SECTION EIGHTEEN – Staff Files




Staff Files – Reviewed at Licensing Visits

Individual file folder for each staff member contains at a minimum the following documentation:


	
	ECE Diploma, Degree or Letter of Equivalency 

	
	FIPPA form – Confidential Form

	
	Membership to College of ECE - Current

	
	Date of Hire (Personnel Data Sheet)

	
	Confirmation of Immunization and Date 
· Prior to employment and thereafter as required in the program's policy or by MOH

	
	First Aid and CPR for Infants and Children Certificate

	
	Professional Learning Log

	
	Original or True Copy of Vulnerable Sector Check and/or Offence Declaration
Prior to employment  (includes log for offence declaration)

	
	Performance Appraisals, Monitoring of Prohibited Practices

	
	Staff Policy Sign Off - Dated and signed record of review of all policies and procedures (before beginning employment) – includes Individual Plans
(includes all policies and procedures at time of employment, when changes occur and annually)

	
	Staff Policy Review Sign Off - Date and signed record of annual review of all policies and procedures (or when changes are made) – includes Individual Plans
(includes all policies and procedures at time of employment, when changes occur and annually)




         Qualified Employee: 
For any licensed age group: An employee who is a member in good standing of the College of Early Childhood Educators (CECE), or otherwise approved by a director. All approvals are to be completed on the CCLS except for the Resource Teacher approvals.









Reviewed Dec 2016



Annual Staff Review Checklist

Name of Program:  _____________________________________ Year ____________

Every licensee of a child care centre shall ensure in respect of each child care centre operated by the licensee all staff, students, volunteers review policies prior to commencing employment and annually thereafter.  A written record of the review will be kept on file for at least three years from the time of entry.

___Anaphylaxis Policy and Procedures (Epi-pen Training)

___ Children’s Individual Plans including Anaphylaxis/Medical and Individual Support Plans
 
___Confidentiality  

___Vulnerable Sector Check Policy

___Drug and Medication Authorization Policy 

___Fire Safety Policy & Procedures (Emergency Evacuation & Lockdown Policy & Procedures)

___Ill Health Policy

___Program Statement Implementation Policy

___Playground Safety Policy

___Safe Water Policy for Boil Water Advisories and Flushing for Lead

___Sanitary Practices & Procedures 

___Serious Occurrences Policy and Procedures (Conflict Resolution & Missing Child Policy)

___Sleep Supervision

___Smoke Free Policy

___Staff Health Assessment Policy

___Supervision of Volunteers and Students Policy

___Internet Policy

___ Written Process for Monitoring Compliance and Contraventions

___ Personnel Policy


[bookmark: _GoBack]Name of Individual ______________________ Signature_________________________ Date ___________

Name & Signature of person conducting ___________________________                     Date _____________
*Place in Staff File

Policy & Procedure Manual for Licensing

As of January 1, 2017 the required policies and procedures are: Playground Safety Policy (if applicable), Anaphylactic Policy, Sanitary Practices Policy, Sleep Supervision Policy (if applicable), Serious Occurrence Policy, Medication Policy, Supervision of Volunteers and Students Policy, Program Statement Implementation Policy, Staff Training and Development Policy, Criminal Reference Check/Vulnerable Sector Check Policy, Fire Safety/Evacuation Procedures and Waiting List Policy.

This provision also applies to children’s individualized plans. An individualized plan is a written plan that indicates how the child care centre will support a child with an anaphylactic allergy or a child with special needs that is developed in consultation with parents and other professionals.
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Additional Policies for consideration:
Nutrition 
Program Evaluation 
Indoor Free Play
Log Communications
Staff Orientation 
Inclusion 

Employee Handbook Policies
Intoxication/Drug 
Facility Security Access 
Dress Code 
Code of Conduct 
Performance Appraisal
Monitoring of Compliances/Contraventions 
Harassment 
Prep Time 
Vacation/Sick Day


Parent Handbook 
Attendance & Enrollment 
Child Pick-Up
Closures 
Emergency Contacts 
Field Trip
Fees 
Health Procedures (head lice) 
Illness
Program Statement
Prohibited Practices
Sunscreen & Insect Repellent
Serious Occurrence
Supervision of Students/Volunteers 
Withdrawal & Dismissal 















CHILD CARE EARLY CHILDHOOD EDUCATION PROGRAMS
STAFF IMMUNIZATION FORM







Part 1:  IMMUNIZATION & TB SKIN TEST
	  (May be completed by a Physician or Health Unit)

This will confirm that ___________________________________________has adequate
                                          (Name of individual)

Immunization as recommended by the Medical Officer of Health.  (Attach copy of immunization schedule)

A TB skin test was administered on ________________________________

Induration measured in millimeters _______________________________

Was a two step test administered?    _____ Yes

                                                           _____ No (Not indicated)

Comments:  _____________________________________________________________

_______________________________________________________________________

_______________________________________________________________________


_________________________________                    ________________________________
Signature of Health Official or Physician                        Date



Please Note: All employees must follow the recommendations of the medical officer of health.




Revised Sept 16









Compliance for Staff Immunization
Subsection 7.4, 5.1 & 5.2
Every licensee of a child care centre shall ensure that before commencing employment, each person employed in each child care centre has immunization as recommended by the medical officer of health. If an employee objects to having an immunization on the ground that the immunization conflicts with the sincerely held convictions of the person based on the person’s religion or conscience or a medical practitioner gives medical reasons in writing to the licensee as to why they should not be immunized.

All employees are required to meet the recommendations by the medical officer of health.

Recommended immunizations are:
	Immunization
	Dates of Immunization

	Measles, Mumps, Rubella
	

	Tetanus, Diphtheria, Pertussis
	

	Polio
	

	Tuberculosis (TB Skin test)
	

	Influenza
	

	Chicken Pox
	



I will not have the following immunization/s on the ground that the immunization conflicts with the sincerely held convictions of the person based on the person’s religion or conscience or a medical practitioner gives medical reasons in writing to the licensee as to why they should not be immunized: 
_____________________________________________________________________________________
_____________________________________________________________________________________
Staff Name: _________________________________________________       
Staff Signature: ______________________________________________

Date:  __________________________
Sept 2016



Staff Orientation Checklist – Child Care Programs


Instructions:  Orientation must be documented for each new employee, casual employee and volunteers.  Upon completion of orientation, trainer and staff shall initial and date the spaces that correspond to each completed policy or procedure and place the form in the staff record.  Checklist is completed prior to staff members first day of work.

	Name – Staff Person (Last, First, MI)


	Position Title
	Start Date(mm/dd/yyyy)

	Name - Trainer
	Position Title





	Policy/ Procedure
	Staff
	Trainer

	
	Initials
	Date
	Initials 
	Date

	Complete tour of centre

	
	
	
	

	Review of job responsibilities in relation to job description
	
	
	
	

	Observation time in classroom before first day of work

	
	
	
	

	Review of Child Supervision policy
re:  staff – child ratios, attendance policies, (i.e.)  notification of absences, schedule of activities, children’s files
	
	
	
	

	Review of Centre Policies re: Program Statement, centre, policies (i.e.) Prohibited Practices, Confidentiality, Playground Safety, Sanitary Practices, Safe Water
	
	
	
	

	Review of Ill Health Policy re:  recognition of childhood illnesses and infectious disease control including hand washing procedures and universal precautions for handling bodily fluids. 
	
	
	
	

	Review of Drug Administration policy including Anaphylaxis policy
	
	
	
	

	Review of Child Abuse policy and reporting procedures

	
	
	
	

	Review of Serious Occurrence policy re:  reporting procedures 
	
	
	
	

	Review of procedures to reduce the risk of Sudden Infant death syndrome.
	
	
	
	

	Review of Parent Handbook re:  program statement, hours of operation, etc. 
	
	
	
	

	Review of Integrated Program re: information received on special needs a child enrolled in the centre may have and the plan for how those needs will be met.
	
	
	
	



Acknowledgment
(To be signed upon completion of orientation items)
Employee:_________________________ Date:_____________________
Supervisor: _________________________
Date:_____________________
Original to be filed in employee’s file, copy given to employee. (Form will be placed in staff person’s file)

January 2017



	



	Employee Orientation Checklist Prior to Beginning Work








	Employee Information
	Name: 
	Start date: 

	
	Position: 
	Supervisor: 

	


	1. |_| Employee must read a sign CFN personal policy

	
	2. |_| Review licensing requirements.

	




	· Allergies
· Staff Ratio Requirements
· Daily log sheet and attendance
	· Location of First-aid kit 
· Designated Smoking areas


	Employment  
Forms









	|_|  Personal Data Sheet                |_|  MEDU Qualifications
|_|  Oath of Office and Secrecy     |_|  Code of Ethics and Conduct
|_|  Immunization Record              |_| E-mail Internet Use Policy      
|_| Vulnerable Sector Check          |_|  TB skin test
|_|  Freedom of information (MEDU)


	
	· Personal Belongings
· Cell phone use
· Security 
· Staff Mailbox
	· Confidentiality
· Visitors
· Dress code

	Introductions
and Tours











	3. |_| Give introductions to staff during tour.
4. |_| Tour of 

	
	· Restrooms
· Bulletin board
· Parking
· Printers
· Copy / Fax

	· Office supplies
· Kitchen
· Coffee
· Water coolers
· Emergency exits 
· Fire evacuation & Exits

	Child Care Specific
Information
	5. |_| Review general child care specific information, including: 

	
	· Emergency weather plans
· Reporting suspected child abuse or neglect 
· Reporting for communicable diseases
· Parent Fees 



	· Injury reports 
· Waiting lists
· Taking photos/videos of children
· Late pick up
· Parent handbook



	Child Development Information
	14. |_| Review general child development information, including:

	
	· Basic developmental expectations for age of children to be served
· Basic nutrition standards for age of children to be served 

	· Center discipline policies and notification of supervisors and/or parents of problems 


	General Health and Safety Information
	15. |_| Review general child care health and safety information, including:

	
	· General hygiene practices at the center Policies on sick children
· Reportable diseases

	· Constant supervision of children requirements 


	
	
	








Acknowledgment
(To be signed upon completion of orientation items)
Employee:_________________________ Date:_____________________
Supervisor: _________________________
Date:_____________________
Original to be filed in employee’s file, copy given to employee.

