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Introduction 
 

All programs must adhere to strict health and safety measures. Provincial Guidelines to reopen have been 

developed to support the reopening process. EarlyON Child & Family Centres/Family Resource Programs 

(EarlyON/FRP) must follow the capacity limits for businesses or facilities open to the public. These limits apply to 

both indoor and outdoor programming. 
 

EarlyON Centres in the Manitoulin-Sudbury DSB and City of Greater Sudbury as well as our Family Resource 

Programs have agreed to take a cautious approach to reopening and are focusing on virtual and outdoor 

programming. 
 

This local document contains key components to support EarlyON/FRP providers in reopening. Specific measures 

have been put into place to support the safe transition of staff, children, and families during the reopening phase 

of EarlyON/FRP.   
 

Registration processes, daily screening of children, families and staff, increased cleaning and disinfection, the 

continued provision of virtual services to support families remotely, offering outdoor and mobile programs for 

families and reduced group sizes will help reduce the spread of COVID-19. 
 

This plan is intended to be adapted by agencies as required while adhering to the guidelines developed by the 

Ministry of Education, Manitoulin-Sudbury DSB/City of Greater Sudbury and Public Health Sudbury and Districts. 
 

Pedagogical Approach during COVID-19 
 

How Does Learning Happen? Ontario’s Pedagogy for the Early Years (HDLH) continues to be a guide about learning 

through relationships for those working with young children and families during the COVID-19 outbreak. 

EarlyON/FRP should continue providing programs that reflect the view of children, parents, caregivers, and 

educators as competent, capable, curious, and rich in potential and experience.   
 

This should be done by: 

 Involving educators in planning for the re-opening 

 Inviting parents to share their ideas, questions, concerns, and hopes 

 Fully engage children to develop dispositions and skills for lifelong learning 

 Help children understand the current situation in a way that is honest, accurate and minimizes anxiety or 
fear. 

 

Communication with Families 
 

EarlyON/FRP must ensure that families are aware of the enhanced health and safety measures prior to families 

coming to the centre. It is important for families to be aware of the expectations and feel confident regarding the 

health and safety measures that have been put in place. 
 

EarlyON/FRP are encouraged to communicate with families using methods that ensure physical distancing 

including telephone or video conference instead of face to face meetings. 
 

EarlyON/FRP must ensure that there is visible signage at all entrances to explain the screening process and that 

families must pre-register prior to attending programs. 

http://www.edu.gov.on.ca/childcare/early-on-guide-child-care.pdf


 

 
Page 2 

 
  

Attendance Records 
 

All EarlyON/FRP are responsible for maintaining daily records of anyone entering the space and the approximate 

length of their stay. This includes cleaners, maintenance workers, etc. 
 

Pre-registration which will include contact information will be obtained electronically or by phone prior to arrival at 

the EarlyON/FRP.  
 

Electronic and hard copy records are to be kept on the premises. 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. 
 

Space Set Up and Physical Distancing 
 

EarlyON/FRP and their services must be offered in a way that maintains physical distancing. EarlyON/FRP must 

implement a physical distancing policy of at least two metres amongst all individuals at all times. Note: this does 

not apply to parents/children living in the same home. 
 

In the event physical distancing cannot be maintained, the usage of a medical mask and eye protection by staff 

provides an extra protective measure in addition to observing proper hand hygiene, respiratory etiquette, and 

avoiding touching of the face. 
 

The use of masks is not required outdoors for adults or children if physical distancing of a least 2-metres can be 

maintained between individuals. 
 

EarlyON/FRP personnel should continue to maintain a welcoming and caring environment for children and families. 

The ministry recognizes that physical distancing between children in an EarlyON/FRP may be difficult.  
 

To promote physical distancing in an environment with children and families include (but not limited to):  

 planning activities that do not involve shared objects or toys.  

 outdoor programs to allow for more space; and  

 avoiding singing activities indoors. 
 

Equipment and Usage of Toys 
 

EarlyON/FRP are encouraged to limit usage of equipment and toys, particularly the sharing of toys, where possible. 

The following requirements should be followed regarding the use of toys and equipment:  

 EarlyON/FRP should remove and not use any toys made of porous materials (e.g., plush toys, carpets, 

pillows, etc…) as they cannot be effectively cleaned and disinfected.  

 Toys and equipment should be cleaned and disinfected between users.  

 If sensory materials (e.g., playdough, water, sand, etc.) are offered, they should be provided for single use.  

 Blankets and sheets should ideally be provided by families, but if supplied by the centre, they are to be 

laundered in between uses.  

 Items that cannot be easily cleaned and disinfected (e.g. books) should be removed and stored in a sealed 

container for a minimum of 7 days. 
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Child Minding 
 

Child minding and respite childcare as outlined in the Ontario Child Care and EarlyON Child and Family Centres 

Service Management and Funding Guideline 2021 and in accordance with the requirements under the CCEYA, may 

not be offered during the pandemic. Partners will be notified when this restriction has been lifted. 
 

Outdoor Space Set Up and Physical Distancing 
 

Outdoor programming is strongly encouraged as a program delivery model as it can easily allow for safe, physically 

distanced activities for children and families. Where programming is being offered in a shared setting (e.g., park), 

providers should work in collaboration with the local public health unit to follow public health advice.  
 

The Ministry recognizes that physical distancing between children in an EarlyON/FRP setting is difficult and 

encourages personnel and providers to maintain a welcoming and caring environment for children.  
 

EarlyON/FRP will adhere to the gathering limits set by the Government of Ontario and local municipal by-laws. 
 

See below under ‘Use of Personal Protective Equipment’ for requirements on the use of masks outdoors. 
 

Encouraging proper hand hygiene before and after using shared outdoor structures is advised. 
 

Toys and equipment will be cleaned and disinfected between users as well as between program groups. 
 

Personal items such as sunscreen will not be shared. 
 

Indoor Space/Group Capacity 
 

EarlyON/FRP is required to establish and have a policy addressing maximum space and group sizes to reduce the 

transmission and spread of COVID-19. These size limits will include participants and personnel. In determining 

these space and group sizes, EarlyON/FRP will consider: 

 Gathering limits specified by the Government of Ontario (e.g. according to the level of the public health 

region in the COVID-19 Response Framework); 

 Room capacity where program(s) are being offered and the ability for participants to maintain physical 

distancing Requirements of at least 2 metres; 

 Local municipal by laws; and 

 Advice provided by local public health units. 
 

It is further recommended that OCOF/Nena consider how to group participants when offering in-person programs 

and services in order to minimize and reduce the risk of exposure to and transmission of COVID-19 to the greatest 

extent possible. For more information, please refer to the section on “Grouping of Participants” 
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Grouping of Participants 
 

It is recommended that EarlyON/FRP group (cohort) participants when offering in person programs and services to 

the greatest extent possible. Grouping participants reduces the number of exposures that increase the risk of 

exposure to and transmission of COVID-19. Below are some examples of how providers could group participants 

and limit the interaction amongst groups of participants to the greatest extent possible. 
 

These examples are not intended as an exhaustive list and providers may consider additional approaches that best 

meet the needs of their communities: 

 Encouraging participants to attend only one EarlyON/FRP location in person and accessing virtual programs 
on other days. 

 Scheduling dedicated time to provide 1:1 support for information and referrals; 

 Limiting registration within an EarlyON/FRP so participants can attend in person once a week; 

 Offering registration for multi-week programs (e.g., all ages playgroup) offered at 2pm every Tuesday 
where the same group of participants participate every Tuesday; and 

 Offering registration for multi-day programs (e.g., toddler playgroup) offered at 10am from Monday-Friday 
where the same group of participants all week. 

 When in the same common space (e.g., entrances, hallways), physical distancing of at least 2 metres must 
be maintained between different groups and should be encouraged, as much as possible, between 
participants within the same group by: 

o spreading participants out into different areas, particularly at snack time; 
o incorporating more individual activities or activities that encourage more space between 

participants; and, 
o using visual cues to promote physical distancing. 

 
Ventilation 
 

OCOF/Nena is encouraged to implement best practices and measures to optimize ventilation (see Public Health 

Ontario’s guidance: Heating, Ventilation and Air Conditioning (HVAC) Systems in Buildings and COVID-19). 

Adequate ventilation should be provided by opening windows, moving activities outdoors when possible, and 

through mechanical ventilation including HVAC systems. 

 Ensure HVAC systems are in good working condition. 

 Keep areas near HVAC inlets and outlets clear. 

 Arrange furniture away from air vents and high airflow areas. 

 Avoid re-circulating air. 
 

While ventilation is important, it must be used along with other public health measures. There is not one public 

health measure that can guarantee protection from COVID-19; multiple strategies are needed. Other measures 

include symptom screening and self-isolation for people with symptoms, practicing physical distancing, wearing a 

mask, and practicing good hand hygiene and respiratory etiquette. 
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Physical Activity 
 

When using gymnasiums to provide opportunities for physical activity for children: 

 EarlyON/FRP participants and personnel should not be engaged in moderate to vigorous physical activity 
indoors. When moderate to vigorous physical activity takes place outdoors, participants and personnel 
should maintain physical distancing. 

 Gymnasiums should only be used for moderate activity where physical distancing measures and current 
masking protocols for participants and staff can be followed. 

 

Recognizing that physical distancing is difficult with young children and infants, additional suggestions include: 

 Planning activities that do not involve shared objects or toys; 

 When possible, moving activities outside to allow for more space; and 
  

Policies and Procedures 
 

OCOF/Nena is committed to providing a safe and healthy environment for staff, children and families. OCOF/Nena 

will take every reasonable precaution to prevent the risk of communicable diseases within our centre.  
 

EarlyON/FRP are required to follow all existing health and safety requirements as directed by the local medical 

officer of health and as outlined in the Child Care and Early Years Act, 2014 and other policies and guidelines issued 

by the Ministry of Education. Plans must also be in place to respond should any personnel, children, or 

parents/guardians be exposed to COVID-19. 
 

The following policies and procedures have been developed and reviewed by Public Health Sudbury and Districts to 

support our policy development. These policies apply to all personnel, families and children. These policies and 

procedures will be reviewed and signed off by all personnel prior to commencing employment or returning to 

work, at any time when a change is made and annually. Please note that all other OCOF/Nena policies remain in 

force during the reopening phase. 
 

Mandatory Training 
 

Training will be offered such that all EarlyON/FRP personnel/providers receive training on current health and safety 

measures in place according to the Operational Guidance as well as those put in place by the local Public Health 

Unit. This may include instruction on how to properly use PPE, how to properly clean and disinfect the space and 

equipment, how to ensure daily screening is completed, how to keep daily attendance records, and what to do in 

the case that someone becomes sick, including how and when to report. 
 

Public Health Ontario has developed videos and posters to assist with understanding our role in stopping the 

spread of COVID-19 in our community. Links to important information are provided below and all EarlyON/FRP 

personnel must complete this training prior to reopening. 
 

7 Steps of Hand Hygiene – https://www.publichealthontario.ca/en/videos/7-steps-handhygiene 
 

Putting on Gloves – https://www.publichealthontario.ca/en/videos/ipac-gloves-on 
 

Putting on Mask and Eye Protection – https://www.publichealthontario.ca/en/videos/ipac-maskeyes-on 
 

Taking off Mask and Eye Protection – https://www.publichealthontario.ca/en/videos/ipac-maskeyes-off 

https://www.publichealthontario.ca/en/videos/7-steps-handhygiene
https://www.publichealthontario.ca/en/videos/ipac-gloves-on
https://www.publichealthontario.ca/en/videos/ipac-maskeyes-on
https://www.publichealthontario.ca/en/videos/ipac-maskeyes-off
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Taking off a Gown and Gloves – https://www.publichealthontario.ca/en/videos/ipac-gowngloves-off 
 

Taking off Full Personal Protective Equipment – https://www.publichealthontario.ca/en/videos/ipac-fullppe-off 
 

In addition to the above videos, personnel must review and sign off on all new policies and procedures and 

participate in health screening training. 
 

Personal Protective Equipment 
 

Funding will be provided to support the additional costs associated with the purchase of personal protective 

equipment (PPE) on an as needed basis. EarlyON/FRP will receive a supply of PPE from the Ministry of Education. 

  

https://www.publichealthontario.ca/en/videos/ipac-gowngloves-off
https://www.publichealthontario.ca/en/videos/ipac-fullppe-off
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Appendix A – Pre-Registration for Programs and Services  
 

POLICY 
 

Our Children, Our Future/Nos enfants, notre avenir (OCOF/Nena) has developed policies and procedures that 

require families to register in advance of participating in programs and services in-person. Pre-registering for 

programs and services ahead of time is an important measure that helps to promote enhanced health and safety 

by:  

 Safely collecting information of participants for the purposes of contact tracing;  

 Promoting advanced screening of participants before entering an EarlyON/FRP;  

 Providing important communication to participants on enhanced health and safety measures in advance of 
attending in-person programs and services;  

 Enabling EarlyON/FRP to maintain and manage group/space capacity; 

 Supporting safe and timely sign-ins and preventing crowding/waiting at entrances; and  

 Helping to organize programming options that support an enhanced level of health and safety (e.g., such as 
participants registering for multi-week programs).  

 

EarlyON/FRP shall follow their registration policies and procedures for all children and families entering the 

EarlyON/FRP and/or participating in programs and services. Registration policies and/or procedures will permit 

reasonable exceptions to the pre-registration requirement that support the unique needs of families while 

continuing to meet health and safety requirements, this includes:  

 The ability to safely screen all individuals before they enter the EarlyON/FRP (see section on Screening for 
COVID-19 Symptoms); and  

 The collection and maintenance of daily records of anyone entering the EarlyON/FRP and the approximate 
length of their stay. 

 

For Sudbury-Manitoulin (DSB) registration for all programs and services shall be done using KeyON. For City of 

Greater Sudbury and Family Resource Programs (FRP) registration for all programs and services shall be done using 

OCOF/Nena’s Database. Parents are also encouraged to sign out of EarlyON/FRP. 
 

Personnel must collect contact information, provide screening forms/tools, and distribute health and safety 

policies and procedures, including information regarding program operations as part of the registration process. 
 

PROCEDURES 
 

KeyON process 

Pre-registration – for the centre 

 Same initial steps when adding an event/workshop/drop-in to the calendar 

 All events, workshops and drop-ins will now have to be added to the calendar 

 The item will have to be identified as such – same as in the past now with the added option of drop in (Is 
this an Event Y/N, Is this a Workshop Y/N, Is this a Dropin Y/N) 

 All calendar items will require a maximum capacity registration number to be added to the item 

 As in the previous version, any item can be made a recurring item 

 The text box on the page to create the event, etc. can contain a link to a website. If this is required to 
complete the pre-registration process, use the link icon to add the web link. Once the parent confirms the 
KeyON pre-registration, they will automatically be redirected to the website indicated. 

 Indicate when pre-registration will begin and close for any calendar item 
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 View pre-registration attendance from the calendar item. Click on the item and option appears in Edit Event 
header 

 Reports now include a pre-registration report 

 If an event needs to be cancelled, hide the event and call the parents to notify them of the change. The 
event will no longer appear on the parent’s list of pre-registered events. If the event does not have any pre-
registrations, a Delete button will be visible to remove the item. 

 A max of 5 pre-registrations for drop in will be allowed at any time. 

 Staff can assist parents with pre-registration process 

 Staff can override kiosk options to allow for sign in when pre-registration has not happened and there is 
space.  Click on the Pre-Registration Override button below the Sign In bar; enter your PIN; back at the sign 
in screen, click on Sign In and the events chosen will now appear.  

 

For the parent 

 Every adult registering for a calendar item must have a membership 

 If their current account does not have a phone number, they will be prompted to add one 

 Adult must log in to their account to pre-register and navigate to the Events menu option 

 Select the region and centre they wish to browse calendar 

 All events, workshops and now drop in will now appear on the calendar 

 All calendar items will appear with a colour coded check mark to indicate the availability of the event – 
green, yellow and red indicators with legend showing at the top of the calendar 

 Once an event is chosen, a disclaimer will appear telling the parent if contact tracing is required from the 
centre, their information will be provided to the public health unit. Once they agree to the statement, pre-
registration will continue 

 Only one adult can pre-register for any calendar item but multiple children can be indicated 

 All pre-registrations can be viewed right from the calendar (when the parent is logged in) 

 Changes to the number of children and cancelling a pre-registration can be done from here 

 Once an event has begun, changes can no longer be made 

 When the parent shows up at the centre, they will now only see what they have pre-registered for on the 
sign in kiosk screen 

 

Sign Out – for the centre 

 Nothing new has to be done 

 Sign out screen is same as sign in 

 Parent will scan their tag and all of those that were signed in with that tag will be signed out 

 Manual sign out can be done by staff through the View Attendance option on the kiosk 

 Sign out time will appear on the reports where sign in time is currently recorded 
 

For the parent 

 Simple scan of their tag will sign their family out, will not have to touch the screen 
 

Enhancements of the KeyON system: 

 Phone number will be mandatory, email will not. 

 The second page layout of the parent membership has changed – the left side of the page will ask for 
phone, email and then address, language and identity questions. The right side is now emergency contact 
info. 

 For the time being, all guests will have to become a member in order to sign in. The guest feature will be 
disabled and hidden so it can be enabled again in the future. This is being done so that contract tracing 
information is gathered for everyone attending a centre. 

 Drop in item on the kiosk will no longer be a default item but will now have to be added to the calendar. 
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 Daily Attendance report will now include phone numbers and sign in/out times. 

 No health information will be collected through the KeyON application 
 

OCOF/Nena Database Process 

Pre-Registration – for the center 

 Open the database 

 Go to the calendar tab 

 Go to your site calendar 

 Click on the event that the participant wants to register for 

 Click on register 

 Click on either register guest or register members 

 If registering a member, type in participant’s name then click apply, 

 If registering a guest, complete the registration information such as name & contact information 

 Participants are encouraged to screen themselves & their children in advance of attending our programs 

 Pre-registered participants will be sent (by e-mail or text) the link to the screening tool and the link or 
document of OCOF’s/Nena’s Health & Safety measures with a reminder of EarlyON/FRP personnel’s 
responsibility to report suspected cases or anyone displaying one of more of the COVID symptoms. 

 

Once they arrive at the event: 

 Personnel must screen each participant by asking each question on the Ministry of Health/Ministry of 
Education COVID-19 screening tool for employees and essential visitors in schools and child care settings. 

 Participants must sign the OCOF/Nena attendance sheet indicating that they’ve passed the screening as 
well to indicate their arrival time. All participants are also required to indicate their departure time once 
they leave. 

 

After the event: 

 Personnel to enter attendance data into the database. 

 OCOF/Nena attendance forms must be kept on premises. 
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Appendix B – Screening for Symptoms and Confirmed Cases Reporting 
 

POLICY 
 

EarlyON/FRP will undertake active (ask screening questions) and passive (signage) screening for personnel, 

students, children, families, and others accessing the centre in order to help reduce the risk of respiratory 

infections (including COVID-19). 
 

Where possible, it is recommended that daily screening be done prior to arrival at the EarlyON/FRP. 
 

All individuals including children, parents/guardians, personnel, students, and others must be screened each day 

before entering the EarlyON/FRP. 
 

OCOF/Nena will conduct daily confirmation of self-screening for EarlyON/FRP personnel and essential visitors and 

are to at minimum have completed and passed the online screener by signing the Covid-19 Surveillance Form prior 

to or upon entry to the EarlyON/FRP. 
 

Any EarlyON/FRP personnel, essential visitors, that have not completed the self-screen will be required to do so 

prior to entry. 
 

PROCEDURES 
 

Prior to health screening at the EarlyON/FRP, set up is required; please complete the following: 

 Health screening training  

 Set up the location and assigned personnel at the screening table:   
o Place at front entrance, visually blocking entrance into the centre (if possible) 
o Only ONE entrance/exit is to be used, to ensure that each person is screened 
o Provide visual guides to assist with physical distancing (e.g., pylons/floor taping) if a line-up forms 

while families are waiting to be screened prior to entering the EarlyON/FRP. 

 Maintain a minimum of 2 metres distance between personnel conducting screening and the person being 
screened and wear a medical mask and eye protection at minimum 

 Personnel must be trained on conducting the screening tool 

 Place front entrance signage identifying the screening process outside and directly inside EarlyON/FRP 
doors 

 Place alcohol-based hand sanitizer containing 60-90% alcohol at the screening table.  Ensure it is visible to 
personnel/families seeking to enter the building, yet not within reach of young children 

 Ensure Public Health Sudbury and Districts’ resources are available for anyone who does not pass the 
screening. 

 

Screening - Children/Parents/Caregivers 

In order to help reduced the risk of respiratory infections (including COVID-19), a health screening is an essential 

step. This procedure applies to all personnel, children and families.    
 

Parents and caregivers are required to screen themselves and their children prior to attending an EarlyON/FRP. 

Parents can preview the screening questions in advance by visiting https://covid-19.ontario.ca/school-screening/. 

EarlyON/FRP will use the most recently updated version of this tool. 
 

Parents and caregivers should be reminded of the screening requirement when registering for programs online or 

by phone where possible, including the requirements that if they, or any of their household members, have any 

https://covid-19.ontario.ca/school-screening/
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new or worsening symptoms of COVID-19 as indicated in COVID-19 School and Child Care Screening Tool, even 

those with only one symptom, they must stay home.  
 

In addition to the individual being screened prior to arriving at the EarlyON/FRP, (in-person) screening will be 

provided as recommended by Public Health Sudbury & Districts. 
 

Screening Questions: 

Personnel will use the most current screening tool for schools/daycare to ensure consistency and will refer to the 

results of screening questions to determine the appropriate response should yes be selected. 
 

Greet everyone with a friendly, calm manner. 

“Good morning/afternoon… 

As you are aware Covid-19 continues to evolve, as a result we are conducting active screening for potential risks of 

Covid-19 for everyone who enters the premises. The screening will ensure that safety and well-being of personnel, 

children and families”. 
 

Attendance Records 

In addition to screening records for all children/parents/caregivers/essential visitors that receive in-person 

programs and services, all EarlyON/FRP are responsible for maintaining attendance records of anyone entering the 

premises. 
 

These records must include all individuals who enter the premises. Records are to be kept on the premises and 

along with name and contact information must include an approximate time of arrival and time of departure for 

each individual. Records must be kept up-to-date and available to facilitate contact tracing in the event of a 

confirmed COVID-19 case or outbreak (i.e., records can be made available to public health within 24 hours of a 

confirmed COVID-19 case or outbreak). 
 

New or Worsening Symptoms 

Anyone who is symptomatic, does not pass screening, or has been advised to self-isolate by the local public health 

unit must not be permitted to attend the EarlyON/FRP (this includes EarlyON/FRP personnel, placement students, 

essential visitors and participants (children/parents or caregivers) at the premises). 
 

EarlyON/FRP personnel and participants (children/parents/caregivers/essential visitors) or their household 

contacts, with any new or worsening symptom of COVID-19, as indicated in the COVID-19 School and Child Care 

Screening Tool, even those with only one symptom, must stay home until: 

 They receive a negative COVID-19 test result, 

 They receive an alternative diagnosis by a health care professional, or 

 It has been 10 days since their symptom onset and they are feeling better. 
 

In addition, these individuals must not attend the EarlyON/FRP’s if any of their household members are 

experiencing any new COVID-19 symptoms and/or are waiting for COVID-19 test results after experiencing 

symptoms. 
 

Please refer to the COVID-19 Reference Document for a comprehensive list of symptoms: 

http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_reference_doc_symptoms.p

df 

 

http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_reference_doc_symptoms.pdf
http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_reference_doc_symptoms.pdf
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Monitoring and Responding to Reports of COVID-19 Symptoms in an EarlyON/FRP Setting 

The Ministry of Health updated guidance to public health units regarding COVID-19 variants of concern, requiring 

all household contacts of symptomatic individuals to quarantine. 
 

All asymptomatic household contacts of symptomatic individuals are required to quarantine until the symptomatic 

household member: 

 receives a negative COVID-19 test result, or 

 receives an alternative diagnosis by a health care professional 
 

If the symptomatic individual tests positive, or is not tested and does not receive an alternative diagnosis from a 

health care professional, the symptomatic individual must isolate (including from household members) for 10 days 

from symptom onset, and all household contacts must isolate until 14 days from their last contact with the 

symptomatic individual. 
 

Anyone who is symptomatic, does not pass screening, or has been advised to self-isolate by the local public health 

unit must not be permitted to attend the EarlyON/FRP (this includes EarlyON/FRP personnel, placement students, 

essential visitors and participants (children/parents or caregivers) at the premises). 
 

Those who test positive for COVID-19 should follow the guidance of their local public health unit and health care 

professional regarding direction for isolation and returning to an EarlyON/FRP. The individual cannot return until 

cleared by their public health unit. 

 

If an individual becomes ill while in the EarlyON/FRP setting: 

The ill individual should immediately be separated from others in a separate room/space, where possible and 

should leave the EarlyON/FRP premises as soon as possible. 
 

Anyone providing care to the ill individual should maintain as much physical distance as possible. If physical 

distancing is not possible, the person providing care should wear a medical mask and eye protection, and be 

trained on proper use of PPE. 
 

If tolerated, the ill individual should also wear a medical mask. 
 

Hand hygiene and respiratory etiquette should be practiced while the ill individual is waiting to leave or be picked 

up. 
 

Cleaning of all areas the ill individual was in should be conducted as soon as reasonably possible after the ill 

individual leaves (see section on Cleaning). 
 

Symptomatic individuals should be advised to use the online self-assessment tool and follow instructions which 

may include seeking medical advice or going for testing for COVID-19. 
 

Communication protocols to update and inform necessary partners while maintaining confidentiality of the ill 

individual should be initiated (e.g.service system manager or if located in a school contact the school). Note: 

suspected cases of COVID-19 do not need to be reported to the ministry. 
 

Regular EarlyON/FRP operation can continue unless directed otherwise by the local public health unit. 
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An ill individual who has a known alternative diagnosis provided by a health care professional may return to the 

EarlyON/FRP setting if they do not have a fever and their symptoms have been improving for at least 24 hours. 
 

Reporting Confirmed Cases   

Where a child, personnel or parent is suspected of having or has a confirmed case of COVID-19, the EarlyON/FRP 

must contact their Manager of Family Services: 

 complete a Serious Occurrence Report and will submit to Executive Director/ designate and to the 
Manitoulin-Sudbury DSB or City of Greater Sudbury, who will report to the Ministry of Education. 

 report to PHSD and provide any materials (e.g., daily attendance records) to support case management and 
contact tracing and other activities in accordance with all applicable legislation, including the Municipal 
Freedom of Information and Protection of Privacy Act. 

 

PHSD will determine any additional steps required, including but not limited to how to monitor for other possible 

infected personnel, parents/caregivers, children and essential visitors and the declaration of an outbreak and 

closure of rooms and/or entire EarlyON/FRP setting. 
 

Contact Information: 

Public Health Sudbury and District Phone Number: 705-522-9200 ext: 553 
 

Manitoulin-Sudbury District Services Board 

Amy Winnington-Ingram 

Family Support Worker /Case Presenting Office 

amy.ingram@msdsb.net  
 

City of Greater Sudbury 

Laura Urso 

Children Services, Co-ordinator of Quality & Early Years Programs 

laura.urso@greatersudbury.ca 
 

Our Children, Our Future/Nos enfants, notre avenir 

Susan Nicholson 

Executive Director 

susan.nicholson@ocof.net 
 

Outbreak Management 

An outbreak may be declared by the local public health unit when: 

 within a 14-day period, there are two or more laboratory-confirmed COVID-19 cases in children, 
staff/providers or other visitors with an epidemiological link (e.g., cases in the same room, cases that are 
part of the same before/after school care cohort) where at least one case could have reasonably acquired 
their infection in the EarlyON setting.  
 

The PHSD will work with the provider to determine whether epidemiological links exist between cases and whether 

transmission may have occurred in the EarlyON/FRP setting. If PHSD unit declares an outbreak, they will direct 

appropriate next steps, which could include a partial or full closure of the EarlyON/FRP. If PHSD determines that 

partial or full closure of the EarlyON/FRP setting is required, OCOF/Nena will report this to their CMSM or DSB. 

CMSMs/DSBs must notify the ministry through their Early Years Advisor, see section on ‘Reporting Confirmed 

Cases’. 

  

mailto:amy.ingram@msdsb.net
mailto:laura.urso@greatersudbury.ca
mailto:susan.nicholson@ocof.net
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Appendix C – Use of Personal Protective Equipment 
 

POLICY 
 

Personnel will be required to wear a medical mask and eye protection when inside the EarlyON/FRP including 

hallways and other shared spaces, in addition to observing proper hand hygiene, respiratory etiquette and avoiding 

touching the face. Personnel will be required to wear a medical mask outside when physical distancing cannot be 

maintained, in addition to observing proper hand hygiene, respiratory etiquette and avoiding touching the face. 
 

All other adults, parents/guardians or visitors are required to wear a face covering or non-medical mask while 

inside the EarlyON/FRP including hallways and other shared space, and outside when physical distancing cannot be 

maintained. For more information regarding face coverings, please visit: https://www.phsd.ca/health-topics-

programs/diseases-infections/coronavirus/guidance-for-wearing-non-medical-masks/ 
 

Inside 

Non-medical masks or face covering are mandatory for all children in JK/SK and up while inside an EarlyON/FRP 

setting, including in hallways; children younger than JK/SK are encouraged to wear a non-medical mask or face 

covering while inside an EarlyON/FRP setting, including in hallways. Note that the use of masks is not 

recommended for young children under the age of two. 
 

Outdoors 

All EarlyON/FRP personnel are required to wear medical masks outdoors when a distance of 2 metres cannot be 

maintained. All children in JK/SK and above are required to wear a non-medical mask or face covering outdoors 

when a distance of 2 metres cannot be maintained, while children younger than JK/SK are encouraged to wear a 

non-medical mask or face covering. Parents, caregivers, and essential visitors are also required to wear nonmedical 

mask or face covering outdoors when a distance of 2 metres cannot be maintained. 
 

Observing proper hand hygiene, respiratory etiquette, and avoiding touching of the face is also an additional 

protective measure.  
 

Reasonable exceptions to the requirement to wear masks are expected to be put in place by EarlyON/FRP. 

Exceptions to wearing masks include situations where a child cannot tolerate wearing a mask, reasonable 

expectations for medical conditions. 
 

PROCEDURES 
 

The following videos demonstrate how to put on and remove a mask and eye protection: 

Putting on mask and eye protection –  https://www.publichealthontario.ca/en/videos/ipac-maskeyes-on 

Taking off Mask and Eye Protection – https://www.publichealthontario.ca/en/videos/ipac-maskeyes-off 

 

  

https://www.phsd.ca/health-topics-programs/diseases-infections/coronavirus/guidance-for-wearing-non-medical-masks/
https://www.phsd.ca/health-topics-programs/diseases-infections/coronavirus/guidance-for-wearing-non-medical-masks/
https://www.publichealthontario.ca/en/videos/ipac-maskeyes-on
https://www.publichealthontario.ca/en/videos/ipac-maskeyes-off
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Appendix D – Handwashing and Hand Hygiene 
 

POLICY 
 

Hand Hygiene is a general term referring to any action of hand cleaning. Hand hygiene relates to the removal of 

visible soil and removal or killing of transient microorganisms from the hands. Hand hygiene may be accomplished 

using soap and running water or a hand sanitizer (minimum 60% alcohol based). Hand washing with soap and 

running water must be performed when hands are visibly soiled.  

 

Hand Hygiene Resources 

English: https://www.publichealthontario.ca/-/media/documents/ncov/factsheet/factsheet-covid-19-hand-

hygiene.pdf?la=en 
 

PROCEDURES 
 

Hands carry and spread germs. Touching your eyes, nose, mouth or sneezing or coughing into your hands may 

provide an opportunity for germs to get into your body or spread to others. Keeping your hands clean through 

good hygiene practice is one of the most important steps to avoid getting sick and spreading germs. Hand washing 

with liquid soap and water is the preferred method of hand hygiene. 
 

Hand hygiene should be practiced by anyone entering the EarlyON/FRP setting and incorporated into the daily 

schedule at regular intervals during the day, above and beyond what is usually recommended (for example, before 

eating food, and after using the washroom). When hands are visibly dirty and/or after: 

 Sneezing, coughing, or blowing your nose 

 Using the washroom 

 Handling garbage 

 Handling raw foods 

 Outdoor play 

 Toileting/diapering routine 

 Handling soiled laundry or dishes 

 Handling soiled toys or other items 

 Coming into contact with bodily fluids 

 Coming into contact with any soiled/mouthed items 

 Gardening 
 

Hands should be cleaned using liquid soap and water or hand sanitizer before and after: 

 Preparing, handling, serving, and eating food 

 Handling animals 

 Touching a cut or open sore 

 Changing diapers 

 Glove use 

 Dispensing/handling expressed breast milk 

 Before and after giving medication 

 Sensory play activity 
  
 

 

 

https://www.publichealthontario.ca/-/media/documents/ncov/factsheet/factsheet-covid-19-hand-hygiene.pdf?la=en
https://www.publichealthontario.ca/-/media/documents/ncov/factsheet/factsheet-covid-19-hand-hygiene.pdf?la=en
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Facilities with no running water/Outdoor Programming 

In the event that no running water is accessible or handwashing stations are not available, personnel will provide 

wet wipes and hand sanitizer. Wet wipes will be used to clean hands prior to using hand sanitizer when hands are 

visibly soiled. 
 

Hand Washing Procedure – Wash hands for at least 15 seconds 

1. Wet hands with warm water 
2. Apply soap 
3. Lather soap and rub hands palm to palm 
4. Rub between fingers and around fingers 
5. Rub back of each hand with palm of other hand 
6. Rub each thumb clasped in opposite hand 
7. Rinse thoroughly under running water 
8. Pat hands dry with paper towel  
9. Turn off water using paper towel 
10. Your hands are now clean. 

 

Hand Sanitizing Procedure – Rub hands for at least 15 seconds 

When hands are not visibly soiled, follow these steps for cleaning hands, if hand wash station is not readily 

available: 

1. Apply 1 to 2 pumps of hand sanitizer to palms of dry hands 
2. Rub hands together, palm to palm 
3. Rub between and around fingers 
4. Rub back of each hand with palm of other hand 
5. Rub fingertips of each hand in opposite palm 
6. Rub each thumb clasped in opposite hand 
7. Rub hands until product is dry. Do not use paper towels 
8. Once dry, your hands are clean. 

 

Please see poster “Covid-19 How to Wash Your Hands/How to use Hand Sanitizer” 
 

Hand Hygiene Monitoring 

To ensure that personnel are using proper hand hygiene methods, Managers will review hand hygiene practices on 

a regular basis and provide feedback to personnel as required.  
 

Hand Sanitizing Information 

When your hands are not visibly dirty, a minimum of 60% alcohol-based hand sanitizer can be used. Hand sanitizers 

can only be used on children who are over the age of two and must always be used under adult supervision.   
 

Adults must ensure that the product has completely evaporated from the child's hands before allowing the child to 

continue their activity.   
 

Practicing Respiratory Etiquette 

People should be encouraged to cover their mouth by coughing into their sleeve area. This will help stop the 

spread of germs, including droplets that have a 6 ft/2m radius.   
 

Because an individual may possibly be asymptomatic with COVID-19, physical distancing is recommended/required. 
 

Please see Respiratory Etiquette Poster 
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Cover Your Cough Procedure 

 If you have a tissue, cover your mouth and nose when you cough, sneeze, or blow your nose 

 Put used tissues in the garbage immediately. 

 If you do not have a tissue, cough, or sneeze into your sleeve, not in your hands. 

 Clean your hands with soap and water or hand sanitizer (minimum 60% alcohol-based) regularly and after 
using a tissue on yourself or others. 

 

Avoid touching your eyes, mouth, nose 

Influenza and most infectious diseases spread when the infected respiratory secretions from the mouth or nose of 

one person come into contact with the mucous membranes (mouth, nose, or eyes) of another person.   

Without even realizing it you may touch the infected nose and mouth secretions of someone who has influenza or 

COVID-19 (e.g. by shaking hands). If you go on to touch your mouth, nose or eyes, the virus may enter your body 

causing infection. 
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Appendix E – Cleaning and Disinfecting 
 

POLICY 
 

OCOF/Nena is committed to providing a safe and healthy environment for children, families and personnel. 

Personnel will take every reasonable precaution to prevent the risk of communicable diseases within the centre. 

The focus should be on regular hand hygiene to reduce the risk of infection related to high touch surfaces. 
 

DEFINITIONS 
 

Cleaning: refers to the physical removal of foreign material (i.e. dust, soil) and organic material (i.e. blood, 

secretions, microorganisms). Cleaning removes, rather than kill, microorganisms. Warm water, detergent and 

mechanical action (i.e. wiping) is required to clean surfaces. Rinsing with clean water is required to complete the 

cleaning process to ensure the detergent film is removed. 
 

Disinfecting: describes a process completed after cleaning in which a chemical solution (i.e., SABER) is used to kill 

most disease-causing microorganisms. To be effective disinfectants must be left on a surface for a period (contact 

time). Contact times are generally prescribed by the product manufacturer. 
 

PROCEDURES 
 

All products including cleaning agents and disinfectants must be out of reach of children (kept locked), labelled, 

and must have Safety Data Sheets (SDS) up to date (within three years), which are stored in the SDS (red) binder.  

It is important to clean and disinfect all toys, especially toys that may have been placed in children’s mouths. Each 

toy should be cleaned and disinfected before being placed back into circulation. 

 Choose toys that are washable, sturdy, and too large to be swallowed to prevent choking. 

 Choose toys that can be cleaned and disinfected. 

 Avoid plush toys. 

 Clean toys when visibly dirty . 

 Remove toys from circulation that children have put in their mouths or that have other body fluids on them 
until they can be cleaned and disinfected. Put in labeled mouth toy bin. 

 When cleaning toys, check them for sharp, jagged edges or small pieces that can be easily broken off. If toys 
cannot be fixed, throw them away. 

 

Cleaning 

 Use soap and water to clean visibly soiled surfaces 

 Rinse with clean water (warm to tepid temperatures preferred) to ensure soap is removed. 

 Let the surface air dry 
 

Disinfecting  

 A product that has a DIN number from Health Canada, indicates it is gone through proper testing and the 
claims on the label can be trusted as accurate. 

 The product used by OCOF/Nena is Saber. 

 Use the product as intended according to manufacturer instructions. 

 Ensure product is available and ready to use onsite and that it is being used at the right frequency. 

 During an outbreak switch to a high level disinfect. EarlyON/FRP’s will continue using Saber with a longer 
contact time (see OCOF/Nena’s Cleaning & Disinfecting Policy).) 
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 For general environmental disinfection of items and equipment that cannot be immersed in a disinfectant 
solution, the item will be sprayed with disinfectant and allow surface to remain wet (contact time) 
according to manufacturer instructions. 

 High touch areas will be sprayed with disinfectant. 

 Items that can be immersed in disinfectant will be immersed in the sink with water and disinfectant 
according to manufacturer instructions. 

 

Cleaning and Disinfection Frequency Requirements  

Frequently touched surfaces should be cleaned and disinfected at least twice a day however more frequent 

cleaning and disinfecting may be necessary depending on the frequency of use and the extent of soilage. For 

example: 

 Doorknobs 

 Light switches 

 Toilet and faucet handles 

 Electronic devices and  

 Tabletops 
 

Frequently touched surfaces, including any used toys and materials, should be cleaned and disinfected in between 

programs and sessions.   
 

EarlyON/FRP are encouraged to provide toys and equipment which are made of materials that can be cleaned and 

disinfected (e.g., avoid plush toys).  
 

Mouthed toys should be cleaned and disinfected immediately after the child is finished using it.  
 

If sensory materials (e.g., playdough, water, sand, etc.) are offered, they should be provided for single use (i.e. 

available to the child for the day) and labelled with child’s name, if applicable. 
 

Cleaning and disinfecting routines must be increased as the risk of environmental contamination is higher: 

 Tables and countertops: used for food preparation and food service must be cleaned and sanitized before 
and after each use. 

 Spills must be cleaned and disinfected immediately. 

 Handwash sinks washroom areas must be cleaned and disinfected at least two times per day and as often 
as necessary (e.g., when visibly dirty or contaminated with body fluids).  

 Floors: cleaning and disinfecting must be performed as required, i.e., when spills occur, and throughout the 
day when rooms are available. 

 Outdoor play equipment: must be disinfected before use, between sessions and as required (e.g., visibly 
dirty).   Any outdoor play equipment that is used must be easy to clean and disinfect.   

 High‐touch surfaces: any surfaces at your location that has frequent contact with hands (e.g., light switches, 
shelving, containers, handrails, doorknobs, sinks, toilets etc.,). These surfaces should be cleaned and 
disinfected at least twice per day and as often as necessary (e.g. When visibly dirty or contaminated with 
body fluids). 

 Other shared items: (e.g., phones, lap tops, cell phones, iPads, iPods, clip boards, attendance binders etc.)  
These must be disinfected between users).  
 

It is recommended that the EarlyON/FRP keep a cleaning and disinfecting log to track and demonstrate cleaning 

schedules.  
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Shared Spaces/Objects 

Included in regular cleaning of shared objects, the focus should also be on regular hand hygiene and respiratory 

etiquette to reduce the risk of infection related to shared equipment. This is especially the case for young children 

where shared equipment is important for learning (for example, toys for imaginative play, manipulatives for math).  

 

Where an individual is suspected of having COVID-19 in the EarlyON/FRP setting: 

 Determine contaminated areas and carry out cleaning and disinfection. Determine timing, when to return 
to use, methods of cleaning, PPE to be used while cleaning, and waste disposal.  

 Identify areas that may require cleaning plus disinfection (items used by the individual and all surfaces 
within 2 metres of the ill person) versus cleaning alone (such as a hallway or room where the individual has 
passed through).  

 Use disposable cleaning equipment, such as disposable wipes, where possible. 

 Remove all items that cannot be cleaned (paper, books, etc.) and store them in a sealed container for a 
minimum of 7 days. 
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Appendix F – Food Provision 
 

POLICY 
 

To ensure that all personnel are aware of, and adhere to, OCOF/Nena’s Food Provision Practices and the directives 

established by Ministry of Health. 
 

PROCEDURES 
 

EarlyON/FRP programs and services must be offered in a way that maintains physical distancing of at least 2 metres 

amongst all individuals, at all times, including when consuming food and/or drink 

 EarlyON/FRP will ensure proper hand hygiene is practiced when personnel are preparing food and for all 
individuals before and after eating.  

 Promoting safe masking practices before and after eating, including safely storing their mask when not in 
use. EarlyON/FRP will ensure there is no self-serve or sharing of food outside of the family unit.  

 Snacks should be served in individual or family portions.  

 There should be no items shared (i.e., utensils or serving spoon).  

 Participants should neither prepare nor provide food that will be shared with others.  

 Ensuring that if a microwave needs to be used that it is cleaned and disinfected after each use. 
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Appendix G – Mobile Programming - Shared Settings 
 

POLICY 
 

To ensure that all personnel are aware of and adhere to OCOF/Nena policy in regarding to the collaborative nature 

of work in EarlyON/FRP.  
 

OCOF/Nena is committed to working collaboratively with Manitoulin-Sudbury District Services Board, the City of 

Greater Sudbury, Children Services Section (the City), Public Health Sudbury and District and with local school 

boards where EarlyON/FRP are located in schools.  
 

Key Considerations 

 Advice of the local public health unit must be followed, even in the event that it contradicts the Ministry 
guidelines.   

 EarlyON/FRP must adhere to provincial rules regarding limits on gathering/group sizes and physical 
distancing requirements.  

 The Ministry is requesting school boards, the DSB, the City and EarlyON/FRP providers in collaboration with 
Public Health Sudbury and District, work together to ensure EarlyON/FRP located in schools are able to 
align health and safety protocols and procedures.  

 Program spaces that do not have a separate entrance and separate bathroom shall not be used until 
otherwise informed.  

 Community spaces for the purpose of delivering onsite programs shall not be used until further direction 
from the Board of Directors. 

 

Possible coordinated processes 

 Planning group sizes, physical distancing strategies 

 Planning shared space schedules 

 Planning staggering start and end times  

 Regular communication 

 Screening into the same building/location 

 Entrance into building or location 


