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PURPOSE:
The purpose of this document is to provide health and safety guidance in the reopening
of in person EarlyON programs in the District of Thunder Bay, in accordance with
direction from the Ministry of Education, Ministry of Health, the Thunder Bay District
Health Unit (TBDHU) and the Thunder Bay District Social Services Administration Board
(TBDSSAB).
This document may be amended as needed in response to continually evolving
circumstances during the COVID-19 pandemic.
This policy document is intended to support the requirements for Health and Safety
Policy and Procedure development as described in the Ministry of Education
Operational Guidance During COVID-19 Outbreak: EarlyON Re-Opening document,
and act as a supplement to the information contained therein.
http://www.edu.gov.on.ca/childcare/early-on-guide-child-care.pdf
Service Providers are expected to ensure that all requirements in the Ministry of
Education Guidance document are met, in addition to the direction contained within
these policies and procedures. If direction from the Ministry of Education, Ministry of
Health, or the TBDHU contradicts this document, direction from the TBDHU will
supersede.
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1. Program Pre-registration
Purpose
The Purpose of this policy is to clearly define pre-registration procedures for all EarlyON
programs within the District of Thunder Bay.
Policy
In consideration of the increased health risk associated with the spread of COVID-19
and in accordance with the Ministry of Education Operational Guidance During COVID19 Outbreak: EarlyON Re-Opening; as of September 1, 2020, and until further notice
pre-registration is required for all outdoor and indoor EarlyON programs. All individuals
entering an EarlyON program must have reserved space and/or registered in advance
for the program they wish to attend.
Note: Maintenance personnel and other essential visitors who will not be participating in
program are not required to pre-register but will need to pass a health screen and signin upon arrival. For the health and safety of everyone, families who have not preregistered to attend an EarlyON program cannot enter an EarlyON Centre or participate
in programs on a drop-in basis.
Procedure










Service Providers must implement a pre-registration process for all EarlyON
programs; (Appendix A - KeyON)
o Pre-registration (Open Model)
o Pre-Registration (Cohort Model)
Pre-registration must be accessible to participants with limited internet access
(e.g. an available option for phone registration). –
Service providers are required to have a consent to share information record
available for all participants to sign upon arrival if they have not pre-registered in
KeyON.
Service providers must ensure that their registration records match the
attendance records (absentee attendees should be noted as such).
Any essential visitors entering the program space (not participating in program)
are not required to pre-register but must provide contact information and undergo
health screening.
All EarlyON Centres are responsible for maintaining daily records of anyone
entering the space and the approximate length of their stay. This includes
cleaners, maintenance workers etc.
Electronic and hard copy records are to be securely kept on the premises or at
your organization’s main office, if preferred. 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.
3

Policy and Procedure Review
An overview of how the registration process will be carried out is to be provided to the
TBDSSAB by the Service Provider, once processes have been established.
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2. EarlyON Shift Scheduling
Purpose
This policy is intended to meet the requirement in the Ministry of Education Operational
Guidance During COVID-19 Outbreak: EarlyON Re-Opening.
Policy
Consideration should be given to minimizing potential points of interpersonal contact for
EarlyON staff.
Procedure



To the extent that it is operationally possible, staff should be assigned to
consistent program locations and teams;
A record must be maintained of which staff are present in each EarlyON program
session.

Policy and Procedure Review
EarlyON Service Providers will review this policy and confirm with the TBDSSAB that
this policy/procedure is being followed.
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3. Health Assessment and Sign-In
Purpose
The purpose of this policy is to provide clear direction for EarlyON staff to follow when
conducting health assessments. This policy is designed to help reduce risk of the
spread of illness, including COVID-19.
Policy
In consideration of the increased health risk associated with the spread of COVID-19
and the Ministry of Education Operational Guidance During COVID-19 Outbreak:
EarlyON Re-Opening; it is required that prior to entry into an EarlyON program all
individuals must undergo and pass a health assessment. Once a health assessment is
complete the individual’s attendance must be recorded. This includes all staff,
participants (both children and parents/caregivers), and any essential visitors (e.g.
maintenance/repair worker, Public Health Inspector etc.).
Appendix B – Health Assessment Link
Health assessments must be conducted in accordance with the procedures described in
this policy.
Where possible, it is recommended that daily health assessments be done
electronically.
If an individual does not pass a health assessment, entry into the program will not be
permitted.
EarlyON Service Providers are required to maintain daily records of attendance and
screening results. These records must be kept on file by the EarlyON Service Provider.
Procedure






Prior to offering program all EarlyON all staff must complete the health
assessment. Staff must be able to pass the health assessment in order to open
the program. If a staff member does not pass the health assessment, they must
immediately notify their supervisor;
Health assessment and sign in area must be set up as close as possible to the
door of the facility and/or EarlyON program area, with the intent that participants
will not be able to access the program space until health assessment /sign-in is
complete;
Hand sanitizer must be made available for use at the health assessment/sign in
area. EarlyON staff must request that all individuals entering the EarlyON
program area engage in hand hygiene. Parents/caregivers can assist their
children as needed;
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Health signage must be displayed as appropriate to context. E.g. “STOP notice”
where screening is taking place, “How to use hand sanitizer” signage near the
hand sanitizer, and physical distancing signage as needed. f
All individuals entering an EarlyON program location must complete a health
assessment, provide contact information, and once health screening is
successfully completed, sign in. (parents/caregivers must participate in health
screening on their child(ren)’s behalf);
It is recommended that temperature checks be a part of this health screening.
Please ensure that thermometer use is in line with manufacturer’s guidelines.
If an individual is unable to pass the health assessment they will not be permitted
to sign in or participate in programming.
Anyone who does not pass the health assessment will be asked to:
 Contact the EarlyON program to let them know about this result.
 Stay home, isolate and:
 Contact their local assessment centre as per District Community
OR
 Contact your Health Care provider – If they provide an alternative
diagnosis for the symptoms or do not recommend COVID testing
you can return to a pre-registered EarlyON program after 24 hr
symptom free.
OR
 If you do not have a test done or have not seen a Health Care
provider for an assessment you may return to a pre-registered
program 10 days after symptoms first appeared and after 24 hr
symptom free.







EarlyON staff shall ensure that the first and last name and phone number, as well
as the time of entry (and where possible time of departure) of anyone entering
the program is on record at the time of sign in. First and last name and phone
number must be provided in order to enter the EarlyON program;
Sign in with KEyON – staff must verify that the name and contact phone number
for each individual is correct and up to date at the time of sign in;
Manual sign in – if completing manual sign in (e.g. paper sign-in for outdoor
programs), staff must ensure that the first and last name of each individual and
contact phone number of all adult participants has been collected.
For any individuals who would not be registered in the KEyON system, (e.g.
maintenance/repair worker, Public Health Inspector etc.) attendance, contact
information and health screening results must be manually recorded.

Policy and Procedure Review
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Each Service Provider is expected to ensure that their staff have reviewed this policy
and procedure prior to commencing work in an indoor EarlyON Program and maintain a
record to this effect.
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4. Illness Reporting
Purpose
The purpose of this policy is to provide clear direction for EarlyON Service Providers
when reporting an occurrence of illness in an EarlyON participant or staff, as per the
Ministry of Education Operational Guidance During COVID-19 Outbreak: EarlyON ReOpening. This policy is designed to help reduce risk of the spread of illness, including
COVID-19.
Policy
EarlyON Service Providers are expected to ensure that all reporting requirements as
described in this policy are met, and that all guidance provided by Public Health on
COVID-19 related matters is followed.
All Suspected/Confirmed cases of COVID-19 associated with an EarlyON program must
be reported to the TBDSSAB at kim.figliomeni@tbdssab.ca cc/
Louise.Piercey@tbdssab.ca.
A suspected case of COVID-19 is defined as any individual experiencing signs or
symptoms consistent with the Ministry of Health COVID-19.
Procedure
In the event that an individual begins to show signs/symptoms consistent with
COVID-19 while in attendance in program:


The ill individual (and parent/caregiver if the ill individual is a child) will be asked
to leave program as quickly as possible, while continuing to maintain physical
distancing. The individual will be asked to:
 Stay home, isolate and:
 Contact the EarlyON program to let them know about this result.
 Stay home, isolate and:
 Contact the local Assessment Centre. With a negative result you
can return to a pre-registered EarlyON program after 24 hr
symptom free.
OR
 Contact your Health Care provider – If they provide an alternative
diagnosis for the symptoms or do not recommend COVID testing
you can return to a pre-registered EarlyON program after 24 hr
symptom free.
OR
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 If you do not have a test done or have not seen a Health Care

provider for an assessment you may return to a pre-registered
program 10 days after symptoms first appeared and after 24 hr
symptom free.


TBSSAB must be notified as per the process for reporting a serious occurrence
in accordance with the Ministry of Education Operational Guidance During
COVID-19 Outbreak: EarlyON Re-Opening. Please ensure the time, date and
specific program are included in the Serious Occurrence Report.

In the event that the closure of an EarlyON program, room or centre is required
due to COVID-19:


Closure would be determined by a risk assessment done by the health unit

Policy and Procedure Review
 Each Service Provider is expected to ensure that their staff have reviewed this
policy and procedure prior to commencing work at the EarlyON Program and
maintain a record to this effect.
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5. Toys, Play Materials and Environmental Cleaning and
Disinfecting
Purpose
The purpose of this policy is to provide clear direction for cleaning and disinfecting of
toys and play materials, as well as environmental cleaning and disinfecting practices in
EarlyON Programs; in accordance with the Ministry of Education Operational Guidance
During COVID-19 Outbreak: EarlyON Re-Opening. This policy is designed to help
reduce risk of the spread of illness, including COVID-19.
Policy
In consideration of the increased health risk associated with the spread of COVID-19,
EarlyON Service Providers are required to strictly adhere to environmental cleaning and
disinfecting procedures, as described in this document.
Procedures


Strict distancing/masking must be maintained as well as cleaning and disinfecting
of shared spaces/equipment between users (pre-registration open model).
Cohort Model will require distancing and masking as well as cleaning of space
and equipment between each cohort.



Frequently touched surfaces (high touched surfaces) must be cleaned and
disinfected at least twice a day as they are most likely to become contaminated,
this includes doorknobs, light switches, counter tops, crib rails, chairs/table tops
not used for eating, toilet handles, toilet seats (unless visibly soiled), faucet
handles, hand washing sinks, bathroom counter tops and electronic devices.
Other shared items such as iPads, phones, attendance binders must be cleaned
and disinfected between each user.
Clean and disinfect both children and staff washrooms (including high touched
surfaces within the washrooms) twice daily and at the end of each day.
Operators must keep a cleaning and disinfection log to track and demonstrate
cleaning schedules.





Commonly used cleaners and disinfectants are effective against COVID-19:




Cleaners: Break down grease and remove organic material from the surface. If
the surface is visibly dirty use a cleaner first before using disinfectants. Some
products contain a cleaner and disinfectant combination.
Disinfectants: Have chemicals that kill most germs. Use a disinfectant after the
surface has been cleaned.
 Use only disinfectants that have a Drug Identification Number (DIN). A
DIN is an 8-digit number given by Health Canada that confirms it is
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approved for use in Canada. Check the expiry date of products you
use and always follow manufacturer’s instructions.
 Diluted bleach with a ratio of 1-part bleach to 50 parts water (1000
ppm) is an effective disinfectant if household disinfectants are not
available. This solution should be made and used within a day as
bleach can degrade over time when exposed to light making it less
effective.
Bleach Solution for Sanitizing or Disinfecting
A bleach solution can be used to sanitize and disinfect surfaces.






Sanitizing strength: 1/4 tsp of bleach to 2 cups of water (100ppm). Use for food
contact surfaces/kitchen. Food contact surfaces include tables in the day nursery
used for eating.
Disinfecting strength: 1 tsp of bleach to 1 cup of water (1000ppm). Use for
routine cleaning of all non-food contact surfaces (see above), all high-touch
surfaces (ie. surfaces that have frequent hand contact such as doorknobs, light
switches, door handles, toilet handles, counters, rails, phoned, keypads), nonmouthed toys (mouthed toys must be removed and cleaned after each individual
use), washrooms and diapering areas.
Disinfecting strength for handling blood/body fluids: 1 cup of bleach to 9
cups of water (5250ppm). Use for bloody spills and areas heavy contamination
with feces or vomit.

Cleaning Blood/Body Spills








It is recommended that programs put together a kit with all the required supplies,
so that it is accessible in the event there is an incident.
Use gloves for protection when cleaning blood/body spills.
Hand washing is the most important procedure for preventing the transmission of
blood borne pathogens.
Hands must be washed immediately after unprotected exposure to blood or fluids
capable of transmitting blood borne pathogens.
Hands must be washed after removing gloves.
Hands must be washed after a glove tear or a suspected glove leak.
Hands must be washed after handling materials that may be contaminated with
blood or body fluids capable of transmitting blood borne pathogens.
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EarlyON Program Space:




Staff are encouraged not to bring personal items into the program area or unless
the item will be needed throughout the day (e.g. a water bottle, keys etc.);
An Environmental Cleaning and Disinfecting Log (Appendix C) shall be kept for
each EarlyON program room/area. This log must be accessible to all staff (e.g.
posted on a wall, or in a binder kept in an accessible location);
All high touch areas, such as door knobs and light switches must be cleaned and
disinfected in between program sessions, at a minimum twice daily and as often
as necessary (e.g. when visibly dirty, or if contaminated with body fluids); High
touch areas include but are not limited to:











All low touch areas, such as walls within children’s reach and floors must be
cleaned and disinfected at a minimum, once daily and as often as necessary
(e.g. when visibly dirty or contaminated with body fluids). Low touch areas
include but are not limited to:













shelves containing children’s toys
tables
chairs
light switches
doorknobs
counter tops
sinks
electronic devices

Floors
Walls in proximity to high touch areas
Door surfaces
Window ledges;

All fabric items, such as pillows, stuffed animals, puppets, and dress up clothes
should be removed from the play environment;
If a blanket is brought by a participant, it should only be handled by that
participant (and their child/ren). Blankets may be provided by the EarlyON
program. These must be laundered between each user and staff must ensure
hand hygiene is practiced after handling these blankets;
Ensure that any tablets or other electronic devices shared between staff are
disinfected between users;
Any carpeting or upholstered furniture in the room must be vacuumed daily and
maintained in a sanitary condition;
Trash cans located within children’s reach should have a lid;
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If storage for participant’s personal items is required (e.g., strollers, diaper bags,
etc.), distancing must be encouraged in these storage areas using appropriate
signage. These storage areas must be cleaned and disinfected between EarlyON
program sessions.

Washrooms:






For each washroom in use for EarlyON programs a Washroom Environmental
Cleaning and Disinfecting Log shall be kept. This log must be accessible to all
staff (e.g. posted nearby the washroom, or in a binder kept in an accessible
location);
Washrooms must be cleaned and disinfected, between each program, minimum
twice daily and more often as needed;
 Toilet handles
 Toilet seats
 Faucet handles
Trash cans located within children’s reach should have a lid;

Toys and Play Materials:


A Toy Cleaning and Disinfecting Log shall be kept. This log must be accessible
to all staff (e.g. posted in the room, or in a binder kept in an accessible location);



All toys and play materials provided by EarlyON must be made of materials that
can be cleaned and disinfected;



All toys and play materials offered must be cleaned and disinfected between
each programs if co-horted but between users if not. Hand hygiene is strongly
encouraged for all participants before and after touching toys and play materials;



Any mouthed toys must immediately be removed until cleaned and disinfected;



If sensory materials are offered (e.g. play dough, goop etc.) these materials must
be offered in individual portions for each child and disposed of immediately after
use;



Any toys that children are likely hold against their faces (e.g. binoculars,
magnifying glasses) must be treated as per mouthed toys, and removed for
cleaning and disinfection after each use;



Items that cannot be easily cleaned and disinfected (e.g. books) should be used
on a rotational basis only, removed after each use and stored in a sealed
container for a minimum of 7 days.
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Play Structures:



A Play Structure Cleaning and Disinfecting Log shall be kept. This log must be
accessible to all staff (e.g. posted in the relevant program area, or in a binder kept in
an accessible location);
In dedicated EarlyON program spaces (both indoor and outdoor) if climbers and
other fixed play structures are to be used, all high touch surfaces must be cleaned
and disinfected prior to use each day, and between individuals (pre-registration open
model) or between cohorts (cohort model) Surfaces are also to be cleaned and
disinfected more frequently, as necessary (e.g. visibly dirty, or contaminated with
body fluids).

Policy and Procedure Review
Each Service Provider is expected to ensure that their staff have reviewed this policy
and procedure prior to commencing work in an indoor EarlyON Program and maintain a
record to this effect.
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6. Outdoor Programs
Purpose
The purpose of this policy is to identify and provide direction on considerations specific
to outdoor EarlyON programs, in keeping with the Ministry of Education Operational
Guidance During COVID-19 Outbreak: EarlyON Re-Opening. This policy is designed to
help reduce risk of the spread of illness, including COVID-19.
Policy
All policies and procedures described in this document must be carried out in outdoor
programs as applicable. Participants in outdoor programs will be required to pre-register
as of September 1, 2020.
Procedure

 EarlyON programs should schedule outdoor play in small groups in order to
facilitate physical distancing.


Outdoor space, with limited structures are recommended.



If play structures are to be used, they must be cleaned and disinfected before
and after each user (pre-registration open model) or before and after each group
(cohort model).



Where toys and equipment are shared, they should be cleaned and disinfected
prior to being shared. If cohorted toys can be shared between members of the
cohort and clean and disinfected afterwards. If not co-horting sharing is
discouraged and all toys/equipment must be cleaned and disinfected between
users



A good alternative to hand washing outdoors, when no running water is available,
is a water jug that has a spigot and the water is free flowing with a basin to catch
the grey water.

 EarlyON providers should find alternate outdoor arrangements (e.g. community
walk), where there are challenges securing outdoor play space.
Outdoor play areas are attractive to unwanted visitors, human and animal.
Hazards may be reduced by taking the following steps:


Do not assume that a fence will keep out unwanted visitors. Check the
perimeter for gaps.
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Check the outdoor play area for including the sandbox for animal feces,
broken glass or cans, condoms, needles and syringes.
Do not pick up sharp objects with your hands. Gloves will not provide protection
from punctures. Provide a rigid barrier between the object and your hands, such
as tongs, scoop or shovel.
Scoop animal feces and surrounding soil or sand with a small shovel or
scoop, and discard.
Rake sand on a regular basis. Sunlight provides an effective protection
against some microscopic contaminants. Treating sand with chlorine bleach
solutions and/or boiling water has very little effect on microorganisms.

Policy and Procedure Review
Each Service Provider is expected to ensure that their staff have reviewed this policy
and procedure prior to commencing work in an indoor EarlyON Program and maintain a
record to this effect.

17

7. Mobile Programs
Purpose
The purpose of this policy is to identify and provide direction on considerations specific
to mobile EarlyON programs, in keeping with the Ministry of Education Operational
Guidance During COVID-19 Outbreak: EarlyON Re-Opening. This policy is designed to
help reduce risk of the spread of illness, including COVID-19.
Policy
All policies and procedures described in this document must be carried out in mobile
programs as applicable.
Participants attending mobile program locations will be required to pre-register as of
September 1, 2020.
Procedure


Prior to operating a mobile program, Service Providers must establish an agreed
upon plan with the program location, accounting for the following items:
 Who will be responsible for environmental cleaning/disinfection;
 Storage arrangements for any toys and equipment left on site;
 Any site-specific screening or building entry/exit protocols.

Policy and Procedure Review
Each Service Provider is expected to confirm with the TBDSSAB that this plan is in
place prior to operating a mobile EarlyON program.
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8. Physical Distancing
Purpose
The purpose of this policy is to provide a description of practices to encourage physical
distancing in EarlyON Programs in accordance with the Ministry of Education
Operational Guidance During COVID-19 Outbreak: EarlyON Re-Opening. This policy is
designed to help reduce risk of the spread of illness, including COVID-19
Policy
Given the increased risk of infection due to COVID-19, routine practices must be
modified in order to support physical distancing. EarlyON programs and services must
be offered in a way that maintains physical distancing. EarlyON Centres must
implement a physical distancing policy of at least two metres amongst all individuals, at
all times.
Physical distancing measures must be implemented and communicated to children in a
positive manner so as not create undue stress, anxiety or disruption for children. It is
expected that EarlyON staff will share physical distancing expectations with parents and
caregivers, who will then in turn support their children with physical distancing practices.
It is recognized that maintaining physical distancing with young children is exceptionally
challenging. Every effort must also be made to maintain a warm and caring atmosphere.
Procedure









For each indoor EarlyON program location a maximum number of participants
will be established by the Service Provider. This number is not to exceed 4
metres squared per person of allowable floor space and must fall within
provincial guidelines for indoor gatherings.
Upon each visit to an EarlyON program, physical distancing expectations (or
reminder of the expectations) must be communicated to parents/caregivers.
Play materials and “invitations to play” should be set up to encourage children to
spread out as much as possible.
Consider offering multiple copies of popular items and disperse them throughout
the room.
Set up multiple “points of interest” throughout the program space
Consider moving furniture to eliminate “bottle necks” and create more space for
children to move, while maintaining distance.
Snacks and beverages (coffee) are not to be provided by EarlyON programs at
this time.
o If parents choose to offer their child a snack during an EarlyON program, it
must be ensured that a 2-metre distance is kept from all other participants,
and that the area where the child has eaten is cleaned and disinfected
immediately afterward. Children’s water bottles and cups must also be
are labeled and kept separate from others.
19

Policy and Procedure Review
Each Service Provider is expected to ensure that their staff have reviewed this policy
and procedure prior to commencing work in an indoor EarlyON Program and maintain a
record to this effect.
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9. Hand Hygiene
Purpose
The purpose of this policy is to ensure that all EarlyON program staff are aware of, and
adhere to hand hygiene best practices. This policy is designed to help reduce risk of the
spread of illness, including COVID-19.
Policy
All staff must be aware of, understand, and adhere to hand hygiene best practices. This
is of extreme importance as proper hand hygiene is crucial in reducing the spread of
illness, including the COVID-19.
The supervisor shall routinely monitor staff and provide feedback as needed in order to
ensure that the hand hygiene practices described within this policy are strictly adhered
to.
Hand Hygiene is defined as hand washing, or hand sanitizing carried out as per the
procedures described in this policy.
Procedure
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 can be accomplished using an alcoholbased hand rub with a minimum of 60% alcohol or soap and running water.
Hand hygiene, when done correctly, is the single most effective way to prevent the
spread of infectious diseases. Use a hand washing sink with hot and cold running
water, paper towels, and liquid soap in a dispenser. Hot water temperature should not
exceed 43 degrees Celsius (110°F) to prevent scalding.
1. Use soap and warm running water.
2. Rub your hands vigorously as you wash.
3. Wash all surfaces, including backs of hands, wrists, between fingers,
under fingernails.
4. Rinse hands well. Leave water running.
5. Dry hands with single use paper towel.
6. Turn off hand controls with a dry paper towel. Do not use your bare hands
to turn off and water controls.
When to Wash Your Hands:



Before preparing or serving food.
After cleaning up messes or wiping a nose.
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After you have been to bathroom.
After touching your face, sneezing or coughing.

Keep Children’s Hands Clean:
1. If children are too young to do it themselves, parents/caregivers can do it for them.
2. For older children:
 Tell the child to wash his/her hands
 Show the child how to wash his/her hands if he/she doesn’t know or has
forgotten
 Remind the child that hand washing will help to keep him/her from getting
sick
Children should wash their hands or have them washed:






When they arrive at the EarlyON centre
In-between activities
Before they eat or drink
After they use the toilet or have their diapers changed
After wiping their nose or coughing /sneezing into their hands

Some common mistakes that are to be avoided in EarlyON settings:
 DON’T use a single damp cloth to wash a group of children's hands.
 DON'T use a standing basin of water to wash or rinse hands.
 DON'T use a common hand towel. Always use disposable towels in day
care or food preparation settings
Policy and Procedure Review
Each Service Provider is expected to ensure that their staff have reviewed this policy
and procedure prior to commencing work in an indoor EarlyON Program and maintain a
record to this effect.
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10. Use of Personal Protective Equipment and Non-Medical
Masks/Face Coverings
Purpose
The purpose of this policy is to ensure that all EarlyON staff are aware of the
requirements for use of Personal Protective Equipment (PPE), as described in the
Ministry of Education Operational Guidance During COVID-19 Outbreak: EarlyON ReOpening. This policy is designed to ensure employee safety and to help reduce risk of
the spread of illness, including COVID-19.
Policy
EarlyON Service Providers shall ensure that EarlyON staff have all PPE required to
safely carry out their required job duties. This includes, but is not limited to medical
masks, eye protection and gloves. All EarlyON staff shall receive information on proper
and safe use of PPE.
The use of medical masks and eye protection (face shield or safety glasses) is required
by all EarlyON staff while inside an EarlyON premises. All other adults (i.e.
parents/guardians, and essential visitors) are required to wear a face covering or nonmedical mask while inside the premises.
Masks are not recommended for young children under the age of two. As per Ministry of
Education directive, school-aged children in grade 4 and higher are required to wear
non-medical or cloth masks indoors. The wearing of non-medical or cloth masks is
encouraged for younger school-aged children, particularly in common spaces. Please
note that age guidelines for participation in EarlyON programs remain unchanged.
EarlyON programs are intended for children birth-6 and their parents/caregivers.
Expectations regarding face covering/ non-medical mask use must be shared with
participants at the time of registration.
Reasonable exceptions to the requirement to wear masks are permitted within EarlyON
Centres. Exceptions to wearing masks indoors could include circumstances where a
physical distance of at least 2 metres can be maintained between individuals, situations
where a child cannot tolerate wearing a mask, reasonable expectations for medical
conditions, etc.
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EarlyON Service Providers should document their requirements and exceptions related
to masks.
Procedure







All EarlyON staff are required to be familiarized with safe donning and doffing
procedures for medical masks, face shields and gloves;
https://www.publichealthontario.ca/-/media/documents/R/2012/rpaprecommeded-ppe-steps.pdf?la=en
All EarlyON staff are required to wear medical masks and eye protection (i.e.,
face shield, safety glasses – with wrap around sides) while inside the program.

All other adults (i.e. parents/guardians, and visitors) are required to wear a face
covering or non-medical mask while inside the premises.
The use of masks and eye protection is not required outdoors for adults or
children if physical distancing of at least 2-metres can be maintained between
individuals.

Policy and Procedure Review
Each Service Provider is expected to ensure that their staff have received information
on the proper and safe use of PPE and have reviewed this policy and procedure prior to
commencing work in an indoor EarlyON Program. Service Providers are required to
maintain a record to this effect
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Appendix A
KEyON Enhancements
In order to meet the new Ministry guidelines for reopening EarlyON centres, KEyON has
made enhancements to meet these new requirements, specifically Pre-registration and
Sign out.
Before describing these two major changes, there are a few other changes to the
application.









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 number, 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.
Daily Attendance report will now include phone number and sign in/out times
No health information will be collected through the KEyON application.

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
Drop-in 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.
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.
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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. (Ensure screening and pre-registration
has happened prior to entering the program space).

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.
Adults 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/caregiver 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 must 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.
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Sign out time will appear on the reports where sign in time is currently recorded.

For the Parent/Caregiver
 Simple scan of their tag will sign their family out, will not have to touch the
screen.
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Appendix B – Health Assessment Link
Online School Self-Assessment Tool
https://covid-19.ontario.ca/self-assessment/

Appendix C
Environmental Cleaning and Disinfecting Log
The following checklists indicate minimal requirements that you should be
followed in your EarlyON program. These are enhanced cleaning schedules for
use during COVID-19 when using the cohort model. The open model will require
cleaning before and after individual use.
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Appendix D
Health Unit Links
https://www.tbdhu.com/workplaces/posters

https://www.tbdhu.com/illchild
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