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Policy 001: Administrative Structure Policy
1.1 Purpose of the Manual

The policies and procedures detailed in this manual serve to provide clear, consistent guidance,for
[Company Name] in operating a children's residence. The purpose is to ensure alignment with the'¢hild,
Youth, and Family Services Act, 2017 (CYFSA) and all relevant regulations governinggthe care of
children and youth in Ontario. By adhering to these policies, [Company Name] demonstrates its
commitment to promoting the best interests, protection, and well-being of the childreqn, ahd youth it
serves.

This manual ensures that the group home meets all legislative requirements, maifitains’high standards
of care, and provides structured operational protocols. Through consistent applieatioiof these policies,
the organization fosters an environment where children’s safety, dignity, and persopal development are
prioritized. This manual also serves as a reference point for staff, outlining seles¥and responsibilities to
ensure compliance with regulatory obligations.

1.2 Scope

The policies and procedures contained within this manual appisto 2ll individuals and stakeholders
involved with [Company Name]. This includes the licensee ([Company Name])), its staff, the residents
in care, their parents and guardians, as well as placing agéncies. These guidelines ensure that all
parties understand their roles and the processes that suppertithe/provision of care in the residence.

The manual is intended to guide day-to-day operations,within the residence, providing a framework for
decision-making and the management of various situations that may arise. It covers all activities related
to the intake, care, and discharge of residents, ensuring the well-being of children and youth while
respecting their rights under CYFSA and related\Jaws) Staff members at all levels of the organization
refer to this document to inform their practicesgpwhieh ensures consistency and transparency in service
delivery.

1.3 Organizational Overview

[Company Name] was established in Ontario with a profound commitment to creating a nurturing,
stable, and secure environment fog,_children and youth who have experienced trauma. The
organization's overarching mission is to provide a supportive, family-like setting where children and
youth are given the opportunity to Jieal, grow, and realize their full potential. [Company Name] operates
with a deep understanding of ghe long-lasting effects of trauma on a child’s development and is
dedicated to offering culturally Sensitive, trauma-informed care that emphasizes the holistic well-being
of each resident.

The core belief at [Company Name] is that every child, regardless of their background or experiences,
deserves an enviropmentthat fosters emotional, physical, mental, and spiritual growth. This philosophy
is grounded in_the principles of empathy, respect, and the intrinsic value of each child, guiding the
organization’s approachsto care. By partnering with the child, their family (when possible), community
resources, and cultural supports, [Company Name] ensures that its services are both inclusive and
personalizedy meeting the unique needs of each child it serves.

[Company, Name] aims to create not only a residence for children but also a therapeutic environment
where,theycan”overcome past traumas and prepare for a successful future. This is achieved through
a blend“eftherapeutic approaches, culturally informed practices, and a nurturing home environment,
positioning [Company Name] as a leading provider of specialized care for children and youth in Ontario.
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1.4 Organizational Management

The management structure at [Company Name] is designed to ensure efficient operation while
maintaining the highest standards of care and compliance with regulatory frameworks, particularly,the
Child, Youth and Family Services Act, 2017 (CYFSA). Leadership at [Company Name] consists ofta
highly skilled team dedicated to the well-being of the children and youth in its care, led byathe @hief
Executive Officer (CEO)/President who oversees all operations. The CEO is responsible for strategic
planning, compliance with CYFSA requirements, and ensuring that the organization’smvision and
mission are consistently upheld.

The CEO/President leads a management team that includes the Clinical Superyisor, Care
Providers, Intake Coordinator, and Case Managers. Each of these roles has distinct résponsibilities,
but all work collaboratively to deliver comprehensive care to residents.

i The CEO/President is i ily responsible for

ii. The Clinical Supervisor oversees the

iii. Care Provider and Case Manager: Responsible foi/the

iv. The Intake Coordinator managesy the

All staff members undergo continuous'pyofessional development and training in trauma-informed care,
cultural competence, and best practices in child welfare. This ensures that [Company Name] provides
consistent, high-quality care to allresidents while adhering to the principles of empathy, respect, and
individualized attention.

1.5 Service Description

[Company Name] provides specialized residential care for children and youth aged 12 to 18 years,
focusing particulatly on“those who have experienced trauma, neglect, or abuse. The organization
operates a staff-modélFheome that accommodates up to three children/youth, with the flexibility to expand
in cases of sibling placements. The program is designed to offer a safe, therapeutic, and culturally
enriched environment that promotes healing, personal growth, and preparation for reintegration into
family settingSjyor independent living.

1.5.1 Trauma-IfAformed and Culturally Sensitive Care

[Campany Name] employs a trauma-informed approach that recognizes the profound impact that
trauma’has on a child’s development and behavior. This approach shifts the focus from "What's wrong
with) this child?" to "What happened to this child?" By understanding the root causes of a child’s
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behavioral and emotional challenges, the care team at [Company Name] is able to provide interventions
that are both compassionate and effective.

The care provided is also culturally sensitive, with a particular focus on the needs of youth. [Company
Name] recognizes the importance of cultural identity and spirituality in the healing processg™and
integrates cultural teachings, practices, and the wisdom of Elders into its program. This ensures that
children feel a deep connection to their heritage and are provided with opportunities to exploge their
identity in a supportive environment. The use of the Medicine Wheel, with its focus on mental, spiritual,
emotional, and physical well-being, is a cornerstone of the organization’s service philosophy, for the
youth.

1.5.2 Family-Centered and Individualized Care Plans

Each child or youth admitted to [Company Name] receives an individualized care’planghat is developed
in collaboration with the child, their family (when possible), and other stakeholders such as placing
agencies or external therapists. These care plans address the child’s unigueyemotional, behavioral,
educational, and cultural needs and are reviewed and updated regularly t6 reflect the child’s progress
and any changing circumstances.

Family involvement is a key aspect of the care model at [Company ‘Name] Whenever possible, the
organization works to reintegrate children with their families or prepare them for placement in less
restrictive environments such as foster care or independent livingyFamily visits, cultural supports, and
therapeutic interventions are provided to help strengthen family bonds and promote healthy
attachments.

1.5.3 Therapeutic Milieu

The residential environment at [Company Name]ds ‘designed to provide a therapeutic milieu where
children can feel safe, respected, and valued. The hemeis structured to offer a balance of routine and
flexibility, giving children the security of predictable Beundaries while also fostering independence and
personal responsibility.

The therapeutic programming focuses onfdeveloping essential life skills, emotional regulation, and
interpersonal relationships. Children are su

In addition to skill-buildin laces a strong emphasis on

1.5.4 Support for High-Risk and Complex Needs

[Company Namel,is‘equipped to care for children and youth with complex needs, including those with
mental health, Challenges, behavioral issues, and trauma-related responses. The organization works
closely with @xternal mental health professionals, counselors, and social workers to ensure that all
residents receive the specialized care they require. Children with high-risk behaviors are provided with
additional suppert to ensure their safety and the safety of others in the home.

The progsam’s therapeutic interventions are designed to address issues such as grief, loss, attachment
disruptions,” and behavioral difficulties. These interventions are tailored to each child’s unique
eircumstances and are delivered by trained care providers who have expertise in trauma-informed care
andqcrisis intervention.
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1.5.5 Outcome-Focused Programming

The ultimate goal of [Company Name] is to help children and youth achieve a successful transition to/a
more stable and less intrusive environment, whether that is reunification with their family, foster care,
or independent living. The organization’s programming is outcome-focused, with clear goals™and
measurable indicators of success for each child.

Progress is monitored through

1.5.6 Community and Cultural Integration

A critical aspect of the [Company Name] service model is the integration of.comimunity and cultural
resources into the care of its residents. The organization collaborates with,lo€al’community centers,
cultural organizations, and spiritual leaders to provide children with ac€essgto a broad network of
support. Whether through participation in community events, culturgl cerémonies, or mentorship
programs, children at [Company Name] are given the tools to engage withytheir community and develop
a strong sense of belonging.

This integration of community and cultural resources not only enhances the child’s development but
also ensures that they have a support network in place when they leave the program. By building
relationships with community members and learning about gheir¢cultural heritage, children are better
equipped to face the challenges of life beyond the residential‘setting.

1.6 Definitions

This section outlines the key terms used within théspelicies and procedures manual. By clarifying these
terms, [Company Name] ensures that all staff and stakeholders understand the specific meanings
attributed to these concepts within the context of the’group home’s operations.

i. Resident: A child or youth placed igthe care of [Company Name]

il. Placing Agency: An organizatiofter individual responsible for the placement of a child or youth
into the residence. This may include child protection agencies, parents, or guardians.

iii. Care Provider: Staff members at [Company Name] who are responsible for the day-to-day
care and supervision of residents.

iv. Licensee: [Company Name], as the organization holding the license to operate a children’s
residence under the CYFSA.

V. Case Record: The collection of all documents and information related to a specific resident,
including personalyhistory, legal documents, assessments, and other pertinent information
required by the CYRSA.

1.7 Resident Records

[Company Name], maintains a comprehensive case record for each resident, ensuring that all legal,
personal, and, procedural information is documented in compliance with O. Reg. 156/18 of the Child,
Youth, and Eamily Services Act. These records are securely stored and are available to authorized
personnel, ensuring confidentiality and the protection of residents’ personal information. The following
subsections‘detail the specific requirements for resident records.

1.7.1 Resident’'s Name, Sex, and Date of Birth

[Company Name] includes the full name, sex, and date of birth of each resident in their respective case
recdrds. This essential information is recorded upon admission and is maintained throughout the
resident’s stay. The care team ensures this information is accurate and accessible for the purposes of
identification and care planning. {O. Reg. 156/18, s.93(1)(a)}
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1.7.2 Parent/Guardian/Placing Agency Contact Information

The case record for each resident includes the name, address, and telephone number of the parentor
guardian, as well as any placing agency or individual who facilitated the placement of the residentiin
the home. [Company Name]'s intake coordinator collects and verifies this contact information at'the
time of admission, ensuring that it is updated as necessary during the resident’s stay. {O. Reg. 156/18,
s.93(1)(b)}

1.7.3 Social and Family History/Assessment on File

[Company Name] collects and retains any personal, family, and social history that has been provided
or prepared for each resident. This history is crucial in understanding the backgroungd, andsinique needs
of the resident, and it informs individualized care plans. The care team ensures that this assessment is
kept current and reflects any significant changes in the resident’s circumstancés arfamily dynamics.
{O. Reg. 156/18, s.93(1)(d)}

1.7.4 Reason for Admission

At the time of intake, [Company Name] records the reason for” gachyresident's admission. This
information, which may include factors such as safety concernsghehavioral issues, or the need for
specialized care, is documented in the resident’s case record {0 provide context for their stay and to
guide the development of care plans. {O. Reg. 156/18, s.93(1)(c)}

1.7.5 Legal Documents Concerning Admission

[Company Name] includes in the resident’s case recerd ‘any legal documents pertaining to their
admission and stay in the residence. This includes,(when available, consent forms for admission,
treatment, and the release of information. The intake“egordinator ensures that these documents are
obtained and filed at the time of admission, and any Updates or additional documents are added to the
record as necessary. {O. Reg. 156/18, s.93(1)(f)}

1.7.6 Agreement for Service

For each resident, [Company Name] incluges®a copy of the service agreement, as described in section
88 of the CYFSA, in their case reCerd. This agreement outlines the terms and conditions of the
resident’s care, and it is reviewed and updated as needed. All reviews and revisions of the agreement
are documented in the case record teyensure transparency and accountability in the provision of care.
{O. Reg. 156/18, s.93(1)(9)}

1.7.7 Court Experience/Involvenptent

[Company Name] ensures that/any involvement a resident has with the court system is documented in
their case record. This mayinclude court appearances, legal orders, or any other court-related matters
relevant to the residentls care and stay in the residence. This documentation allows the care team to
coordinate with legaFrepresentatives and provide appropriate support for the resident. {O. Reg. 156/18,
s.93(1)(m)(ii)}

1.7.8 Experienges of Separation

[Company=iName] documents any experiences of separation that a resident has had from significant
individualSyin their life, including family members or caregivers. These experiences are crucial to
understanding the emotional and psychological needs of the resident and inform the development of
therapeutic,and supportive interventions. The care team updates this information regularly to ensure
that all significant events are captured. {O. Reg. 156/18, s.93(1)(m)(iii)}
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1.7.9 French Language Services

[Company Name] provides French language services to residents and their families where appropriaté;, , ¢
in accordance with CYFSA section 16. This commitment ensures that linguistic needs are met and t
residents and their families can communicate effectively with the care team in their preferred lan .

The availability of French language services is documented in the resident’s case record. {CY\A

1.7.10 Other Information

[Company Name] includes any other information required under the regulations or deemedwecessary
by the licensee in the resident’s case record. This may include additional assessment @ rts, or notes
that are relevant to the care and well-being of the resident. The care team ens(r at' all pertinent
information is captured and appropriately filed, supporting a holistic approach to%;%. Reg. 156/18,

s.93(1)(0)(p)}

1.8 Initial Training and Annual Review: Policies and Procedures®<)

[Company Name] ensures that all staff receive comprehensive trainmg%he residence’s policies and
procedures within 30 days of commencing employment. This ix s training on emergency
procedures and specific protocols required by the CYFSA. Staff w these policies annually to
ensure continuous alignment with current practices and regula dards. The Clinical Supervisor
coordinates this training, ensuring all team members are well-pre d to handle their responsibilities
effectively.

1.9 Access to Policies and Procedures o\&(
\&u are stored in a central, easily accessible

e regularly updated to reflect current regulations
and best practices. Staff are responsible for stayi ormed of these updates and applying them in
their daily work, ensuring alignment with the and other relevant laws. The Intake Coordinator
verifies that all new staff receive and understand these documents, and the Clinical Supervisor ensures
ongoing compliance.

1.10 Contravention of Policies @cedures

In situations where policies or pr@s are not followed, staff report these incidents immediately to
the Clinical Supervisor or CEO/President. [Company Name] has protocols in place for addressing non-
compliance, including documenting the incident, conducting a review, and implementing corrective

actions. Staff are made aware of these protocols during their initial training, and the Clinical Supervisor
monitors adherence to pali€ies to prevent future contraventions.

NS
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Policy 002: Pre-Admission Assessment for Child Residential Placement

2.1 Purpose

2.2 Additional Authority

e Ontario Regulation 156/18, s.86.1 — Content and Process'fer Pre;Admission Assessment
e Ontario Regulation 156/18, s.86.2 — Conditions and Reguirgments for Placement

2.3 Scope

This policy applies to all children and youth considered far, placement at [Company Name], as well as
to all staff involved in the assessment, evaluation, andeadmission process. This includes the Residential
Care Manager, caseworkers, social workers, residentialtcare staff, and any other relevant personnel
involved in the pre-admission procedures.

2.4 Responsible Party

The Residential Care Manager atJCompany Name] is responsible for overseeing, administering, and
ensuring the implementation and gompliance of this policy.

2.5 Definitions

e Licensee:

e Safety Plan:

2.6 Palicy Statement

[Campany Name] is committed to providing a nurturing, safe, and developmentally appropriate
environment for children and youth placed in its care. The pre-admission assessment process is a
critical component in ensuring that the residential setting can meet the immediate and ongoing needs
ofithe child, while also considering the impact on the current residents. This policy ensures compliance
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with Ontario Regulation 156/18 and reflects the organization’s commitment to upholding the highest
standards of care for children in residential settings. The pre-admission assessment helps [Company
Name] make informed decisions regarding each potential placement, ensuring safety, well-being, apd
compliance with legal and regulatory requirements.

2.7 Policy
2.7.1 Content of Assessment:

1. The Residential Care Manager ensures that a comprehensive written repart iS'ificluded in the
child's case record. The report is completed prior to making a decision t@@dmitthe child and is
dated accordingly. This report must demonstrate that an evaluation was“earried out before
admission. The report includes the following essential information:

@) .

2. Additionally, the Residential Care Manager ‘ensures that any information about existing
residents in the home (children or aduits)W\relevant to the admission is included in the
assessment. This includes:

O
O
O .

3. The Residential Care Managersmustfalso provide detailed information regarding the training
completed by staff who will providetdirect care to the child, ensuring the staff are adequately
prepared to meet the specific needs of the child being admitted.

2.7.2 Written Report Provided to Placing Agency — Needs:

1. Based on the evaluation of the child's needs, the Residential Care Manager ensures that a
written report summarizing the pre-admission assessment is included in the child’s case file.
The report must include:

O

o needs.
(@]

2. This writtenréport is provided to the placing agency or individual before a final decision on

admission iS made, in
Residential Care Manager

2.7.3 \Writteph R€port Provided to Placing Agency — Other Residents and Staff Training:

1. JA separate written report is provided to the placing agency regarding other individuals currently

residing in the home. This reiort includes:
O
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@)
2. The Residential Care Manager ensures that the written report is shared with theyplaeing
agency or individual, documenting confirmation that the report has been providedvand

reviewed. In compliance with privacy laws, no personal information regarding othiergesidents
is shared with the placing agency.

2.7.4 Conditions on Placement:

The Residential Care Manager ensures that the child is only admitted to theWsesidence after the
following steps have been completed:

1.

2.

2.7.5 Information Gathered within 30 Days:

Within 30 days of the child's admission, the Residential Care/Manager collects and documents any
additional information not obtained during the pre-admission preeéss, ensuring that the following details
are complete and up to date:

1.
2.

3.

2.7.6 Disciplinary Procedures

[Company Name] strictly adheres teyOntario Regulation 156/18 regarding disciplinary measures. All
staff members are informed of acceptable and unacceptable methods of discipline. No harsh or
degrading practices, such as deprsiving residents of basic needs, are permitted. Staff are trained to
recognize behaviors that may wafrant intervention and the appropriate steps to take.

2.7.7 Record of DisciplinamgProcedures

Any disciplinary measures” are promptly recorded in the resident’'s case file by the individual
administering the intérvention. The Residential Care Manager is informed of all disciplinary actions to
ensure compliance with'‘@ntario Regulation 156/18.

2.7.8 CorporapPunishment

[CompanyName] strictly prohibits corporal punishment in any form, in accordance with the CYFSA
Part Il, s#4.

2.7 9%ieocked Premises

Children at [Company Name] are never detained in locked premises, as per CYFSA Part Il s.5. All staff
are frained to manage behaviors without resorting to confinement.
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2.8 Procedure
2.8.1 Pre-Admission Assessment Procedure:

1. Initial Contact:

o Upon receiving a referral for placement, the Residential Care Managek, promptly
schedules an initial meeting with the placing agency or individual respansible’ for the
child. The purpose of this meetin

o During this initial meeting, the Residential Care Manager collects Basic information
about the child, including:

2. Comprehensive Evaluation Process:

The Residential Care Manager, along with relevant staff members, conducts a detailed and
thorough evaluation of the child’s current needs.“This evaluation will include a multi-disciplinary
approach to ensure a complete understandingyof the'child’s developmental, emotional, medical,
and psychological condition. The following areaswnust be evaluated:

o Medical History:

o Psychological apd Behavioral History:

o 4Educational Background:
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= Coordination with local educational services to ensure that the child’s
educational needs are met upon placement, including enrollment in
appropriate schooling, tutoring, or special education programs.
o Social and Family History:

3. Risk and Safety Assessment:
o The Residential Care Manager and team conduct a thorQughirisk assessment to
evaluate any behaviors that may pose risks to the child or ethers*within the residential

setting. This assessment will focus on:

4. Compatibility Review:
o The Residential Care Manager performs a campatibility review to assess the potential
impact of the new child on existing residents,and vice versa. This includes:

5. Training Review:
o The ResidentialCare Manager verifies that all staff members who will be directly
involved in the care of the new child have received appropriate training. This includes:

6. ReportPreparation and Documentation:
@ 90nce the evaluation is complete, the Residential Care Manager prepares a detailed
written report that documents all findings from the pre-admission assessment. This
report will include:
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o The report must be shared with the placing agency or individual before a decisionjis
made regarding admission. The Residential Care Manager ensures that the repoxt is
transmitted securely, and confirmation of receipt and review is obtained fream the
placing agency.

2.8.2 Post-Admission Follow-Up:

1. First 30 Days of Placement:
o After the child has been admitted to the residential setting, the Residential Care
Manager ensures that ongoing monitoring and assessment are capducted during the
first 30 days of placement. This includes:

" ily Observation:

= Regular Communication:

= Additional Assessments:

2. Updating Care Plans:
o Basedon observations and any additionalinformation gathered during the first 30 days,
the child’s care plan is updated to refleeththeir current needs. This involves:

= Reassessing Needs:

] Interventions:

] Compliance:

2.9 Review and Revision

This policy will be reviewed and revised annually or as needed to ensure ongoing compliance with
regulatory requirements and alignment with best practices in residential care. The Residential Care
Manager is responsible forinitiating the review and revision process.

2.10 References

e OntarigyRegulation 156/18, s.86.1
e Ontario Regulation 156/18, 5.86.2

2.11 Approval Signatures
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o Residential Care Manager: Date:

O
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Policy 003: Security Policy: Daily Log for Documenting Health, Safety,
and Well-Being Events in Residential Care

3.1 Purpose

The purpose of this policy is to ensure that [Company Name] maintains comprehensive, accugate, and
up-to-date daily logs documenting any events that affect or may affect a resident's health, safety, or
well-being. These logs are critical to ensuring the protection and well-being of childrefi"placed in care
and are required under the Minister's Regulation 95 clause (2)(e). The logs sefve as ajfundamental
tool for monitoring the day-to-day experiences of residents, facilitating communicatien between staff,
and ensuring that all significant events are addressed promptly and appropriatelya This policy ensures
that all documentation aligns with regulatory requirements and the high standards of care provided by
[Company Name]

3.2 Additional Authority

¢ Minister’s Regulation 95(2)(e) — Requirements for doctimenting events affecting a resident’s
health, safety, or well-being in a children’s residence.

e Child, Youth and Family Services Act (CYFSA), 2017,— Governing legislation for the care
and protection of children in Ontario.

e Ontario Regulation 156/18, s.86.2 — Residential caresstandards and requirements.

3.3 Scope

This policy applies to all residents of [Company Name] and covers all events, incidents, or situations
that could impact their health, safety, or wellzbeing. All staff involved in direct care, administration, or
supervision of the residential setting, includingsesidential caregivers, caseworkers, and the Residential
Care Manager, are responsible for camplyifg,with this policy. The policy applies to any event observed,
reported, or suspected, and to all dgcumentation created as part of the daily log process.

3.4 Responsible Party

The Residential Care Manager at [Company Name] is responsible for

3.5 Definitions

o gDaily Log: A written or digital record maintained daily by [Company Name] to document any
event, incident, or situation that affects or may affect a child’s health, safety, or well-being.

e Health: Any physical or mental condition that affects the child, including medical issues,
Mmedication administration, and any new or worsening symptoms.

s Safety: Any event or risk that could compromise the physical safety of the child, including
accidents, injuries, aggressive behavior, or environmental hazards.
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o Well-Being: A holistic measure that includes the emotional, psychological, and social health of
the child, as well as their overall comfort and happiness in the residential setting.

e Serious Occurrence: An event as defined under the Child, Youth, and Family Services Act
that requires immediate reporting to the Ministry of Children, Community, and Social Services,
such as abuse, serious injury, or missing persons.

3.6 Policy Statement

[Company Name] is committed to the ongoing health, safety, and well-being of every (childplaced in its
care. As part of this commitment, staff document daily any events or incidents that ‘fay impact the
residents in accordance with Minister’s Regulation 95. The use of daily logs ensuresithat all relevant
information is available to assess the needs of the children, mitigate any potentialisks, and provide
transparent communication between staff members, management, and relevant external agencies.

All documented events are reviewed regularly to ensure that appropriate actionfis taken to address any
concerns. This policy reflects [Company Name]'s dedication to providing a safe, nurturing environment
where each resident's physical and emotional needs are fully supparted.

3.7 Policy
3.7.1 Daily Log: Health, Safety, and Well-Being Documentation

1. Documentation of Events:

o All staff are required to document any event that affects or may affect the health, safety,
or well-being of a resident in thesdaily log. The following types of events must be
recorded:

= Health:

o

2. Serious QCcurrences:
o ¢ |f the,event constitutes a serious occurrence as defined by the CYFSA or Minister’s
Regulation 95, staff must immediately notify the Residential Care Manager. Serious
occurrences include:

o Inthese cases, the Residential Care Manaier ensures that the incident is reﬁorted to

3. Review and Follow-Up:
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o The Residential Care Manager reviews all

If necessary, the Residential Care Manager follows up

In the case of recurring events or patterns (e.g., repeated medical issues or behavioral
incidents), the Residential Care Manager

o

4. Staff Communication and Handovers:
o The daily log is used as a critical tool for communication during,staff handovers and
team meetings. The Residential Care Manager ensures

5. Parental and Placing Agency Communication:
o For any significant events that may affect the health, safet
the Residential Care Manager ensures that the

=0r well-being of the child,

3.7.2 In Charge
When more than one staff member is on duty, one person is@always designated by the management as
the individual in charge of the shift. In relation to physicalsestraints, there is always at least one staff

member on duty who has completed the required training in accordance with O. Reg. 156/18, s.98(3).
The Residential Care Manager

3.7.3 Absence

In the event that the Residential Care Mandger, is unavailable, the || Gc_NIEINIIIIIIIIIIE

2 is designated to act on their behalf.
This ensures continuit

3.8 Procedure

3.8.1 Daily Log Procedure

1. Daily LoggingiProcess:

o Logs mustinclude the followini keE details:
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2. Incident Types:
The following incidents must be recorded in detail:

o Medical Incidents:
= All medical issues or interventions,

o Behavioral Incidents:
Any behavioral issues that affect the safety or well*being of the resident or

o Environmental Incidents:
= Any safety hazards in the environment that could affect the resident's well-
bein

o Well-Being Concerns:
= Any changes in a resident'sy,emotional or psychological state

3. Serious Occurrences:
o In cases where the eventis,categorized as a Serious Occurrence under the CYFSA,
staff must follow the sekious occurrence reporting protocol, which includes:

4. End-of-Shift Review;
o At thefend, of each shift, the Residential Care Manager or the designated shift
supervisor reviews the daily logs to ensure all incidents are recorded comprehensively.
The-review focuses on verifying:

o i i ior,

5. 9Monthly Review:
o Once a month, the Residential Care Manager conducts a full review of the dail
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o Following the review, the Residential Care Manager develops action plans to address
any concerns that arise. For example:
Behavioral Trends: If a resident exhibits ongoing behavioral challenges,

= Health Concerns: Recurrent medical issues, such as asthma attacks of

] Safeti Risks: If environmental hazards, such as faulti eiuiﬁment Onstructural

6. Staff Training:

o [Company Name] ensures that all staff members are trained in th&yproper use of the
daily logs, including the documentation of events, the categoriZation of incidents, and
the follow-up actions required. The Residential Care Manager

o Staff are also trained on how to identii and reiort serious ocelirrences, the imiortance

3.9 Review and Revision

This policy is reviewed annually or whenever necessarypto ensure that it remains in compliance with
regulatory changes or internal process updates. ThelResidential Care Manager is responsible for
initiating the review process and ensuring that all staff are informed of any changes to the policy.

3.10 References

¢ Minister’s Regulation 95(2)(e))="Bocumentation of events affecting resident health, safety, or
well-being.

e Child, Youth and Family/Services Act (CYFSA), 2017

e Ontario Regulation 156/18, s¥86.2 — Residential care standards.

3.11 Approval Signatures

3.12 Policy Distribution
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Policy 004: Agreement for Service in Providing Care and Authorization
for Treatment and Records Management

4.1 Purpose

The purpose of this policy is to outline the procedures and requirements for obtaining and"maintaining
a formal Agreement for Service between [Company Name] and the placing agency or legal,guardian of
each child. This agreement is vital to ensuring that appropriate legal consent and authorization are in
place to provide residential care, seek emergency medical treatment, and access the child’s records
when necessary. These agreements protect the rights of the child while ensuring thatffCompany Name]
operates in full compliance with the Minister's Regulation 88 (2) and otherjapplicable laws. The
agreement covers several key areas: permission for care, authority for emergency medical decisions,
and access to records or reports relevant to the child’s well-being and safety.

4.2 Additional Authority

Minister's Regulation 88 (2) Paragraph 1(1) - | N EEEEEEEEE
-
e Minister's Reiulation 88 i2) Paragraph 1(ii) # _

e Minister's Reiulation 88 iZi Paraﬁraﬁh 1iiiii — _

4.3 Scope

This policy applies to all children placed“in the care of [Company Name] The Residential Care
Manager, case managers, social werkerspjand legal guardians or placing agencies involved in the
child's placement are responsible f@r ensuring that all required consents and agreements are properly
documented, reviewed, and maintaihed. This policy guides the actions of staff members in securing the
appropriate authorization to provide care, seek emergency medical treatment, and obtain necessary
records for the care and management of each child.

4.4 Responsible Party,

The Residential CateyMahag

The Case Manager or designated staff

4.5 Definitions

e Agreement for Service: A legal document that outlines the authorization and consent given
by the legal guardian or placing agency for [Company Name] to provide residential care, seek
medical treatment, and access pertinent records regarding the child.
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e Placing Agency: An external organization, such as a child welfare agency or legal guardian,
responsible for the placement of the child in a residential care facility.

e Consent for Emergency Medical Treatment: A section within the Agreement for Service that
provides authorization for [Company Name] to make emergency medical decisions on behalf
of the child if needed.

e Records and Reports Authorization: Consent provided by the legal guardian or placing
agency that allows [Company Name] to request, inspect, and maintain relevant records ‘and
reports regarding the child's history, health, and well-being.

4.6 Policy Statement

[Company Name] is committed to ensuring that all necessary consents and authorizations are in place
before providing care, medical treatment, or accessing the records of any child in its care. The
Agreement for Service is a key legal document that protects the child’s rightssand ensures that the
home operates within legal and ethical boundaries. Through the Agreementgfor Service, [Company
Name] secures the authority to provide comprehensive care and respond effectively to medical
emergencies while safeguarding the privacy and well-being of eachschildk

The policy ensures that every child’'s case file includes a signedfAgreement for Service that authorizes
[Company Name] to:

1.
2.

3.

).

By adhering to this policy, [Company Name] remains‘€ompliant with Ontario regulations while ensuring
the safety, health, and welfare of all children in“eare:

4.7 Policy
4.7.1 Agreement for Service — Provid&Care for the Child

1. Consent to Provide Carg:

o The child’s case record at [Company Name] includes a comprehensive Agreement for
Service,
o , The Case Manager coordinates with the i uardian to ensure

o wlhe siﬁned Acl;reement for Service is maintained in the child’s case record, '

2. “BeCumentation and Record-Keeping:

o The Residential Care Manager is responsible for ensuring that the original signed

20 | POLICIES AND PROCEDURES

© 2025 The Write Direction Inc. All rights reserved.



Specialized Residential Care For Children And
Youth in Ontario

o In cases where the placing agency is responsible for authorizing the agreement, the
Case Manager

4.7.2 Agreement for Service — Emergency Medical Treatment

1. Consent to Obtain Emergency Medical Treatment:
o The Agreement for Service also includes a specific clause
the authority to

o The Residential Care Manager, in consultation with the Casg Manager, ensures that
this clause is fully understood

2. Medical Emergency Protocols:
o Inthe event of a medical emergency, the Residéntial Care Manager is

Following the emergency, the ResidehtialhCare Manager completes an Emergenc
Medical Incident Report that details‘the event,

@)

3. Review and Update of Medical Autherizations:
o The Residential Care Manager reviews the Agreement for Service annuall
the child’s health needs change significantly to ensure

or when

4.7.3 Agreement for Service — Inspect and Obtain Records/Reports

1. Consent to Access Regords and Reports:

2. Reeords Management:
O
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4.7.4 Code of Conduct for Staff

1. Awareness of Code of Conduct: All staff at [Company Name] are aware of and%eomply with
the written policies and procedures related to the Code of Conduct.

2. Disciplinary Procedures: The Residential Care Manager oversees the implementation of the
code and ensures that

4.8 Procedure
4.8.1 Agreement for Service Procedure

1. Initial Agreement Process:
O

o The Case Manager provideS;a thorough explanation of the agreement, answering an

o Once comileted, the oriiinal siined Aﬁreement for Service is secureli filed in the

2. Consent for Emergency/Medical Treatment:
o The Residential Care Manager ensures that all staff members are aware of the

o Staff Training: All staff at [Company Name] are trained on the medical emergenc

3. Acceéssto Records and Reports:
oW When additional records or reports are required to provide adequate care, the Case

o The Residential Care Manaier ensures that all records obtained are reviewed, filed,

4. Annual Review of Agreement for Service:
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o The Residential Care Manager conducts an annual review of the Agreement for
Service for each child in care to

o During this review, the Residential Care Manager ensures that the

4.9 Review and Revision
This policy is reviewed annually to ensure compliance with regulatory requirements and the changin
needs of the children in care.

4.10 References

¢ Minister’s Regulation 88 (2) — Legal requirements for €onsent and authorization in residential
care.

e Child, Youth and Family Services Act (CYFSA), 204/ — Governing legislation for children’s
residential care in Ontario.

4.11 Approval Signatures

4.12 Policy Distribution
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Policy 005: Residence Maintenance Policy and Agreement for Service
- Financial Arrangements, Review and Fire Safety

5.1 Purpose

The purpose of this policy is to ensure that all financial arrangements related to the

5.2 Additional Authority
e Minister's Regulation s. 88 (2) Paragraph 2

e Minister's Regulation s. 88 (2) Paragraph 3
e Child, Youth and Family Services Act (CYFSA), 2017

5.3 Scope

This policy applies to all children and youth placed at [Company Name] and to all staff

5.4 Responsible Party

The Residential Care Manaier at Comiani Name] —

5.5 Definitions

e Financial Arrangement: jJThe documented terms and conditions of the financial obligations
between [Company Name], the placing agency, and any legal guardians.

e Placing Agency: The4organization responsible for placing the child and overseeing financial
obligations related(to the child’s care.

o Agreement forServi€e: A legally binding document detailing the terms of care and financial
responsibilities for archild or youth placed in the home.

5.6 Policy Statement

[Company Name)is committed to ensuring that all financial agreements for the care of children and

5:7 Policy
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5.7.1 Financial Arrangements in the Agreement for Service

1. Residential Care Manager’s Role:
The Residential Care Manager ensures that a written

2. Consent and Authorization:
The child’s case record must include a signed consent and authorization from the
agency or the legal guardian to agree to the financial arrangements.

-Documentation in the Child's Record:

The Residential Care Manager ensures that the completed Agreement for Service,

5.7.2 Review of Agreement for Service

1. Annual Review:
The Residential Care Manager conducts an annual review of the Agreement for Service to

2. Request for Review:
Any party involved in the Agreement for Service—Wwhether the child, the legal guardian, the

lacing agenc

3. Documentation of Changes:
The Residential Care Manager ensures that any revisions to the financial arrangements are

4, TransEarenci and Commdinication:

5. is maintained between ‘Comiani Name] and the Elacini aﬁenci or Ieﬁal iuardian reﬁarding

5.7.3 Fire Safety Policies

All staff and childrenyat [Company Name] receive thorough instruction on fire safety procedures,
including fire alarm pretocels, roles during emergencies, and fire extinguisher usage.

5.8 Procedure
5.8.1 Prggedura for Establishing Financial Arrangements

1=, Mitial Contact and Assessment:

o Uﬁon referral for ﬁlacement, the Residential Care Manaier and the CFO collaborate

o A meeting is held between [Company Name], the placing agency, and the legal
uardian to
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2. Creation of the Agreement for Service:
o The Residential Care Manager drafts the Agreement for Service,
financial arrangements.

The CFO reviews the financial section of the aﬁreement for accuracy, [ KEGGTcGE

The agreement is signed b lacing agenc

including the

o

3. Documentation and Filing:

4. Monitoring and Invoicing:
o The CFO manages the invoicin

5.8.2 Procedure for Reviewing Financial Arrangements

Initiatini a Review:
(@]

Residential Care Manager.

Uﬁon recewma the reiuest the Residential Care Manaier _

2. Review Process:

The Residential Care Manaier condticts a formal meetmﬁ with the F

o The CFO provides financial reports as needed to support the review

the Residential Carg Manager and signed by all relevant parties.

3. Flnallzmi the Review:

o The CFO uidates .

The Residential Care Manager

5.8.3 Fire Safety Procedares_
5.8.3.1 Fire Safety —gProgedures Instruction for Staff and Children

1. Fire Afahm“PrOcedures:
Upon admission, each child is instructed on the fire safet ropriate for their

2.4,Staff Training on Fire Safety:

Allstaff members receive reiular trainini on fire safeti irocedures, includinﬁ their roles when
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5.8.3.2 Fire Safety — Fire Drills and Inspection of Residence

1. Nightly Inspections:
Each night, Residential Care Staff conduct a thorough inspection of the residence, focusin
on potential fire hazards in

2. Monthly Fire Drills:
Fire drills are conducted once a month, initiated by the fire alarm system. The ReSidential
Care Manager

5.8.3.3 Fire Extinguisher Training
All staff members are trained in the proper use of fire extinguishing equipmentyliie Residential Care
Manaier *

5.9 Review and Revision

This policy is reviewed annually by the Residential Care Manhager and the CFO to

5.10 References

5.11 Approval Signatures

5.12 Policy Distribution

This policy is distributed to all relevant staff, including the CFO, Residential Care Manager, and staff
involved in case‘'management. .
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Policy 006: Agreement for Service

6.1 Purpose
This policy outlines the required documentation and agreements necessary for children
care of [Company Name] These agreements ensure

6.2 Additional Authority

6.3 Scope

This policy applies to all children placed in the care of [Company Namelphas well as the

6.4 Responsible Party

The CEO/President of Comiani Name‘ is resionsible —

6.5 Definitions

o Agreement for Service: A legal andsbinding document outlining the terms of the care provided
to a child by [Company Name], sighed by relevant parties.

e Placing Agency: The organizatien,responsible for placing the child in the care of [Company
Name], including child welfaresagencies and legal guardians.

e Society: Refers to a children’s aidisociety under Ontario’s child welfare system.

e Capacity: As defined in subsegtion 21 (1) of the CYFSA, the child’s ability to understand and
consent to their care arrangements.

6.6 Policy Statement

Company Name] is gommitted to ensuring that eve

6.7/Policy
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6.7.1 Agreement for Service

1.

Licensee/Divine Quality Care

Company Name] ensures that every child’s case record contains an agreement for service

Parent/Other Person Placing the Child
If a child is placed by a parent, placing agency, or another legal representative, the child’s

The Society
For children placed in the care and custody of a society, the child’s‘ease record includes an
agreement for service signed by the society, i

Child of Sixteen Years or Older

If a child is 16 years or older and possesses the capacity 40 consent, as defined in

Nearest Relative of the Child
If the child lacks the capacity to consentf@asspek Section 21 (1) of the CYFSA,

File Notation for No Sighature
In cases where it is not possiblé for-all necessary parties to sign the agreement for service,

Child Acknowledging’Explanation
Every agreementifer service includes documentation confirming that the child has been given
an appropriate explanation of the agreement’s terms, relative to their age and maturity.

Before any Sighaturés are obtained,

6.7.2 Child Pretection Policies

6.7.2.1 Chil@\Prétection — Duty to Report

All staff atsf€ompany Name] are fully aware of their legal duty to report any concerns that a child may
be in need,of protection under CYFSA Part V, s.125. This duty applies to situations where there is a
suspicion ofiabuse, neglect, or any other circumstances that could endanger the child’s well-being. Staff
are trained.to immediately report any concerns to the appropriate authorities, including local children’s
aid socigties.
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6.7.2.2 Child Protection — Protocols with Children’s Aid Societies (CAS)

Staff are familiar with local protocols established by children’s aid societies (CAS) for reporting and
investigating protection concerns, including cases of resident-on-resident abuse. [Company Namg]
maintains close communication with CAS to ensure smooth coordination during investigations and
ensures that staff are equipped with the knowledge and procedures to report incidents in accordanee
with the established protocols.

6.7.2.3 Child Protection — Staff Support

Staff are aware of internal policies designed to support and protect them when making a’ report.
[Company Name] encourages and supports staff in fulfilling their reporting obligationss,ensuring that
they are protected from liability unless it is determined that the report was made mali€iously or without
reasonable grounds. The Care Manager and CEO/President ensure staff feel supported in their duty
to report and are not penalized for carrying out this responsibility.

6.8 Procedure

1. Initial Documentation of Service Agreement
Upon the child’s admission to [Company Name], the care manages, oversees the preparation
and signing of the service agreement. This process involyes:

2. Ongoing Review and Amendment of Segvite Agreements
Service agreements are reviewed regularly, ‘especially when there are changes in the child’s
care plan or living situation. The care mapagenat [Company Name] is responsible for
ensuring that:

3. Child’s Acknowledgment and Understanding
Before signing, [Company’Name] ensures that each child, depending on their age and

4. Record Keeping‘and File Management
All agreementsifor service are stored in the child’s individual case record. [Company Name

5. Reporting Child Protection Concerns
When a staff member suspects that a child may be in need of protection, the

6. Resolution of Discrepancies
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In cases where discrepancies arise between involved parties

6.9 Review and Revision

6.10 Approval Signatures

6.11 Distribution
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Policy 007: Admission and Residents Orientation

7.1 Purpose

The purpose of this policy is to outline the procedures for conducting a thorough orientation for.eve
child admitted to [Company Name] The orientation ensures

7.2 Additional Authority

7.3 Scope

This policy applies to all children admitted to [€ompan

7.4 Responsible Party

The Residential Care Manager at [Company Name

7.5 Definitions

e Orientation: A process by which children are introduced to the residence, its programs,
policies, and procedures, particularly those relating to safety, emergency protocols, and their
pérsenal rights.

o fPhysical Restraint: The use of physical force to restrict the movement of a child in care in
order to prevent harm to themselves or others.

s \Meghanical Restraint: The use of a device or equipment to restrict the movement of a child in
care, only used under specific and regulated conditions.

e Ombudsman: An independent officer of the Ontario legislature who handles complaints and
concerns related to public services, including the care provided in residential homes.

32 | POLICIES AND PROCEDURES
© 2025 The Write Direction Inc. All rights reserved.



Specialized Residential Care For Children And
Youth in Ontario

7.6 Policy Statement

Company Name] is committed to providing a safe, welcoming, and informed environment for/eveg

7.7 Policy

7.7.1 Admission — Orientation of Residence

1. Orientation Process:
The Residential Care Manager ensures that, upon admission, each child receives a
comprehensive orientation to the residence. This orientation,is conducted in a language and
manner suitable to the child’s level of understanding, age, and maturity, ensuring that the
child feels comfortable and informed in their new environment. The orientation includes:

2. Age-Appropriate Communicationy
The Residential Care Manager ordesignated staff conducting the orientation tailors the
delivery of information to ensure.it is appropriate for the child’s comprehension level.

3. Review of Physical and Mechanical Restraints:
The child is informed abaut the residence’s policies on physical and mechanical restraints

7.7.2 Admission — Review of Orientation

1. Initia"Review After Admission:
The Residential Care Manager ensures that the content covered during the orientation is

rights.

2" Ongoing Review on Request:
The child is encouraged to request a review of the orientation content at any time. Whenever
the child expresses uncertainty or concern regarding any of the information shared during the
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3. Review at the Licensee’s Discretion:
The Residential Care Manager or other designated staff members may also initiate a review
of the orientation materials with the child if they deem it necessary.

7.7.3 Admission — Orientation Documentation

1. Initial Documentation:

Upon completion of the orientation, the child’s case record includes a“witten statement
indicating the date on which the orientation was provided. The Residential Care Manager
ensures

2. Review Documentation:
The child’s case record also includes documentation of‘@ach subsequent review of the
orientation materials.

3. Secure Record Keeping:
All orientation and review documentatiomsis securely stored in the child’s case record,

7.7.4 Rights and Responsibility Review Intervals

7.7.5 Complaint Handling

When a complaint is made, the Residential Care Manager

7.8 Procedure

7.8.1 Py6cedurg/for Conducting Admission Orientation

1.5 Inttial Admission Process:
O
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2. Content of Orientation:
o Residence Overview:

o Emergency Procedures:

o Restraint Policies:

o Child’s Ri

3. Tailoring Information to the Child:

o

4. Signature Collection and Documentation:
O

o

7.8.2 Procedure for Reviewing Orientation Affer Admission

1. Seven-Day Review:
(@]

2. Review on Request:
(@]

3. Review atStaif Discretion:
(@]

4. Signature and Documentation:
O
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7.8.3 Orientation of Residents / Complaints Procedure
Upon admission, [COMPANY NAME] ensures each child receives a personalized orientation tailored
to their understanding, age, and maturity. The orientation covers the following aspects:

7.8.4 Orientation of Residents / Rights and Responsibilities

Each child is informed of their rights and responsibilities upon admission tof[ COMPANY NAME], in
language they can understand. This includes:

7.8.5 Rights and Responsibilities / Complaints Procedureg# Remiéw Intervals

To ensure ongoing awareness of rights and responsibilities, the Residential Care Manager at
[COMPANY NAME] reinforces this information at the fellowing intervals:

L4 )

L4 i)

] .
7.8.6 Complaint Procedures — Intérnal

When a child or parent submits a gomplaint, [COMPANY NAME] follows a written, structured

7.8.7 Complaint Procedute — Providing Written Summary

After investigating ‘a,complaint, [COMPANY NAME] provides a written summary of the findings and
actions taken. Fhisygsumimary is delivered to:

1. The ‘¢hild’s ilacini aienci or the ierson responsible || GTNNEEEEEEEEEEEE

2. /The residential care irovider, if the comilaint concerns the ﬁlacini acl;enci.
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7.8.8 Complaint Procedure — Debriefing Required

Following the review of a complaint, [COMPANY NAME] conducts a debriefing session, ensuring All
involved parties are supported. The debriefing is conducted in three stages:

7.8.9 Complaint Procedure — Debrief with Child

The debriefin rocess with the child focuses on understanding their experience,

7.8.10 Complaint Procedure — Debrief within 7 Days
The debriefin rocess takes place within seven days afterda complaint has been reviewed b

7.11 Review and Revision
This policy is reviewed annually or as necessary tognsure compliance with changes in regulations and
to reflect updates in the procedures for admissions and orientation.

7.12 References

7.13 Approval Signatures

7.14 Policy Distribution

Copies of this policy are distributed to all relevant staff involved in the admissions and orientation
process. Aryelectronic version is made available on the internal network of [Company Name] for easy
referenges
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Policy 008: Plan of Care Development and Review for Residential
Children

8.1 Purpose

The purpose of this policy is to outline the procedures and requirements for developing, reviewing, and
maintaining a comprehensive Plan of Care for each child placed at [Company Namel.This polic

The iolici emihasizes comiliance with Ontario Rei]ulation 156/18, ensurincl; _

8.2 Additional Authority

8.3 Scope

This policy applies to all children placed in the care of [Company Name], and to all staff involved in the
development, review, and executigh of akhild’s Plan of Care. The policy ensures that staff,

8.4 Responsible Party

The Residential Care Manager at [Company Name] oversees the development, implementation, and

8.5 Definitions
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e Plan of Care: A detailed and individualized ilan develoEed for each child, outlinini the
e Review of Plan of Care: A Erocess that involves evaluatinﬁ and uEdatinﬁ the Plan of Careto

e Material Chanﬁe: Ani sicI;nificant chanﬁe in the child’s circumstances, health, _
. Placinﬁ Acl;enci: The orcl;anization resEonsibIe for ilacinc'] the child in care, su¢has -

8.6 Policy Statement

[Company Name] is committed to providing personalized and holistic care for€ach child through a
carefully developed Plan of Care. Each child’s Plan of Care is a living document

8.7 Policy
8.7.1 Development of the Plan of Care Within 30 Days

1. Initial Development:
The Residential Care Manager ensures

2. Components of the Plan ofaCare:
The Plan of Care includes the following elements:

3. Meeting with the Child:
Before finalizing, the Plan of Care, the Residential Care Manager meets with the child to

8.7.2 Timelineséifor Review of the Plan of Care

1."990-Day Review:
The Residential Care Manager reviews and updates
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2. 180-Day Review:
Following the 90-day review, the Plan of Care is reviewed again at the 180-da

8.7.3 Additional Reviews of the Plan of Care

1. Material Changes and New Information:
The Residential Care Manager ensures

2. Requests for Review:
The Plan of Care is reviewed at the request of the

8.7.4 Ensuring Information in the Plan of Care is Current

1. Regular Updates:
During each review, the Residential Care Manager

Documenting Services Provided:

Note to Readers:

Thank you for exploring this sampleNgf our work. To keep our online showcase concise, we have
provided only a selection from this piece.

Should you be interested in viewjfig the complete work or explore more of our portfolio, please don't
hesitate to reach out. We're mafe than happy to provide additional samples upon request.

Thank you,
The Write Directiongl €am
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