to note that Ottawa Public Health is required by Ontario’s Personal Health Information 
Protection Act (PHIPA) to respect and protect the privacy of the individuals being screened for COVID-
19. 

 Ottawa Public Health will only disclose a positive case to a SCNS if it is needed to manage the 
exposure risk to others. 

 SCNS staff are required to protect all personal health information collected for the COVID-19 
screenings and/or information provided by Ottawa Public Health regarding a positive COVID-
19 test result to reduce exposure.  

 Parent/children/family privacy is paramount; therefore SCNS staff will treat families in a 
respectful manner which protects the privacy of their family.  

 COVID-19 screening results must only be shared with Ottawa Public Health.  
 All screening documents completed will be stored in a secure area  

Re-entry Screening of Previously ILL Individuals who have tested Negative for COVID-19 
If a previously ill SCNS Staff member, child, parent/guardian has: 

 Remained symptom-free for at least 24-48 hours, they can return to SCNS (unless they have had 
close contact with a confirmed or suspected case of COVID-19) in which case, they will need 
to self-isolate for 14 days from the last time they had close contact with the confirmed or 
suspected case. 

 The parent/guardian or staff member must provide a copy of their COVID-19 test result to SCNS 
to verify the negative result.  

 Upon return to SCNS, the previously ill person must complete the Re-Entry Screening Form for 
Previously Ill Individuals with a trained SCNS staff member over the phone. 

 
The SCNS Business Manager is responsible for ensuring that this information is recorded, filed on the 
premises, and managed in accordance with SCNS’s relevant privacy and document management 
practices as set out in the Child Care and Early Years Act (i.e. O. Reg. 137/15: for 3 years.  
 
Policy for Pre-scheduled meetings: NO in person meetings or events will be held at SCNS.  When 
possible they will be held virtually.  



 

 

Part 2: Protocols for Program Days Specific to SCNS   
SCNS is permitted to return to “normal” groups sizes. The 2 year old program will operate with 10 children 
and 2 RECEs in their group and the 3 year old program will operate with 16 children and 2 RECES in their 
group.  Staff and children can only be included in ONE group. 
 
Once the SCNS Daily Screening test eForm is completed (and the score of the test is 8/8) the SCNS 
Business Manager will provide the Teachers of each group a list of children who have screened in and 
record attendance accordingly.  
 
Only those who have completed they eScreening will be permitted into the school.   
Policy for Classroom Volunteers: During the COVID pandemic, no parents will be allowed in the 
school to volunteer in the classroom.  Committees will not run and will be done by staff with the 
exception of the Executive Team who will meet virtually every month.   

Process: 
 Staff and children Pre-screen at home prior to coming into the school. 
 Anyone who does not score 8/8 is to remain home and get a COVID-19 test done.  
 If a staff member is absent; they must report the details of their absence on their SCNS Daily 

Screening Test eForm and to report their absence to the Program Supervisor immediately so a 
supply teacher may be called in. 

 Staff, children and families are required to stay home if they are experiencing ANY of the 
symptoms identified on the SCNS Daily Screening Test eForm. 

Child Drop-off in the morning: 

2 year old Program Children 3 year old Program Children 

After submitting the SCNS Active Daily Screening Test eForm: 
 Parent and child can proceed to the 

gate at the outdoor play yard to be 
greeted by your teachers. 

 Parent and child ca proceed to the 
front entrance of the school yard to be 
greeted by your teachers. 

 Once the child has been confirmed, 
attendance will be taken and the child 
will be allowed to enter the yard. 

 Once the child has been confirmed, 
attendance will be taken and the child 
will be allowed to enter the school. 

 Teachers will guide the children in the 
outdoor part of their morning. 

 Teachers will support children with 
washing their hands before they start 
the inside part of their morning. 

 Parents or guardians will not be 
permitted in the yard with their child.  
They will be encouraged to leave and 
not prolong the “good bye” process. 

 Parents or guardians will not be 
permitted in the school with their child.  
They will be encouraged to leave and 
not prolong the “good bye” process. 

 Teachers will be monitoring children for signs of illness throughout the day and will 
complete the Illness Tracking Form (appendix 4) if any symptoms arise. 

 

SCNS OUTSIDE PROGRAM SCHEDULE 
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

9:15am-10:15am 
2 year program outside 

 
11:30am-12pm  

3 year program outside 

9:15am-10:15am 
2 year program outside 

 
11:30am-12pm  

3 year program outside 

9:15am-10:15am 
2 year program outside 

 
11:30am-12pm  

3 year program outside 

9:15am-10:15am 
2 year program outside 

 
11:30am-12pm  

3 year program outside 

9:15am-10:15am 
2 year program outside 

 
11:30am-12pm  

3 year program outside 



 

 

Child pick-up at the end of the day: 

2 year old Program Children 3 year old Program Children 
After an exciting day at nursery school your children will be excited to tell you about  

all of the fun they have had! 
 The 2 year olds will be inside at the end 

of program. 
 The 3 year olds will be outside in the 

play yard at the end of program. 

 Parents are to wait outside the front 
doors. The children will be released, one 
at a time, to waiting parents. 

 Parents are to wait on the sidewalk, 
outside the gate. The children will be 
released, one at a time, to waiting 
parents. 

 At the end of program, your Teachers will 
often send out pictures of the classroom 
activities from that morning! 

  At the end of program, your Teachers 
will often send out pictures of the 
classroom activities from that morning! 

 If you need to pick up your child before the end of the program, please call the school 
at (613) 836-1500 and your child will be dressed and ready to go. When you arrive at 
the school, please ring the doorbell (on the RIGHT side of the front entrance.) 

What to Expect on Program Day: 
Programing: 
 After screening, the teachers will greet children with a warm and welcoming approach and use 

many strategies to ease transitions into program including, but not limited to, communication with 
families, wearing buttons with pictures of our faces and visual aids of routines.  

 We endeavour to create a safe and happy school experience so in the event that your child has 
a prolonged discomfort in settling in, the teachers will always give you a phone call.  

 Program will start with free play outdoors for the 2yr program and indoors for the 3yr program  
 Each class will have designated outdoor toys and social distancing will be encouraged during 

play. 
 Indoors, teachers will help children organize personal items into cubbies then guide them into 

classroom to wash hands.  
 Help will be available and direction will be provided by teachers throughout bathroom routines 

with visuals posted for proper toileting and hand washing.  
 As much as possible activities in the classroom will be setup to encourage social distancing 

including visual cues on the floor for guidance.  
 Activities will continue to promote opportunities to socialize and connect with each other. 
 As much as possible snack time will be set-up at multiple tables to provide spacing between 

children while still encouraging communication with pees. 
 At circle time each child will be encouraged to participate and have a mat to sit on to help with 

spacing.  
 When it is time to go home teachers will help children gather their belongings and release them 

one by one to their parents/guardians.  
 Daily emails with supporting pictures will be sent out highlighting the events of the day. 
 We encourage communication and will be available for any questions or concerns through 

email, phone calls or video. 
 As always, teachers will be engaged in play with children and have a kind and caring approach 

in providing a sense of belonging, well-being, expression and engagement. 

  



 

 

Cleaning/Disinfecting: 
SCNS Will: 
 Clean and disinfect high touch surfaces at least twice a day, using a bleach solution used for 

outbreaks. 
 Clean and disinfect children’s toys at the end of the program each day. 

Indoor Education: The focus is on hand hygiene! 
 Children will be spread out into different areas when playing inside. 
 Individual activities or activities that require more space between children will be encouraged.  
 Shared items that cannot be easily cleaned and disinfected (e.g. porous toys, puzzles, cushions, 

stuffed animals …) will be removed from the classroom. 
 Any toys “mouthed” by children will be immediately put away to cleaning tray, washed and 

disinfected after program. 

Outdoor Education: 
 The children will be staggered in the play yard. 
 Each program will have its own designated outdoor toys to play with.   
 The toys will be cleaned and disinfected each day. 
 The play structure will be cleaned and disinfected after each program use. 
 Masks are not required outdoors. 

Snack-time 
 ONE staff member will get snack ready in the morning for both 2 & 3 year programs. 
 Food requiring refrigeration will be put in a cooler in the classroom.  
 Everyone in the classroom will wash hands thoroughly before snack time. 
 Each child will have his/her own portion of snack and sharing will be discouraged. 
 Children will be served snack by one of the teachers.  
 SCNS will provide disposable cups for water and discard them after use.  This will avoid germs 

coming from home on personal cups and/or spreading germs while they are on a tray. 
 Teachers will pour water in to each cup instead of having children do it themselves. 
 Physical distancing during snack time will be done as much as possible. 
 Serving cutlery, bowls, trays and kitchen will be washed and disinfected at the end of program. 

 

Screening of Essential Visitors: 
Any essential visitor (such as cleaning services, Mistry representative, Fire Marshall) granted entry 
into SCNS will also complete the daily active screening process prior to entering the site using the 
Daily Active Screening Form.    
 Entry into the SCNS should only be permitted if there is a need to enter the setting.  
 After hours custodian services by A. Lorne Cassidy Elementary will have completed pre-

screening and that information is filed by the Chief Custodian if SCNS requires any contact 
tracing information.   

 SCNS is responsible for maintaining daily attendance records of any essential visitors entering the 
school and the approximate length of their stay.  

 Records (e.g. name, contact information, time of arrival & departure, screening 
completion/result, etc.) must be kept up-to-date and available to facilitate contact tracing in 
the event of a confirmed COVID-19 case or outbreak.  



 

 

Part 3: Roles and Responsibilities   

Business Manager 
 Develop and implement standards and procedures according to the most recent advice from 

Ottawa Public Health (OPH). 
 Ensure adherence to the Ministry of Education - Operational Guidance During COVID-19 Child 

Care reopening guidelines and implement any updates in a timely manner.  
 Ensure all staff have been properly trained on and understand the guidelines outlined in this 

policy. 
 Ensure guidelines outlined in this policy are shared with all SCNS families and they have had an 

opportunity to ask questions to make sure they understand them. 
 Ensure there is proper signage is posted at the SCNS. 
 Implement a review of this policy as often as necessary to ensure the policy is adequately 

protecting families and staff. 
 Participate in training including but not limited to reading this policy, training staff on the proper 

use of PPE, reviewing health and safety guidelines from Ontario's Occupational Health and Safety 
Act (OHSA), etc. 

 Complete an active screening form with the Program Supervisor before returning to work if you 
have been ill.   

 Reinforce the following with parents/guardians of children attending SCNS: 
 The importance of keeping sick children at home and informing SCNS of the child’s 

symptoms; 
 The importance of contacting SCNS if the child is going to be absent for any reason; 
 The importance of informing and communicating with OPH if they believe they have been 

exposed Covid-19, and following the recommendations set by OPH; 
 That strict screening processes for Covid-19 symptoms will be administered before children, 

parents/guardians, staff or anyone else, are able to enter the school; 
 That only staff and children will enter the school, and all others, including 

parents/guardians and delivery persons, will be met at the door; 
 That someone must be available to pick up a child within 30 minutes of being contacted, 

if the child develops symptoms of illness while at SCNS. 
 Contact information for all families must be up to date. 

Program Supervisor: 
 Ensure all staff have been properly trained on and understand the guidelines outlined in this 

policy. 
 Ensure operating ratios are maintained at all times in accordance with the most current Ministry 

guidelines. 
 Implement a review of this policy as often as necessary to ensure the policy is adequately 

protecting families and staff. 
 Participate in training including but not limited to reading this policy, training on the proper use of 

PPE, reviewing health and safety guidelines from Ontario's Occupational Health and Safety Act 
(OHSA), etc. 

 Complete all daily screening protocols before entering the premises each day. 
 Complete an active screening form with the Business Manager before returning to work if you 

have been ill.   
 Wear the PPE as directed by OPH. 
 Ensure that If a staff member leaves the building and then returns, they will have to be screened 

again before re-entry to the facility. 
 Review outbreak cleaning and disinfection protocols and ensure adherence. 



 

 

 Ensure that the outbreak cleaning measures are in place and that there are enough cleaning 
supplies and PPE including face masks, smocks and gloves. 

 Report any known violation of this policy or procedure to the Business or OPH. 
 Share with the Business Manager if you suspect that you may be infected with COVID-19 or not 

feeling well. 
 Maintain physical distance between staff in shared space (staff room, cubby area). 
 Only use one washroom in the main hallway and disinfect it after use. 
 Assign one teacher to use the tablet each day and disinfect it at the end of each day. 
 Follow all directives on frequent handwashing, including: 

 immediately upon entering the premises; 
 when leaving or entering a program room; 
 when returning from outside; 
 before serving food; 
 after using the washroom; 
 before and after assisting children with toileting and/or after changing diapers; 
 before touching one’s face or the face of a child. 

 Reinforce the following with parents/guardians of children attending SCNS: 
 The importance of keeping sick children at home and informing SCNS of the child’s 

symptoms; 
 The importance of contacting SCNS if the child is going to be absent for any reason; 
 The importance of informing and communicating with OPH if they believe they have been 

exposed Covid-19, and following the recommendations set by OPH; 
 That strict screening processes for Covid-19 symptoms will be administered before children, 

parents/guardians, staff or anyone else, are able to enter the school; 
 That only staff and children will enter the school, and all others, including 

parents/guardians and delivery persons, will be met at the door; 
 That someone must be available to pick up a child within 30 minutes of being contacted, 

if the child develops symptoms of illness while at SCNS. 
 Contact information for all families must be up to date. 

 Read and understand the Outbreak Control Measures from OPH, available here:  
https://www.ottawapublichealth.ca/en/professionals-and-partners/outbreaks-in-child-care-
centers.aspx?_mid_=19704 

ALL Staff: 
 Participate in training including but not limited to reading this policy, training on the proper use of 

PPE, reviewing health and safety guidelines from Ontario's Occupational Health and Safety Act 
(OHSA), etc. 

 Complete all daily screening protocols before entering the premises each day. 
 Complete a Re-entry Screening Form for Previously Ill Individuals before returning to work if you 

have been ill.   
 Wear a mask and eye protection while inside the child care centre. 
 If a staff member leaves the building and then returns, they will have to be screened again 

before re-entry to the facility. 
 Review outbreak cleaning and disinfection protocols and ensure adherence. 
 Ensure that the outbreak cleaning measures are in place and that there are enough cleaning 

supplies and PPE including face masks, smocks and gloves. 
 Report any known violation of this policy or procedure to the Business Manager or Program 

Supervisor or OPH. 
 Report to the Program Supervisor if you suspect that you may be infected with COVID-19 or not 

feeling well. 
 Maintain physical distance between staff in shared space (staff room, cubby area). 



 

 

 Only use one washroom in the main hallway and disinfect it after use. 
 Assign one teacher to use the tablet each day and disinfect it at the end of each day. 
 Follow all directives on frequent handwashing, including: 

 immediately upon entering the premises; 
 when leaving or entering a program room; 
 when returning from outside; 
 before serving food; 
 after using the washroom; 
 before and after assisting children with toileting and/or after changing diapers; 
 always before touching one’s face or the face of a child. 

 Complete other duties as requested by the Program Supervisor. 
 Read and understand the Outbreak Control Measures from OPH, available here:  

https://www.ottawapublichealth.ca/en/professionals-and-partners/outbreaks-in-child-care-
centers.aspx?_mid_=19704 



 

 

Part 4: General Sanitary Precautions & Physical Distancing Measures   
 
Policy 
SCNS will be thoroughly cleaned prior to opening our programs.  SCNS will strictly maintain routine 
infection prevention and control practices as well as adhere to additional sanitary precautions and 
physical distancing measures in all aspects of programming to prevent the spread of COVID-19. 

Hand Washing Procedures 
Staff will wash their hands with soap and warm water frequently, and will wash their hands in the 
following situations: 

 When they arrive at SCNS and before they go home, 
 After using the toilet, 
 Before handling food,  
 Before and after eating and drinking, 
 Before and after touching their own or someone else’s face, 
 After sneezing or coughing into hands, 
 Before and after giving emergency medication to a child, 
 Before and after diaper check or diaper changing,  
 Before and after assisting a child to use the toilet, 
 Before and after contact with bodily fluids (i.e. runny noses, spit, vomit, blood) 
 After cleaning and handling garbage 

 
Children will wash their hands with soap and warm water frequently, and will wash their hands in the 
following situations: 

 When they arrive at SCNS and before they go home, 
 Before and after eating and drinking, 
 After a diaper change and using the toilet, 
 After playing outside, 
 After handling shared toys/items, 
 After sneezing or coughing into hands, 

 
Staff will follow and role model the following steps for proper hand washing: 

 Wet hands, 
 Apply soap, 
 Lather for at least 15 seconds (or as long as the “Happy Birthday” song),  
 Rub between fingers, back of hands, fingertips &under nails, 
 Rinse well under running water, 
 Dry hands well with paper towel. 
 Turn taps off with paper towel. 
 Staff should increase monitoring of hand washing supplies to ensure all sinks in washrooms, 

kitchens, and classrooms are well stocked at all times (i.e. soap, paper towels, garbage cans) 
 Ensure hand sanitizer or alcohol-based hand rub (containing at least 60% alcohol) is available.  
 Ensure hand sanitizer is readily accessible in areas where hand washing facilities are not 

available. (Hand sanitizer dispensers should not be in locations that can be accessed by young 
children.) 

  



 

 

When hands are not visibly soiled, staff should follow these steps for cleaning hands using hand sanitizer: 
 Apply hand sanitizer (at least 60% alcohol-based,) 
 Rub hands together for at least 15 seconds, 
 Work sanitizer between fingers, back of hands, fingertips, and under nails, 
 Rub hands until dry, 
 Hand sanitizer must only be used on children who are over the age of two and must always be 

used under staff supervision.  
 Staff must ensure that the product has completely evaporated from the child's hands before 

allowing the child to continue their activity, 
 Other personal hygiene measures include avoiding touching your eyes, nose or mouth and 

avoiding high-touch areas, where possible, or ensuring you clean your hands afterward. 

Disposable Gloves, Masks and Eye Protection 
Masks alone will not prevent the spread of COVID-19. The use of non-medical masks (cloth masks) may 
not protect you but may help protect those around you. 
 
Staff must wear medical masks and eye protection (face shield, goggles or wraparound safety glasses 
and gloves) when: 

 Cleaning and disinfecting blood or bodily fluids spills if risk of splashing.  
 Caring for a sick child.  
 Conducting active screening at screening station. 
 Physical distancing (of 2ms or greater) is difficult to maintained. 

Masks: 
 Must be worn by staff while in the school  
 Masks may be worn by children but will not be enforced by the SCNS staff. 
 If a child becomes ill, SCNS will attempt to get the child to wear a mask (if tolerated) until their 

parent or guardian arrives to take them home.  
 Should not be placed on children under age 2 or on anyone who has trouble breathing, is 

unconscious, or otherwise unable to remove the mask without assistance.  
 May not be tolerated by everyone based on underlying health issues, behavioural issues or 

beliefs. If the mask interferes with the ability to breathe or speak clearly, maintain a 2m distance 
as much as possible. 

 Gloves may cause a false sense of security, particularly if they are not used properly. Individuals 
may contaminate themselves when putting masks on and taking them off if not handled 
correctly.  
 Hands must be washed or sanitized before putting on and after taking off a mask. 

Gloves: 
 Must be worn as per routine practice such as when cleaning up vomit and diarrhea and 

disinfecting surfaces and must be disposed after use.  
 Where possible, wear gloves when interacting with high-touch areas.  
 Do not touch the face with gloved hands.  
 Take care when removing gloves.  
 Ensure hands are washed after removing gloves.   
 Disposable gloves do not replace hand washing. 

 
Staff will follow the guidelines from Public Health Ontario and Public Health Agency of Canada which 
describe appropriate mask and glove use.  

 



 

 

Cleaning and Disinfecting 
Cleaning and disinfecting help reduce the spread of germs. Some germs can live for hours, days or 
weeks on toys, counters, diapering table, door knobs, computer key boards and other surfaces. 
Cleaning with soap and water removes dirt and grease that can hide and protect germs from 
disinfectants.  Cleaning will substantially reduce the number of germs that may be on surfaces. 

Cleaning and Disinfecting Checklist 
General Areas Kitchen Child and staff Washrooms 
 Door knobs, frames, handles, 

doors 
 Cubby holes / storage bins 
 Light switches 
 Water fountains 
 Shared equipment 
 Telephones/fax/photocopier 
 Play area & toy storage 
 Floors 
 tables and chairs 

 food prep areas & 
equipment 

 counter tops 
 fridge handles 
 coffee pots/kettles 
 

 coat hooks 
 sanitary napkin 

dispenser 
 paper towel dispenser 
 soap dispenser 
 taps/faucets 
 flush handles 
 toilet bowls 

Important Points to remember: 
 Single use cloths 
 Use a lot of paper towels and soap 
 Soap needs to be rinsed off prior to disinfection 

 

Disinfecting after cleaning will kill most of the germs that were left behind. Cleaners and disinfectant 
products and methods already used by child care centres are effective against COVID-19. 
A water:bleach solution will be used paying close attention to contact time, dilution, material 
compatibility, shelf-life, storage, first aid, and PPE.  Health Canada has developed the following list of 
hard surface disinfectants for use against COVID-19: 
https://www.canada.ca/en/health‐canada/services/drugs‐health‐products/disinfectants/covid‐19.html 

 
Note that vinegar is not a disinfectant and should not be used for disinfecting in child care centres. 
Vinegar does not kill germs! 
 
At SCNS, cleaning and disinfecting duties are consistently completed daily. 
 
The 6 steps for cleaning and disinfecting are: 

1 Clean with hot soapy and water. 
2 Rinse with clean water. 
3 Apply the disinfectant according to the Disinfection Chart (Appendix 5) 
4 Allow the surface or object to soak in the disinfectant for the required contact time.  
5 Rinse with clean water to remove any disinfectant (unless using bleach).  

 Rinsing is not required when using household bleach and water. 
6 Let air dry. 
7 Keep a cleaning log. 

Refer to www.ottawapublichealth.ca/en/professionals-and-partners/child-care-providers.aspx 
  



 

 

Toys and Equipment 
Staff must ensure that all toys and equipment are in good repair, clean and sanitary. SCNS must be 
advised of any concerns regarding toys and equipment. 

 Group water/sensory tables must not be used. Only individual sensory play is permitted (i.e. each 
child has their own separate bin). 

 Ensure each child’s individual sensory play toys are cleaned and disinfected between each use.  
 If sensory materials (e.g., playdough, water, sand, etc.) are offered, they will be provided for 

single use (i.e. available to the child for the day) and labelled with child’s name, if applicable.  
 Remove toys that cannot be easily cleaned and disinfected, such as plush toys. 
 Toys and equipment should be cleaned and disinfected between cohorts. 
 Mouthed toys should be cleaned and disinfected immediately after child is finished using it.  
 Shared spaces and structures that cannot be cleaned and disinfected between cohorts should 

not be used. 
 Staff are encouraged to have designated toys and equipment (e.g., balls, loose equipment) for 

each room and/or cohort.  
 Where toys and equipment are shared, they should be cleaned and disinfected prior to being 

shared.  
 It is recommended that items such as books, puzzles, and cardboard/boxboard that are 

absorbent and cannot be easily cleaned and disinfected are removed. 
 Outdoor play at licensed child care sites is encouraged in small groups which facilitate physical 

distancing.  
 Any outdoor play equipment that is used must be cleaned and disinfected before and 

after use, and as required.  
 Play structures can only be used by one cohort at a time. 

 Staff should follow physical distancing practices when possible.  
 Tables and chairs being used are to be cleaned and disinfected before and after use and as 

often as needed. 
 Should any child present with symptoms of COVID-19, all toys and equipment accessed by the 

child will be removed from the room to be cleaned and disinfected as soon as possible. 

Additional Infection Control Practices 
 Regularly clean and disinfect high-touch surfaces including door knobs, light switches, faucet 

handles, hand rails, and electronic devices at least twice daily (SCNS Staff will do this at the end 
of every program and the A. Lorne Cassidy Custodial Staff will do it again in the evening.) 

 Additional cleaning and disinfecting may be required based on daily need. 
 High touch electronic devices (i.e. keyboards, tablets) may be disinfected with 70% alcohol (i.e. 

alcohol prep wipes) while ensuring the diluted solution makes contact with the surface for at 
least one minute. 

 Ensure washroom facilities are frequently cleaned and disinfected after each use. 
 Low-touch surfaces (any surfaces at the location that have minimal contact with hands), must 

be cleaned and disinfected daily (i.e. window ledges, doors, sides of furnishings, etc.). 
 Carpets are to be vacuumed daily. 
 Garbage is to be disposed of daily.  
 Any blood-soiled items must be discarded in sealed bags.  
 Personal belongings (e.g., backpack, clothing, etc.) should be minimized.  
 Parents/Guardians should apply sunscreen to their children PRIOR to coming to the school.  
 Staff will change snack practices to ensure there is no self-serve or sharing of food. 
 Utensils will be used to serve food.  
 Snacks will be served in individual portions and single use cups and cutlery. 
 There will be no food provided by the family/outside of the regular snack provision. 
 Avoid getting close to faces of all children, where possible. 



 

 

Physical Distancing Measures 
SCNS will manage physical distancing and limit the number of people in close contact.  Each group 
will stay together throughout the day and are not mix with other groups.   
 
Physical distancing may be difficult to maintain in a child care setting; however, additional steps should 
be taken to limit the number of people in close contact.   
 
If feasible, consider the following physical distancing measures: 

 Have visual cues/signs thorough out the centre. 
 Staggering the children’s arrival and departure times,  
 Spreading out the use of the outdoor play area to allow smaller numbers of children to play 

together and thus avoid large groups. 
 Eliminate large group activities. 
 Make sure that the children are distanced from each other during snack time, dressing time and 

table work, as much as possible. Stagger these times if possible. 
 Ideally, try to avoid activities involving direct contact between the children as much as possible 

(i.e. holding hands or cuddling each other), as well as toy sharing (i.e. rather than playing a table 
game in which all the children touch the tokens or dice, it should be one child in the group who 
handles the material).  

 Incorporate more individual activities or activities that encourage more space between 
children. 

 Limit the number of children who are in the communal areas at the same time (i.e. alternate the 
groups of children in the activity rooms or cubby area). 

 Incorporate outside time in daily activities and open windows (weather permitting).  

Staffing Considerations 
 SCNS staff will limit their movement between rooms, doing so only when absolutely necessary. 
 Supply/replacement staff will be assigned to specific groups. 
 Place possibly contaminated laundry, including non-medical cloth masks and facial coverings, 

into a container with a plastic liner and do not shake. 
 Wash with regular laundry soap and hot water (60-90°C) and dry well. 
 Clothing, linens and non-medical cloth masks and facial coverings can be washed with other 

laundry. 
 SCNS will limit in-person consultations and interviews and will implement virtual or telephone 

conferences when possible.  
 Staff meetings, Executive Meetings and the General Orientation meetings will be held virtually. 

  



 

 

Part 5: Outbreak Management of COVID-19 related Symptoms   
 
Policy 
To protect the health and well-being of children and staff at SCNS, all children will be monitored while 
in our care for emerging signs or symptoms of any illness, including COVID-19. Children or staff who 
become ill while at the SCNS must return home as soon as possible. The Program Supervisor must initiate 
the centre’s illness management policies, including the following measures related to outbreak 
management for COVID-19. One positive confirmed case of COVID-19 in the centre is considered an 
outbreak.  

Procedures - Health Checks for Children in Care 
Staff must ensure that all children in care are monitored for illness, with a temperature taken as 
necessary, including for the following signs and symptoms of COVID-19: 
 
 Fever (above 37.8°c) 
 sore throat 
 difficulty swallowing 
 nasal congestion (without 

another known cause) 
 cough 

 nausea or vomiting, diarrhea, 
abdominal pain unexplained 
fatigue/ malaise/ muscle aches 

 headaches 
 chills 
 new loss of sense of smell or taste 

 rash (in children) 
 croup (respiratory infection 

resulting in barking cough and 
difficulty breathing in children) 

 lack of energy or difficulty 
feeding (in infants) 

 If more symptoms are added/removed we will update the list! 
 
Staff will document any symptoms observed on the child’s Illness Tracking Form. 

Children Who Display COVID-19-Related Symptoms During Care 
If ANY of the symptoms related to COVID-19 are present in a child, the child must be immediately 
excluded from SCNS and sent home and instructed to have a COVID-19 test done.   If the child has 
siblings who attend the same child care centre, all siblings must also be excluded. 

Staff are required to: 
 Isolate the child with symptoms immediately from other children and staff into a separate 

room/area. If a separate room is not available, the sick child should be kept separated from 
others at a minimum distance of 2m in a supervised area until they are picked-up. 

 The child should be supervised by only one member of staff until the child leaves while 
maintaining a physical distance of 2m if possible. 

 Ensure the child wears a surgical-type or cloth mask (if tolerated) to cover the child’s nose and 
mouth.  

 Masks will not be placed on children under age 2 or on anyone who has trouble breathing, is 
unconscious, or otherwise unable to remove the mask without assistance.  

 The staff caring for the ill child should also wear a surgical mask and eye protection (i.e. safety 
glasses or face shield).  

 Hands must be washed before and after taking off a mask. 
 Staff will perform hand hygiene and attempt to not touch their face with unwashed hands.  
 Disposable gloves should be used when there is close contact with the child.  
 Staff must ensure that they wash their hands or use hand sanitizer (if hands not visibly soiled) 

immediately upon removal of the gloves. The most important measures are proper hand 
hygiene and maintaining a 2m distance as much as possible. 

 Respiratory etiquette should also be practiced while the child is waiting to be picked up. 



 

 

 Tissues should be provided to the child and disposed of properly after use in a lined, covered 
garbage container. 

 Increase ventilation if possible (e.g., open windows). 
 Keep the child comfortable by providing separate toys.  
 Clean and disinfect all toys after the child leaves the school. 
 Staff will notify the parent/guardian to arrange for immediate pick-up of the child (and siblings 

if applicable). If a parent cannot be reached, an emergency contact person will be contacted 
to pick up the child. 

 Staff will document the symptoms observed, the date and time that symptoms occurred, and 
the program room the child attended on the Illness Tracking Form. 

 Staff will give the parent the COVID-19 Resource page to help with the next steps in getting 
tested (Appendix 13) 

 Once the child has been picked up, the staff member will ensure that the room/area where 
child was separated to and any other areas/surfaces that the child had contact with are 
thoroughly cleaned and disinfected. 

 The child should be excluded from child care and self-isolate for 14 days (unless tested negative) 
from the start of symptoms and be tested for COVID-19 before returning to SCNS. 

 The Program Supervisor or Business Manager will provide the parent/guardian with contact 
information for Ottawa Public Health for information on symptoms, getting tested and self-
isolation. 

 Process for Child Reporting Symptoms (Appendix 12) 

Staff Who Display COVID-19-Related Symptoms While at Work 
Any staff person who presents with symptoms of COVID-19 including fever, new or worsening cough or 
shortness of breath and other symptoms as described in the Daily Screening Form must be excluded 
from the centre.  
 
If a staff person becomes ill while at the centre: 

 Staff should isolate themselves as quickly as possible until they are able to leave SCNS and wear 
a surgical-type or cloth mask covering the nose and mouth. 

 COVID-19 testing will be required for any staff experiencing symptoms before returning to work.  
 The Program Supervisor or Business Manager will provide the staff person with contact 

information for Ottawa Public Health for information on symptoms, getting tested and self-
isolation. 

 Staff must remain off work and have a COVID-19 test.  
 The staff member must self-isolate and if test results come back “negative” the staff member 

can return to work after they have been symptom free for 48 hours. 
 If the staff person tests positive, they need to self-isolate for 14 days from the start of symptoms  
 SCNS would then contact the Outbreak Reporting Line and talk to Ottawa Public Health. 
 This could result in a school closure and Ottawa Public Health would guide SCNS through the 

Outbreak management process. 
 See Process for Staff Reporting Symptoms (Appendix 11) 

Instructions for a Child or Staff with Confirmed COVID-19 Illness: 
If an SCNS staff member is notified that a child/parent/staff has tested positive for COVID-19, the 
following steps will be taken: 

 Continue to exclude the confirmed case from the centre until further notice. 
 Program Supervisor or Business Manager will call Ottawa Public Health to discuss the situation 

and necessary measures to be taken.  
 Public Health will provide advice and steps necessary to prevent a large outbreak. 
 Provide Ottawa Public Health with the most current Illness Tracking Form. 



 

 

 Notify cleaning staff to increase cleaning and disinfection practices.  
 Refer to the General Sanitary Precautions and Physical Distancing Measures to Prevent the 

Spread of COVID-19 Policy. 
 When using bleach, for the appropriate concentration of bleach and water, refer to the 

Disinfection Chart  
 In consultation with Ottawa Public Health, SCNS must consider a single, symptomatic, laboratory 

confirmed case of COVID-19 in a staff person or child as a confirmed COVID-19 outbreak.  
 Outbreaks should be declared in collaboration between the centre and Ottawa Public 

Health. 
 Provide fact sheets and letters to parents/guardians and staff about the situation and the 

response measures taken by SCNS (as per the Emergency Management Policy.) 
 
SCNS Staff will use the Ottawa Public Process for Staff Reporting Symptoms (Appendix 11) and/or 
Process for child Reporting Symptoms (Appendix 12) 

 SCNS Will report ANY confirmed cases of COVID-19 as a serious occurrence. 

 
Occupational Health and Safety for Staff  
When the Program Supervisor or Business Manager is notified that a staff person has tested positive for 
COVID-19, they should consult with Ottawa Public Health to determine when the staff can return to 
work.  
 
If the staff person’s illness is determined to be work-related – in accordance with the Occupational 
Health and Safety Act and its regulations – SCNS must provide a written notice within four days of being 
advised that the staff person has an occupational illness, including an occupationally-acquired 
infection, or if a claim has been made to the Workplace Safety and Insurance Board (WSIB) by or on 
behalf of the staff with respect to an occupational illness, including an occupational infection, to the: 

 Ministry of Labour; 
 Joint health and safety committee (or health and safety representative); and 
 Any instances of occupationally acquired infection shall be reported to WSIB within 72 hours of 

receiving notification of the illness. 
 SCNS should establish an infectious disease preparedness and response plan, which should 

consider and address levels of risk associated with the workplace and job tasks within the child 
care centre and any office staff. This includes how SCNS will operate during and throughout the 
recovery phase following the pandemic including sanitization of the workplace, equipment and 
resources, how employees report illness, how to ensure social distancing and how work will be 
scheduled. 

 Refer to Health and Safety Guidance during COVID-19 for Employers of Child Care Centres. 
 Process for Staff Reporting Symptoms (Appendix 11) & Process for Child Reporting Symptoms 

(Appendix 12) 
 
Variant of Concern (VOC) - updated from the March 27, 2021 bulletin from OPH. 
OPH initially required testing of high-risk contacts.  To date, OPH has found no significant increase in 
transmission of VOCs within the child care setting compared to non-VOCs. 
  
OPH no longer requires that high-risk contacts of a VOC COVID-19 case receive a negative COVID-19 
test result before returning to child care AFTER THE END of their required 14-day isolation period.  OPH 
would like to stress, however, that they recommend testing for all high-risk contacts of both VOC and 
non-VOC cases.   
  



 

 

High-risk contacts of VOCs who have not been tested are no longer required to self-isolate for an 
additional 10 days after finishing their 14-day isolation period. 

High risk contacts of VOCs must follow the same recommendations as high-risk contacts of non-VOC 
COVID-19 cases by: 

 Self-isolating or 14 days. 
 get tested when recommended by OPH. 
 Monitor you and your child for symptoms of COVID-19 using the screening tool  

Prior to March 24th, 2021, if your child has been identified as a high-risk contact of a VOC, OPH will no 
longer track and verify that high-risk contacts receive a negative test reslut.  High-risk contacts of VOCs 
can return to child care once they have completed their 14-day isolation period without producing a 
negative test. 

Closure of the Child Care Centre 
The decision to close SCNS will be made by the Ottawa Public Health Outbreak group after a 
confirmed case of COVID-19 is found in the school.  
 
 SCNS Will report ANY confirmed cases of COVID-19 as a serious occurrence. 

  



 

 

Part 6: COVID-19 Immunization Disclosure Policy  
 
Effective September 7th 2021, the Ministry of Education requires that all child care licensees 
have a COVID-19 Immunization Disclosure Policy.  

The objectives of the policy are to:  
 support safer child care settings in Ontario;  
 set out a provincially consistent approach to COVID-19 immunization disclosure 

policies;  
 optimize COVID-19 immunization rates in licensed child care;  
 ensure that individuals have access to information required to make informed decisions 

about COVID-19 vaccination; and,  
 ensure that individuals who are not fully vaccinated against COVID-19 are being 

routinely tested for COVID-19.  
 
SCNS staff, resource personnel, parent volunteers and/or anyone who is ordinarily on the premises 
and frequent visitors who are not immunized, including those with a medical reason, will be 
required to complete regular COVD-19 testing as directed by the provincial guidance. This testing 
will be done on the persons own time and if done during work hour will be done without pay. 

Purpose 
The purpose of this policy is to outline organizational expectations with regards to COVID-19 
immunization disclosure. 

All eligible individuals, are strongly encouraged to receive a COVID-19 vaccine, unless there 
is a medical reason to not receive a vaccine. 

Background 

The (SCNS) recognizes the importance of immunization of individuals regularly interacting 
and providing services to children due to the nature of our work and potential for exposure 
in the community. This COVID-19 immunization policy aims to protect SCNS’s population 
including children, staff, volunteers, students on educational placements and any person 
providing child care or other services to a child in care. 

COVID-19 is an acute respiratory illness caused by the severe acute respiratory syndrome 
coronavirus 2 (SARS-CoV-2). It may be characterized by fever, cough, shortness of breath, and 
several other symptoms. Asymptomatic infection is also possible. The risk of severe disease 
increases with age but is not limited to the elderly and is elevated in those with underlying 
medical conditions. 

Application of the Policy 

The COVID-19 Immunization Disclosure Policy will apply to the following individuals: 
 Employees of SCNS;  
 Volunteers; 
 Students on an educational placement; 
 Any person who provides child care or other services to a child who receives child care 

(e.g., special needs resourcing consultant) 
 
  



 

 

Policy 

The Chief Medical Officer of Health has directed all licensed child care programs to 
develop, implement and ensure compliance with a COVID-19 Immunization Disclosure 
Policy.  

All individuals covered by this policy must provide one of the following: 
1. Proof of vaccination, for people who were vaccinated in Ontario, the only acceptable 

proof of vaccination is the receipt provided by the Ministry of Health to the person who 
was vaccinated. After vaccination, individuals with an Ontario photo health card can log 
in to the provincial portal to download or print an electronic COVID-19 vaccine receipt 
(PDF) for each dose received.  

2. Proof of a medical reason for not being vaccinated must be provided by either a 
pharmacist, physician or a nurse practitioner (note: a nurse practitioner is a registered nurse 
who holds an extended certificate of registration under the Nursing Act, 1991).  

In some instances, the medical reason for the person not being vaccinated may be time-
limited. The note from the physician/nurse practitioner should specify whether the reason 
is permanent or time-limited. If time-limited, the note should indicate how long it is 
expected to last. Licensees should communicate this requirement to anyone who is 
planning on submitting proof of a medical reason.  
If an individual is unable to receive their vaccine for a medical reason but that reason is 
valid for a limited time, the licensee must follow-up with them once that time period has 
expired and ensure the individual provides proof of vaccination or proof that the individual 
has completed the educational session approved by the licensee.  

3. Proof of completion of an educational session for individuals who do not intend to be 
vaccinated, without a documented medical reason, will be required to participate in an 
educational session about the benefits of COVID-19 vaccination that is approved by the 
licensee.  

Licensees must develop a process for obtaining proof from individuals who have 
completed the educational session approved by the licensee. Options could include 
having the person sign a form saying they completed the educational session (i.e. an 
attestation) or having them answer questions that confirm they have understood the 
program’s content. Licensees delivering their own educational sessions can make a record 
of the person’s participation directly.  

The Educational session resource that is being developed by the Ministry of Education will be 
used by SCNS to addresses all of the following learning components: 

• how COVID-19 vaccines work; 
• vaccine safety related to the development of the COVID-19 vaccines; 
• benefits of vaccination against COVID-19; 
• risks of not being vaccinated against COVID-19; and 
• possible side effects of COVID-19 vaccination. 

 
  



 

 

Support for Vaccination 

SCNS will provide the following supports for people subject to this policy to receive a vaccine: 
(for example: paid time off to get vaccinated, assistance with booking vaccine 
appointment, peer-to-peer support, etc.).  
 
Testing Requirements 

Individuals subject to the policy, who are not fully vaccinated, must be tested twice per 
week using the Rapid Antigen Test.  Test results are to be submitted to the SCNS 
Business Manager every Monday & Thursday.  Failure to provide a negative test result 
receipt prior to the next day of work will result in the individual not being permitted into the 
school, and will be on unpaid leave, until the negative test results are submitted.  Email the test 
results to scns@bellnet.ca. 
 
There are a number of pharmacies who are able to perform these tests.  The SCNS Business 
Manager can provide you with a list so you can go to one that is close to work or home. 
 
Confidentiality Statement 
As per s. 77 of O. Reg 137/15 made under the Child Care and Early Years Act, 2014, SCNS is required 
to report such statistical information to the Ministry of Education as may be required. No 
identifying information will be provided to the ministry in relation to this policy; all statistical 
information will be provided in aggregate form. 
 
Collection and reporting of information: 
SCNS will collect all required documentation with regards to the COVID-19 Immunization 
Disclosure Policy which will be available, with the removal of any confidential identifiers, to submit 
to the Ministry of Education on a monthly basis (or as required).   

Submissions are to be logged at https://forms.office.com/dhmKssCz7a 

 

  



 

 

Part 7: Resources and Contact Information   
 
SCNS COVID-19 Resource Page to help with the next steps in getting tested (Appendix 13) 
 

Public Health Contact Information: 
Ottawa Public Health Contact Information 
100 Constellation Drive  
Ottawa, ON 
K2G 2J8 

 
For Reports of Illness contact Ottawa Public Health at: 
Dial 311 within the Ottawa area OR 
Contact: 613-580-6744 Toll free: 1-866-426-8885 
 
Testing Centre Locations: 
https://www.ottawapublichealth.ca/en/shared‐content/assessment‐centres.aspx 
 

Resources: 

This document was supported by information received from the following: 

 Ottawa Public Health COVID-19 Guidance 1-Sep-20 
https://www.ottawapublichealth.ca/en/public-health-topics/resources/Guidance_-
Centre_CC_ENG_Sept-01.pdf 

 Ottawa Public Health – Cleaning and Disinfecting Checklist 
https://www.ottawapublichealth.ca/en/professionals-and-partners/child-care-
ipac.aspx#Cleaning-and-disinfection-checklist 

 Public Health Ontario’s Environmental Cleaning Fact Sheet and the Public Services 
Health and Safety Association’s Child Care Centre Employer Guidelines, available at: 
https://www.pshsa.ca/resources/health-and-safety-guidance-during-covid-19-for-
employers-of-child-care-centre 

 Ministry of Education - Operational Guidance During COVID-19 Child Care reopening 
guidelines, available at: http://www.edu.gov.on.ca/childcare/child-care-re-opening-
operational-guidance.pdf 

 Government of Ontario Public Health Information on symptoms of COVID-19, available 
at:http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_r
eference_doc_symptoms. 

 Ottawa Public Health guidelines for Child Care Providers, available at: 
https://www.ottawapublichealth.ca/en/professionals-and-partners/child-care-
providers.aspx 

  



 

 

 Part 8: Appendices   

Required Forms 
 Daily Active Screening Form (Appendix 1) 
 COVID-19 Re-entry Screening Form for Previously Ill Individuals (Appendix 2) 
 Parent/Guardian Agreement (Appendix 3) 
 Illness tracking Form (Appendix 4) 
 Disinfection Chart (Appendix 5) 
 Active COVID-19 Screening in Effect (Appendix 6) 
 Hand Sanitizer application steps - sign (Appendix 8) 
 Hand Sanitizer Station - Sign (Appendix 9) 
 Wear a mask steps - sign (Appendix 10) 
 Process for Staff Reporting Symptoms (Appendix 11) 
 Process for child Reporting Symptoms (Appendix 12) 
 SCNS COVID-19 Resource Page (Appendix 13) 

 
 

 
 
  



 

 

 

Stittsville Co-operative Nursery School 
27 Hobin Street, Unit 1 Stittsville, Ontario  K2S 1G8 

 613‐836‐1500     fax 613‐836‐2309       SCNS@bellnet.ca    www.scns.ca 
 

Daily Active Screening Form (Filled in each daily) (Appendix 1) 
 For use only if the SCNS Daily Screening Test eForm is not available AND for Essential Visitors 

The active screening process outlined in the Enhanced Health and Safety Policy for COVID-19 will be followed by all staff 
responsible for conducting screening.  One screening form for each household (which includes parents/guardians and children.)  
Temperature recording is ONLY required for individuals entering SCNS.  

Person’s Name and Last Initial:  ________________________________
 Staff     Child  Cohort#: _____ 
 Essential Visitor 
 Parent of child in program 

Contact Information: Email:___________________________ Phone #:_________________ 

Time IN/OUT Arrival: Departure: 

 

Close contact is being coughed or sneezed on or being within 2 meters of someone with COVID-19 for 15 mins. 

Date 

Do you or anyone 
in your household 

have a fever, cough 
(new/worse), 

shortness of breath 
or any other 

symptoms below? 

Have you or 
anyone in your 
household had  

close contact with 
anyone with a 

fever, cough &/or 
shortness of breath 

in the last 14 
days? 

Have you or 
anyone in your 
household had  

COVID-19 or had 
close contact with 
someone who was 

suspected or 
confirmed COVID-
19 in the last 14 

days?

Have you or  
anyone in your 

household worked 
in an institution, 
group home or 

facility known to be 
experiencing an 

outbreak of  
COVID-19  

Have you or 
anyone in your 

household travel 
outside of Canada 

within the last 
14days? 

Have you or 
anyone in your 

household 
experienced 

unexplained lack 
of energy or 

feeding difficulty? 

   /     
202_ 

Yes    No 
 
 

Yes    No 
 
 

Yes    No Yes    No Yes    No Yes    No 
 

   /     
202_ 

Yes    No Yes    No Yes    No Yes    No 
 

Yes    No Yes    No 
 

   /     
202_ 

Yes    No 
 
 

Yes    No Yes    No Yes    No Yes    No Yes    No 
 

   /     
202_ 

Yes    No 
 
 

Yes    No Yes    No Yes    No Yes    No Yes    No 
 

 
 
Other symptoms include: 
 Fever (over 37.8) 
 sore throat 
 difficulty swallowing 
 pink eye 
 nasal congestion 

 

 runny nose 
 (without known cause) 
 rash (child) 
 croup (child) 
 unexplained 

fatigue/muscle aches 

 diarrhea 
 nausea/vomiting 
 decreased or loss of sense of 

smell or taste 
 

 chills 
 headache 
 abdominal pain 

 

 
If answering YES to any of the questions staff will not permit child into SCNS. 
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Stittsville Co-operative Nursery School 
27 Hobin Street, Unit 1 Stittsville, Ontario  K2S 1G8 

 613-836-1500     fax 613-836-2309       SCNS@bellnet.ca    www.scns.ca 
 

 
Re-Entry Screening form for PREVIOUSLY ill individuals  (Appendix 2) 
 
All individuals who were previously ill, have been symptom free for 48 hours, and have tested NEGATIVE 
for COVID-19 must provide SCNS with a copy of their test results. 
All individuals who were previously ill MUST complete THIS form upon return to SCNS PRIOR to 
completing the active screening process.  
Note: Individuals who have tested positive for COVID-19 will require direction from Ottawa Public Health to 
determine when they can return to SCNS. The screening process outlined in the Daily Active Screening 
Form for COVID-19 of Persons Entering SCNS.  
This policy will be followed by all staff responsible for conducting screening. 
 

Name of previously ill individual:  � Staff    � Child  Cohort#: ___ 
� Essential Visitor 

 

PHONE SCREENING  
Question: Answer: 

Have you (or your child) been symptom free for 48 Hrs? 
IF NO, do not permit the individual to return to SCNS.  
 The person needs to be symptom-free for at least 48 hrs before returning.  
 Unless there has been close contact with a confirmed COVID-19 case or symptomatic person(s), in 

which case the individual may not return until they self-quarantine for 14 days after last contact with the 
suspected or confirmed COVID-19 case. 

 If YES, this is the end of the screening. 

�Yes    �No 

Have you had any close contact with a confirmed or suspected case of COVID-19 in 
the last 14 days? �Yes    �No 

Have you had any close contact with a person with COVID-19 symptoms (e.g. fever, 
cough, shortness of breath or difficulty breathing) who is either waiting for COVID-
19 test results or who has not yet been tested for COVID-19 in the last 14 days? 
Close contact is being coughed/sneezed on or being within 2m of a person with COVID19 for 15 minutes. 

�Yes    �No 

If YES was answered for ANY of the questions, do not permit the individual to SCNS. 
If NO was answered for ALL of the questions, proceed with the Active Daily Screening Form using the 
appropriate form for that person.  

 
Date:  Screened by (signature):  
 
 



 

Page 1 of 2 
 

 

Stittsville Co-operative Nursery School 
27 Hobin Street, Unit 1 Stittsville, Ontario  K2S 1G8 

 613-836-1500     fax 613-836-2309       SCNS@bellnet.ca    www.scns.ca 
 

COVID-19 Parent/Guardian Agreement for starting at SCNS (Appendix 3) 
Effective September 1, 2020 

 
WHAT IS COVID-19? 
COVID-19 is a new strain of coronavirus that has not been previously seen in humans. The virus can cause 
symptoms like the common cold but can advance, in some cases, to severe respiratory illness or even death. 
COVID-19 can be spread from person to person, usually after close contact with someone infected with the virus. 
 
HEALTH AND ILLNESS PROTOCOL FOR COVID-19 
To manage the risk of spreading illness at SCNS, Ottawa Public Health has set out a comprehensive cleaning & 
sanitation routine and personal health care practices including frequent hand washing.  
Ottawa Public Health also requires daily screening of all individuals entering a SCNS to ensure the safety 
of the program.  Your COVID-19 screening results, including contact information, collected by SCNS 
during the screening process, may be provided to Ottawa Public Health, to help manage and reduce the 
risk of spreading the COVID-19 virus. 
 
ALL CHILDREN AND PARENTS/GUARDIANS must be screened DAILY prior to the child entering the 
school.  This will include temperature checks and answering questions.  In addition to daily screening, all 
children will be monitored throughout the day for emerging signs and symptoms of illness.  As a parent/guardian, 
you can prevent the spread of illness by keeping your child(ren) home if you or your child(ren) experience any of 
the following signs and symptoms: 
 

Symptoms include: 
• Fever (over 37.8°) 
• sore throat 
• difficulty swallowing 
• pink eye 
• nasal congestion 

 

• runny nose 
(without known cause) 

• rash (child) 
• croup (child) 
• unexplained 

fatigue/muscle aches 

• diarrhea 
• nausea/vomiting 
• decreased or loss of 

sense of smell or taste 
 

• chills 
• headache 
• abdominal pain 

 

 
Children and/or family members who are ill will not be permitted into SCNS.  If any member of 
the household shows any COVID-19 symptoms child(ren) will not be permitted into SCNS. 
 
If your child(ren) experiences any of the signs and symptoms listed above while at SCNS, an SCNS staff member 
will contact you, or your emergency contact if we can’t reach you, to pick up your child(ren) immediately. 

 While your child(ren) waits for to be picked up, they will be separated from the other children, as much as 
possible. 

 Symptomatic children should get tested for COVID-19.  
 Children with symptoms must be excluded from SCNS until their COVDI-19 test results prove to be 

negative.  Children are not to return to school until 48 hours have passed and symptoms are cleared up.   
 This exclusion will also apply to children exposed to a suspected or confirmed case of COVID-19. 

 Refer to https://www.ottawapublichealth.ca/coronavirus/testing/ or the Ministry of Health’s website for more 
information on testing, including the list of COVID-19 assessment centres in Ottawa region. 

 
All individuals who were previously ill AND have been symptom free for 48 hours AND have not had close contact 
with a confirmed or suspected case of COVID-19 AND have tested NEGATIVE for COVID-19 must provide SCNS 
with a copy of the test results. 
 Parents/guardians must inform all individuals who may be dropping-off or picking-up their child(ren) of the 

active screening procedures and pick-up/drop-off protocols. 

https://www.ottawapublichealth.ca/coronavirus/testing/
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The following procedures are required to be conducted DAILY by the parent/guardian WHEN they arrive at 
SCNS for program: 

 An online Daily Screening Test eForm link will be provided by the school and Parent/guardian must 
respond to the questions and fill in AND submit the form before 8:30am.   

 SCNS Staff will have a list of all families who have successfully completed screening; one of the 
child’s teachers will take attendance and allow entry into the designated drop off location. 

 Parents/guardians are not permitted in the SCNS yard or in the school. 
 Pick-up and drop-off of child(ren) will occur in the opposite door they entered.  
 If a parent needs to pick up their child early, they should phone the school prior to arriving.  

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 

Parent/Guardian Name (print): 
 

Date: DD/MM/YYYY 
 

Parent/Guardian (Signature) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
COVID-19 Screening Notice with Respect to the Collection, Use and Disclosure of Personal Health: 
The information pertaining to your COVID-19 Screening is being collected, used and disclosed under the authority of the 
Health Protection and Promotion Act R.S.O 1990 c.H.7 and will be retained, used, disclosed and disposed of in accordance 
with all applicable municipal, federal and provincial laws and regulations governing the collection, use, disclosure and 
disposal of information including the Municipal Freedom of Information and Protection of Privacy Act R.S.O. 1990 c.M.5 and 
the Personal Health Information Protection Act 2004 S.O. 2004 c.3. 
 
This information will be used by Ottawa Public Health to investigate the occurrence of COVID-19 in the Ottawa region, 
provide case management, follow-up with close contacts to assess the risk to others, program planning and evaluation. If 
you test positive for COVID-19, your result may be disclosed to SCNS to reduce the risk of spreading the virus. 
 
Any questions, regarding this collection, use or disclosure may be directed to the Medical Officer of Health, Ottawa Public 
Health. Ottawa Public Health, 100 Constellation Dr., Ottawa, ON K2G 2J8 phone: (613)580-6744 Toll Free: 1-866-426-8885. 
 
 

 

Please retain a copy of this document for your records. 

As a Parent/Guardian responsible for my child(ren), I agree to the following: 
I have read and understand the above information.  I understand the risk of illness associated with placing my 
child(ren) in a program at SCNS. I agree to all screening requirements for all persons screened. Misrepresentation 
of symptoms or illness may result in the termination of my child’s enrolment at SCNS.  I will not administer any 
medication to my child that may mask the symptoms of illness, such as Tylenol or Advil, prior dropping my child off 
at SCNS.  I agree to exclude ALL of my children from the SCNS immediately upon observing any of the signs 
listed in this agreement or symptoms of illness.  In the event of illness, I agree to provide SCNS a copy of any test 
results (positive or negative for COVID-19) and/or clearance by Ottawa Public Health prior to returning my 
child(ren) to SCNS. 
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Symptoms of Illness Tracking Form (Appendix 4) 
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Record Fever Temp and the 

Time it was taken. 
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  � � � � � � � � � � � � �  � �   

 

 

Stittsville Co-operative Nursery School 
27 Hobin Street, Unit 1 Stittsville, Ontario  K2S 1G8 

 613-836-1500     fax 613-836-2309       SCNS@bellnet.ca    www.scns.ca 

Person’s Name and Last Initial:  � Staff    � Child  Cohort#: ___ 
� Essential Visitor 
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SCNS DISINFECTING CHART for Enhanced Health & Safety (Appendix 5) 

KITCHEN CENTRE 
SURFACES 

BLOOD & 
BODY FLUIDS 

100 PPM 200 PPM 500 PPM 5000 PPM 

Sanitizer to be used 
for dishwashing 

Sanitizer to be used 
for utensils which are 

too large to be 
washed in a sink or 

dishwasher 

Intermediate level 
disinfectant to be used 

for toys, diapering 
stations, water play 

stations, pet cages and 
high tough surfaces 

within SCNS. 

High level disinfectant 
to be used for items 
and surfaces that 

become 
contaminated by 
blood, body fluids, 
feces and vomit. 

 
 
 
 
 

MIX: 
½ tsp (2ml) bleach 

4 cups (1Litre) water 
 

 
 
 
 
 

MIX: 
1 tsp (4ml) bleach 

4 cups (1Litre) water 
 

 
 
 
 
 

MIX: 
2 tsp (8ml) bleach 

4 cups (1Litre) water 
 

 
 
 
 
 

MIX: 
½ cup (125ml) bleach 
4 cups (1Litre) water 

 

CONTACT TIME: 
45 seconds 

CONTACT TIME: 
45 seconds 

CONTACT TIME: 
2 minutes 

CONTACT TIME: 
2 minutes 

    
Additional Notes: 

 Clean all surfaces and item with soap and water before disinfecting. 
 Make a new bleach solution daily. 
 Prepare the bleach solution with room temperature water to reduce odour. 
 Ensure the spray bottle is labelled! 
 Do not mix bleach solution with any other cleaning products. 
 Store all disinfectants and cleaning products where children can’t reach them. 

                                         

THANK   YOU! 
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CDS-0703  20/06/17

Active COVID-19
screening in effect
•	 Only	staff,	children	and	essential	visitors	who	have	

cleared	COVID-19	screening	can	enter	the	child		
care	centre.

•	 Parents/guardians	please	do	not	enter	the	child		
care	centre.	A	staff	member	will	greet	you	outside	
and	escort	your	child(ren)	into	the	centre.

Attention!

Please apply hand sanitizer immediately after screening.



Stop infection
Clean your hands
Use an alcohol-based hand sanitizer

Squirt
1

Swirl
2

Scrub until dry
3

CDS-0637  20/07/06



CDS-0585  20/04/09

To reduce the risk of  
spreading COVID-19

please use the hand sanitizer 
provided on the table next to this sign

before going any further.



 

 

 

 

 

 

Coronavirus Disease 2019 (COVID-19) 
When and How to Wear a Mask 

Recommendations for the General Public 
Wearing a mask can help to prevent the spread of some respiratory illnesses, but it can also become  

a source of infection if not worn or discarded properly. If you need to wear a mask, you should also be 
sure to clean your hands frequently with soap and water or alcohol-based hand sanitizer.

Wear a mask if: 
• You have symptoms of COVID-19 (i.e., fever, cough, difficulty breathing, 

sore throat, runny nose or sneezing) and are around other people. 
• You are caring for someone who has COVID-19. 
• Unless you have symptoms of COVID-19, there is no clear evidence that 

wearing a mask will protect you from the virus, however wearing a 
mask may help protect others around you if you are sick. 

 

How to wear a mask:  
• Before putting on your mask, wash your hands with soap and water for at least  

15 seconds or use alcohol-based hand sanitizer.  
• Secure the elastic loops of the mask around your ears. If your mask has strings,  

tie them securely behind your head.  
• Cover your mouth and nose with the mask and make sure there are no gaps between 

your face and the mask.  
• Do not touch the front of the mask while you wear it. Wash your hands with soap and 

water for at least 15 seconds or use alcohol-based hand sanitizer if you accidentally 
touch your mask.

How to throw away your mask:  
• Do not touch the front of your mask to remove it.  
• Remove the elastic loops of the mask from around your ears or untie the strings from 

behind your head.  
• Hold only the loops or strings and place the mask in a garbage bin with a lid.  
• Wash your hands with soap and water for at least 15 seconds or use alcohol-based hand 

sanitizer after you have discarded your mask.

More information about masks:  
• When a mask becomes damp or humid, replace it with a new mask.   
• Do not reuse a single-use mask. Discard your mask when you have finished using it.

The information in this document is current as of April 10, 2020. 

©Queen’s Printer for Ontario, 2020  
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Appendix B  Process for Staff Reporting Symptoms Diagram 

 

 

*Refer to OPH Guidance for Childcare Centres document for more details 

Staff reports symptoms 

Refer staff for COVID-19 testing 
Staff must stay home and self-
isolate while awaiting results  

Not Tested  

COVID-19 Positive 

COVID-19 Negative 

Staff must self-
isolate for 14 

days  

AND until 72 
hours after 
symptom 

improvement 
with no fever Outbreak declared in 

consultation with OPH. 
Facility to be closed.  

OPH will guide and assist 
Child Care in management of 

outbreak 

Child Care Centre to contact 
Outbreak (OB) Reporting Line: 
613-580-2424 X 26325 or 311 

after 4:30PM 
Staff may return 

to work if  

24 hours 
symptom free  

OR 48 hours 
after resolution of 

vomiting &/or 
diarrhea 

unless otherwise 
directed by OPH 

to self-isolate 

Inform other staff and parents/guardians to monitor for symptoms  
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Appendix C  Process for When Child Reports Symptoms Diagram 
 

 

 

*Refer to OPH Guidance for Childcare Centres document for more details 

Child reports feeling unwell 

Not Tested  

Child must 
self-isolate 
for 14 days  

AND until 72 
hours after 
symptom 

improvement 
with no fever 

COVID-19 Positive COVID-19 Negative 

Child may 
return if  

24 hours 
symptom free  

OR 48 hours 
after resolution 

of vomiting 
&/or diarrhea 

unless 
otherwise 

directed by 
OPH to self-

isolate 

Separate child immediately in supervised area 
Staff to wear surgical mask, eye protection & assess the need for gloves 
Notify parent/guardian to come pick up child as soon as possible 
Child to wear surgical mask if above the age of 2 & tolerated  
Disinfect space/items used by child immediately after child leaves facility 
Inform staff and other parents/guardians to monitor their child for symptoms  
Refer child for COVID-19 testing. Child must stay home & self isolate while awaiting 
results 

Outbreak declared in 
consultation with OPH. 
Facility to be closed.  

OPH will guide and assist 
Child Care in management of 

outbreak 

Child Care Centre to contact 
Outbreak (OB) Reporting Line: 
613-580-2424 X 26325 or 311 

after 4:30PM 



 
 
 
 

 
27-1 Hobin street 

Stittsville, ON 
K2S 1G8 

 
 

COVID-19 Resources 
for Parents 

 
 

SCNS Contact 
Information: 

 
Phone: 

613-836-1500 
 

Email: 
scns@bellnet.ca 

 
 
 
 

 

IF you think your child has symptoms 
of COVID-19 you can: 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
 

Contact Ottawa Public Health at:  
613-580-6744 (M-F 8:30am-4:30pm) 

After Hours, Dial: 3-1-1  
Ask for the Public Health Officer who is on call! 

 

Visit the COVID-19 Assessment 
Centre & Care Clinics  

Webpage at: 
 https://www.ottawapublichealth.ca/en/shared-

content/assessment-centres.aspx 
 This will link you to information about COVID-19 

testing criteria, clinic locations, Assessment Centres 
& FAQs. 

 

Refer to the SCNS Enhanced 
Health & Safety Protocols for 

additional resources 
 

If your child (or someone in your 
family) is suspected or confirmed 

with COVID-19, please contact 
SCNS immediately! 

 

If your child gets tested, SCNS 
will need a copy of your test 

results before you can re-enter 
the school. 

 

mailto:scns@bellnet.ca
https://www.ottawapublichealth.ca/en/shared-content/assessment-centres.aspx
https://www.ottawapublichealth.ca/en/shared-content/assessment-centres.aspx
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