Policy &
Procedures
Manual




_ Residential Facility for Vulnerable Youth in Ontario

TABLE OF CONTENTS .
R s

1.1 PUrpose: ot the MaRaL . .. s mimsimes o it it 6 5 e 653 S e eng 14

1.3 Organizational OVEIVIBW .............cccoeuririiiieeieieieiceieee et see st
1.4 Crganizational MANAGOMONL. vo.c.sssssiuss s sesesrimsssposimissmisiss ’\

1.5 SEIVICE DBSCHAPHON w.icvuviinvmsnvsmansisnissms v s o i rtotess & ....................... 15
1.6 Deflnmonso 16
1.7 Resident BECOIAS ... e 17

1.8 The Need for the Children Residence..............cve e ‘0 ................................... 17

1.9 The Description of the Needs of the Children to be Sewedt\ psidence ......ouunan 18

1.10 Residence Budget ..o BB e 19

1.11 Basic Necessmes .................................................. 19
Section 15" Resident POliCIeS s e g v e it s s e s e S o 21
Policy 002: Admission PONCY ........cccveirreiieicieciecee e @

2.7 POlCY ...

2.8 Procedure ........ccoeeveeeereneenens i
Review and Revision
e e ONC e S e e i T G S S L L R R A

Policy Review and Approy .......................................................................................................
Approval Signatures . 26

Policy Distribution K ............................................................................................................. 26

B PUITIORE v spwssmssiysvssosmsss o oS S e e e S S S B A T B 33
3.2 Additional AUTROTItY: oo i s e B e e 33

© 2025 The Write Direction Inc. All rights reserved.

00)3: Security Policy: Daily Log for Documenting Health, Safety, and Well-Being........................ 33




_ Residential Facility for Vulnerable Youth in Ontario

B3 SCOPE .eeeeeereeencseen s ees s et ea AR e8RS n et 33
34 BesponSIDIE PAIY . ..ocumenmmmmssmms s st s e s e s s s e it 33
35 DefiNlONS cucrr e B S S RS L
3.6 POlICY STAIEMENT. ...ttt a8ttt b
Sl P OICY i s suusmsmsisnossn e comeusrasses ionssss Hos¥ S04 443554 5545 0% SRS A S A3 S A A PR B Y S5 Q
LR T R 5= o 1| (= 0 T A e \ 5
3.9 ReView and REVISION. ..ottt ee s ses s esna e s eaenneen
310 REEIENCES ...ttt ettt
0 APProVal SIGNATUIOS v s s s s o T IR T Sy oSS e
3.12 Policy Bistibution:cxvsamnmanmnmmnsnssumnsnnmun g 0

Policy 004: Service Agreement for Providing Care, Emergency Medical Treath Access to

Records for ReSIAeNTS. ..ottt Error! ark not defined.
A PUPDOSE cosisvmcssninsvaussssmms i svosss a5 s 55638 5300 HH TSGR FRA 035 Err mark not defined.
4.2 Additional AULNOTIEY.........ccvvieiicri e ! Bookmark not defined.
4.3 SCOPE ...ttt & r! Bookmark not defined.
4.4 Responsible Party ... c s <. Error! Bookmark not defined.
4.5 DENINTHONS o s A e “&.....LError! Bookmark not defined.
4.6 Policy Statement.........c..cuovreeirieiee e e Error! Bookmark not defined.
4.7 Policy Details ........cccouveevrcrierneesesce e @ ........ Error! Bookmark not defined.
4.8 ProGOAUNE  oimsammmmntesvmms asmemng ,N ............ Error! Bookmark not defined.
4.9 Review and Revision...........ccccoevveiiiecnnineniennn, \ ................. Error! Bookmark not defined.
4.10 References ... * ...................... Error! Bookmark not defined.
Appendix 1: Service Agreement for Resid = NN, Error! Bookmark not defined.

Appendix 2: Emergency Medical Treatm orization Form.. Error! Bookmark not defined.

Appendix 3: Request for Records Te € ettt Error! Bookmark not defined.

Policy 005: Service Agreement and Financministration Policy.......Error! Bookmark not defined.

B PUMPOSE...ccovmmmmainins | O S Error! Bookmark not defined.

5.2 Additional AULNOIItY........ 00 . .- Teeeeeerieerenseeremerineressnersaaseassanseeas Error! Bookmark not defined.

5.3 SCOPE ..eeeeeieeerereieieesee sttt en Error! Bookmark not defined.

5.4 Responsible Party ..... / .............................................................. Error! Bookmark not defined.

5.5 DefinitoNS el s s s R TR Error! Bookmark not defined.

5.6 Policy Statemel& .................................................................... Error! Bookmark not defined.

ST 20T Te TR BICTE" 1 gy, OSSN Error! Bookmark not defined.

5.8 Procodure g ..o i s i e i Error! Bookmark not defined.

5.9 Review a@sion ....................................................................... Error! Bookmark not defined.

510 BRI QUETMIRS (55 s ismsissmusunssssstons pas s sss 55545 o RS HHHHG FRAR EORBA R KE4R Error! Bookmark not defined.

Policy {v and:-Approvalcscannisnnunannnsass s Error! Bookmark not defined.

Ap IgNAtUres oo e e s Error! Bookmark not defined.

P PUHION L. Error! Bookmark not defined.

dix 1: Agreement for Service FOmM ... Error! Bookmark not defined.

endix 2: Service Agreement Review Form ... Error! Bookmark not defined.

@ly 006: Agreement for Service in Residential Care at [COMPANY NAME] .. Error! Bookmark not
ed.

© 2025 The Write Direction Inc. All rights reserved.



_ Residential Facility for Vulnerable Youth in Ontario

= I o T o e Error! Bookmark not defined.

6.2 Additional AULNOTITY.......c..ccveiiee e Error! Bookmark not defined. ¢
LS e R VI, Error! Bookmark not defined.

6:4 Responsible Party coumesmsnsnmsannssssssimmns Error! Bookmark not de

6.5 DEfiNItONS .........ovvooceeerre e Error! Bookmark n:@

Kt PElCY B BRI o nsummomonmerssas s s s S O Error! Bookmark not defined.

6.7 Policy Details .cc.namnnumnaninsinmaii Error! Bookmarknhot'defined.
B.8 Procedure ...........ccomeimiiccecec s Error! Bookmar

n
Eh:;
3

)

o

6.9 Review and ReVISION..........cccccieiiee ettt Error! Boakn ot defined
B0 PRI v sssass aveiaocs By v S SIS ST 50 Error! B rk not defined.
Appendix 1: Agreement for Service FOrM ... Error! Bookmark not defined.
Appendix 2: Documentation of Child Acknowledgement Form....... Err lUma\rk not defined.
Filing and Record-Keeping ... ! Bookmark not defined.
Policy 007: Resident Orientation/Intake Package.........cccocovercnene «---Error! Bookmark not defined.
7.1 PUMPOSE ...ttt or! Bookmark not defined.

7.2 Additional AUthOFItY...........c..ovvoreceeeeeeeeeeeeeeeeee e %.......Error! Bookmark not defined.

7.3 SCOPE wevrreseeeeeeessereeeeseeseeesseeesesseereee s .Error! Bookmark not defined.
7.4 Responsible Party ... @ ........ Error! Bookmark not defined.
Tt LR IO oresrseaiiesishsmmm e SRRSO S & ~ Error! Bookmark not defined.
7.6 Policy Statemainit. . s Error! Bookmark not defined.
7.7 Policy Details ..vasnnnmmnmannnignn Error! Bookmark not defined.
7.8 Procedure ..o i Error! Bookmark not defined.
7.9 Review and Revision............cccocooei Error! Bookmark not defined.
Appendix 1: Orientation Record FOrm. g ..o ocvvveniceeniccnne Error! Bookmark not defined.
Appendix 2: Follow-Up Review Flecor@'n .................................... Error! Bookmark not defined.
Policy 008: Development and Revie hild’s Plan of Care at [COMPANY NAME] .............. Error!
Bookmark not defined.
355 6] 61 o7 -1 - SRNSRPRROMISIS, (5, SN Error! Bookmark not defined.
8.2 Additional AULhOTItY.........@ e Error! Bookmark not defined.
8.3 SCOPE ...eeveeercerercmneee st et eneen Error! Bookmark not defined.
8.4 Responsible Paf ..o Error! Bookmark not defined.
8.5 Dot ONS i g oo v o o B R T Error! Bookmark not defined.
8.6 Policy Stat% ......................................................................... Error! Bookmark not defined.
B.7 Policy DefRII .. ciixuiusisis isunmissaissssa ssiivesissss s ssiss tassssnssmivosssis Error! Bookmark not defined.
8.8 Proc&ﬁ ................................................................................... Error! Bookmark not defined.
8.9 Review.and RevViSioN........c..cccvriiiiciereece e Error! Bookmark not defined.
8.10 PTG v s sy o EHR i 4 A A A A SR K A Error! Bookmark not defined.
A iX 1z Plan of Care Development Form ... Error! Bookmark not defined.
ix 2: Plan of Care Review FOrm.........cccoooeiinicnecncienens Error! Bookmark not defined.
Po@ “Development, Content, and Management of the Child's Plan of Care at[COMPANY
ANET ...t Error! Bookmark not defined.
o D1 PUNPIOSE cvxss.va0vesssssinsssss rosw i vssas sk 554543 K65 1o R SR B0 R SR SRR TR 535 Error! Bookmark not defined.
9.2 Additional AUTROIITY...........ooooi i Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.



_ Residential Facility for Vulnerable Youth in Ontario

0.3 SLOPE oo Error! Bookmark not defined.

9.4 Responsible Party ... Error! Bookmark not defined. ¢
0.5 DETIOTUOIIS s: ca0vessssssinsssss rswmievssns o 54643 65 15we R 535501 KH R4 SHRF TR RN S305 Error! Bookmark not defined.

9.6 Policy Statement.  cousamsm s i s Error! Bookmark not de

9.7 POlICY DELalIS ...ttt Error! Bookmark n:@

D8 PrOCEIUING s simssimsisnssssmsmsmssssnisss s s sms 554 SO T Lo 4R Error! Bookmark not defined.

99 Reviaw and Revision. cousesssnnmranmssmnsspanny Error! Bookmarkhot'defined.
9.10 REferenCes ..........ooovrriicieec e Error! Bookmar

n
Eh:;
3

)

o

Appendix 1: Plan of Care Development Form ..o Error! Bodkmarkhot defined

1. Ehilis:Persondl Strengihsiummmmmmnimsaanmnannms Error! B 'k not defined.

2. [dentity CHaractenstics ..o Error! Béokmark not defined.

R IO o110 =3 AN 1= T =T [ Err lmma\rk not defined.

4. SERICOS B SUEEIONIS i mavisassmieinmmsemsamss s R ! Bookmark not defined.

5. Coals arid Milastones ... cummsmmsniismammainsmsais g «-- Enror! Bookmark not defined.

6. Stakeholder Involvement ..., = or! Bookmark not defined.

Appendix 2: Plan of Care ReVIew FOM..............o.ooooov “...... \Error! Bookmark not defined.

1. Prograss TOWArds Goals . caumnmmsmaimmsiaimvmaggamnin .Error! Bookmark not defined.

2. Changes to Goals or Strategies...........c.cccooeririeucennnc @ ........ Error! Bookmark not defined.

3. Updated Information on Child’s Needs..............¢.~ ............ Error! Bookmark not defined.

4. Amendments to Services and Supports............ .. W e Error! Bookmark not defined.

5. Stakeholder Input in Review ... S8 W Error! Bookmark not defined.

6. Safety Planning Updates (if applicable). Mmoo Error! Bookmark not defined.

7. Plan of Care Amendments ..............c..oco. - coevevvenseensiassienenees Error! Bookmark not defined.
Policy 010: Safety Planning Policy, Rights esponsibilities, and Secure De-escalation Policy

................................................................... w Error! Bookmark not defined.

10.1 Purpose........ccooccvvceeenicrneenn, N o Error! Bookmark not defined.

10.2 Additional Authority ...... g ... B-..c oo Error! Bookmark not defined.

S EHCHS v s o - IISRRSURSINEEY, (U, WSS PP Error! Bookmark not defined.

10.4 Responsible Party ... Error! Bookmark not defined.

10.5 DEfiNtioNS ..ol e Error! Bookmark not defined.

10.6 Policy Statemu .................................................................... Error! Bookmark not defined.

10.7 Policy Detail Qe 0o et Error! Bookmark not defined.

Rights of Childre ..................................................................... Error! Bookmark not defined.

10.8 Proced Q, .............................................................................. Error! Bookmark not defined

10.8.1 : Ri S oCiSioN MaKING s Error! Bookmark not defined.

A. Ove of Complaint ProCeSS.........cccveueueureeeeierieeseeereeesiees Error! Bookmark not defined.

B.S TpB AT A BT e =y g L O Error! Bookmark not defined.

C OWIIP aid MONHOING ... Error! Bookmark not defined.

MENTALON. ...ttt Error! Bookmark not defined.

QQ view and ReVISION. ... Error! Bookmark not defined.

A0 BEfSrONCESs v mumminn s s s Error! Bookmark not defined.

0 Appendix 1: Rights and Complaints Procedures Review Form.......Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.



_ Residential Facility for Vulnerable Youth in Ontario

Appendix 2: Safety Plan Template........cnnnnnnanas Error! Bookmark not defined.
Appendix 3: Child Complaint FOrm ..........ccocccvenrniencceseeeceeee Error! Bookmark not defined. ®
Appendix 4: Complaint Investigation and Resolution Form.............. Error! Bookmark not defined.

Policy 011: Medication Policy: Medical and Dental Assessments, Treatments, and Medication @

Management... o i e e R R s s Error! Bookmark not define
PUIDOSE. ... e en e Error! Bookmark not ed.
Additional AUNOTIEY i s s st s Error! Bookmark fined.
DGO vy RS o o T S AT e Error! Bookm ﬁfined.
ResponSiDIe Party ..o e Error! Bogk t defined.
DfiNItIONS ... Error! B Nk not defined.
POlIGY STRBIMINN vt w s W ssais Error! %rk not defined.
11.1 Medical Examination within 72 Hours............c.ccooiiiinn Error! mark not defined.
;1 f.'2 ngal Examination within 6 Months Prior or 90 Days After Adn@Error! Bookmark not

efined.

rror! Bookmark not defined.

11.3 Immediate Medical Treatment Upon Admission................ 9. Ert
rror! Bookmark not defined.

11.4 Prescribed Medications and Ongoing Medical Treat

Procedure for Medical and Dental Care at [COMPANY NAME}, 4 Error! Bookmark not defined.

Review and Revision of Policy ... .......... Error! Bookmark not defined.
REfBrBNCES .cvivimivmnisivmisiinim i Q ........ Error! Bookmark not defined.
Appendix 1: Medical and Dental Examination Do&(&on Form ............ Error! Bookmark not
defined.
Appendix 2: Medication and Treatment Log .. ...................... Error! Bookmark not defined.
Appendix 3: Immediate Medical Treatment'Docéumentation............ Error! Bookmark not defined
Policy 012: Medical and Dental Care Documentatienrand Regular Health Intervals at[COMPANY
| Error! Bookmark not defined
PUIDOSE.....ieeeee e Error! Bookmark not defined
Additional Authority .................... Error! Bookmark not defined.
SEOPE R Error! Bookmark not defined.
Responsible Party ... it Error! Bookmark not defined.
DY SRIMIONIS 5. sossmsssmsinsss ssnesssis P rossosns emorsnsasis sssssestsnss  Baemssassonsosinsesess ois Error! Bookmark not defined.
Policy Statement .............. / .............................................................. Error! Bookmark not defined.
12.1 Record of Mer Dental Care.........cccoooovooroeeesreerrreoereeree Error! Bookmark not defined.
12.2 Medical Cirq\n ed at Regular Intervals................cc.c..... Error! Bookmark not defined.
Procedure for | and Dental Care Documentation and Regular Health Intervals .......... Error!
Bookmark n ed
Review affy oF PAlit¥ismuanennmmrsomsayms Error! Bookmark not defined.
Refereng ........................................................................................... Error! Bookmark not defined.
d Error! Bookmark not defined.

Error! Bookmark not defined.
Error! Bookmark not defined.

DBttt enns Error! Bookmark not defined.
QZponsible T Error! Bookmark not defined.
D eliniliONS s e TS Error! Bookmark not defined.
Policy Statement ..........cocereieierceceeee e Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.



_ Residential Facility for Vulnerable Youth in Ontario

13.1 Accessing Medical and Dental Care in the Community........... Error! Bookmark not defined.
Procedure for Accessing and Documenting Community-Based Care ........... Error! Bookmark no ¢
defined.
Review and Revision of PoliCy ... Error! Bookmark not defined.
RS B rENCOS e s o b s e o B ey s s Error! Bookmark not déefined.
Policy 014: Self-Medication PIan .........................ooooooo Error! Bookmark nhed.
PUMDOSE. ...t Error! Bookmark fined.
Additional Authority ......cvumunnimnmannannusiimemiwansi. Error! Bookm defined.
S0P -ttt en Error! Bogk t defined.
Responsible Party ..o e Error! B Nk not defined.
DEAMIIONS cruccimmmmrm i A A 33 Error! %rk not defined.
Policy. StataMBNE s rm s B S T s Error! mark not defined.
14.1 Conditions for Self-Administration of Medication..................... Er@ookmark not defined.
Procedure for Implementing Self-Medication Plans.......................... Q "Bookmark not defined.
Review and Revision of Policy ..., 0 r! Bookmark not defined.

RETEIEINCES ...t ee e e eeeans é-........Error! Bookmark not defined.
Policy 015: Serious Occurrences Reporting PoliCy ............ccccveucureeis {_Error! Bookmark not defined.
PURDIOEE v e eas 1o S e ST s s VR Error! Bookmark not defined.
Additional AUThOTILY ........ccooneriec e St e Error! Bookmark not defined.
SCOPE ... cteeeeeieerireeneresneeneeeessae s seae e ensseensse s Ul e e e s eenneen Error! Bookmark not defined.
Responsible Party ... A s Error! Bookmark not defined.
LT ———— o, R Error! Bookmark not defined.
Policy Statement ..........cc.ccc.c.courrerveeeione R, Error! Bookmark not defined.
15.1 Serious OCCUITENCeS ON Fle..............ooooooooeoseseerre Error! Bookmark not defined.

Error! Bookmark not defined.
Error! Bookmark not defined.
Error! Bookmark not defined.
Policy 016: Duty to Report Policy: Child,Protection Reporting on File .. Error! Bookmark not defined.

PUIPOSE. ...ttt ne e ns et eeees Error! Bookmark not defined.
Additional Authority ......... / ............................................................... Error! Bookmark not defined.
SO cosrammvmonss & ..................................................................... Error! Bookmark not defined.
Responsible Parglie: . oo ans s anmanans Error! Bookmark not defined.
DefiNtiONS ... et Error! Bookmark not defined.
PONN SR .. csvomsssoninssasssmsisss ARG s TSN Error! Bookmark not defined.
16.1 Chilg Reporting on File ccaannnmanan Error! Bookmark not defined.
or Reporting Child Protection Concerns..............cc.c...... Error! Bookmark not defined.
............................................................. Error! Bookmark not defined.
.............................................................................................. Error! Bookmark not defined.

ducation, Parental Involvement, and Cultural Identity ........ Error! Bookmark not defined.
OBC.....oveevveeeseesssesse s Error! Bookmark not defined.
................................................................................ Error! Bookmark not defined.
....................................................................................................... Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.



_ Residential Facility for Vulnerable Youth in Ontario

Responsible-Party vorssmummnnnnnnnasnnsuasm s Error! Bookmark not defined.
DEfINIHIONS ... e Error! Bookmark not defined. ¢
B G T EMII 1scoumssmmminsisas naamsasssohsosina R0 00 NS SRS Error! Bookmark not defined.

17:1 Notification of Absences ..couummnnnarnnsannannss Error! Bookmark not de

17.2 Maintenance of Academic Records...............ccccccorruucerrcciincnnees Error! Bookmark n:@

17.3 Parental Involvement in Education and Upbringing ................. Error! Bookmark not defined.

17.4 Instruction and Participation in Cultural Activities..................... Error! Bookmark not'defined.

n
Eh:;
3
)
o

17.5 Complaint Resolution Regarding Cultural Involvement............ Error! Bookmar

Procedure for Managing Educational and Cultural Involvement..... Error! Bodkn arkdot defined
RIS - ccvesmsovamses s R B S SR8 Error! B k not defined.
Policy 018: Food and Nutrition PoliCy ... Error! Bookmark not defined.
PUMDOSE. ...ttt se e Err lUma\rk not defined.
Additional AUHOTIEY: ....ccm i s ! Bookmark not defined.
ol o] TR «-- Enror! Bookmark not defined.
Responsible Party ... p or! Bookmark not defined.

DEANIIONS ..o %.......Error! Bookmark not defined.
PONCY SEAIEMENt ....voverecoeeeeeeeeeeescoeeeeeseeesseeseeseseseereseeseenreie. EFrOr! Bookmark not defined.
18.1 Special Dietary Requirements and Modified Meal@ ........ Error! Bookmark not defined.
18.2 Special Foods as Recommended by Medica&%lonals Error! Bookmark not defined.
18.3 Food Allergies, Balanced Diet, and Emerg@cedures Error! Bookmark not defined.

18.4 Access to Food and Kitchen Facilities... S, .. @ oo Error! Bookmark not defined.
Procedure for Food and Nutrition Managemen i D Error! Bookmark not defined.
PR TRTRITRRIE uuvussnsnssconiammmssonsssiss oSSR iaiR ............................... Error! Bookmark not defined.
Policy 019: Resident Complaints Policy........mm.......ccccoociiiiniincines Error! Bookmark not defined.
PUIPOSE....ciieee e @ ....................................... Error! Bookmark not defined.
Additional AUthOFty .............. Q ............................................ Error! Bookmark not defined.
SEEPE v & ..................................................... Error! Bookmark not defined.
Responsible Parties ... ...t Error! Bookmark not defined.
DefiNtIONS......ocvireireirel e Error! Bookmark not defined.
Policy Statement Error! Bookmark not defined.
19.1 Opening and ing Written Communication................... Error! Bookmark not defined.
19.2 Removal Wer Material ..........cceeveerreeeieeeieeeeeeeeeenens Error! Bookmark not defined.
ofy IS v rmsarsssmass s s s R BN SRS P TR Error! Bookmark not defined.

Gumentation and Follow-Up ..................ccccocooe.. Error! Bookmark not defined.
..................................................... Error! Bookmark not defined.

r Communication and Complaints Management....... Error! Bookmark not defined.
.............................................................................................. Error! Bookmark not defined.
OProvision of Appropriate Clothing for Residents..................... Error! Bookmark not defined.
.................................................................................................... Error! Bookmark not defined.
................................................................................ Error! Bookmark not defined.
....................................................................................................... Error! Bookmark not defined.
.................................................................................. Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.



_ Residential Facility for Vulnerable Youth in Ontario

Policy 021: Discipline and Intervention, and Physical Restraint Policy . Error! Bookmark not defined.

Definfions s e Error! Bookmark not defined.
Policy Statement .........cccocuereireieereeeee e Error! Bookmark not defined.
20.1 Clothing Provision and Documentation................c.ccccccvccinicnenee Error! Bookmark not defined.

P OB U S i s e B o s st Error! Bookmark not de
RETEIENCES ..o seeeee e ee e ene e seeen Error! Bookmark nx .

PUTIOBB v s R S st Error! Bookmark'notdefined
Additional AUTROTITY ......c.c.ociieiere e Error! Book ot defined
SCOPE ...ttt Error! Bookmark'not defined
ReSpOnSIDIE PaIY . wiii s i Error! 1ark not defined.
Definitions s e Error! ark not defined.

Policy Statement..........ccouoceicrce e Err mark not defined.
21.1 Record of Use of DiSCIPING.....cciia i ! Bookmark not defined.
21.2 Physical Restraint — Record of Use..............cccccccoiis «---Error! Bookmark not defined.
21.3 Physical Restraint — Debriefing Process........................ 4 or! Bookmark not defined.

21.4 Physical Restraint — Notification and Reporting.......... " %.......Error! Bookmark not defined.

21.5 Ongoing Monitoring and SUPPOM .........ccoooecceeoseccoeeoesecoe .Error! Bookmark not defined.
ProCedUIeS ... ..ottt @ ........ Error! Bookmark not defined.

P BSOS cuvsomsemss s A 2] & ~ ............ Error! Bookmark not defined.
Policy 022: Cultural Competency Policy ..............c.......... \ ................. Error! Bookmark not defined.
* Error! Bookmark not defined.

Error! Bookmark not defined.
Error! Bookmark not defined.

Error! Bookmark not defined.

@ Error! Bookmark not defined.

olicy SIAEIIBIT oo smmammug S ot Error! Bookmark not defined.
22.1 Cultural Competency N g Needs and Informing the Child........ Error! Bookmark not
defined.

22.2 Cultural Competency — kicensee Program Description........... Error! Bookmark not defined.

22.3 Religious Inclusion —%grams Addressing Religious Needs................ Error! Bookmark not
defined.

Procedures........... \ .................................................................... Error! Bookmark not defined.

Policy 023: Medicati and Monitoring s nasnnninans: Error! Bookmark not defined.

23.7 POICY .. it B et Error! Bookmark not defined.

23.8 Proce, £ ST —— Error! Bookmark not defined.

Policy 024: Aéﬁ HEalth RECOTTS.....o oo Error! Bookmark not defined.

24,1 PUEDOSE...........ooeveoeeeeeeeeeeeeeeeeeeeeeeee e Error! Bookmark not defined.

AGEIONG! AUTNOTILY ..o Error! Bookmark not defined.

24 oo Error! Bookmark not defined.

PESHONSIBIE PANY svmmmnmmmm s Error! Bookmark not defined.

QS [T 1101 (o o < Error! Bookmark not defined.

0 e B B0 [ R Ty - L SRSV, Error! Bookmark not defined.

24 7 PolCY o Error! Bookmark not defined.

9

© 2025 The Write Direction Inc. All rights reserved.

L 4



_ Residential Facility for Vulnerable Youth in Ontario

24.8 Procedlre cmnmsmnmms s s s p e T Error! Bookmark not defined.

24.9 REfEreNCES ...ttt Error! Bookmark not defined. ¢
Policy 025: Prescription Medication Management............c..coccovcvnciciiinnnee. Error! Bookmark not defined.

L oo - T Error! Bookmark not de

25.2 Additional AUthOTItY .............ccoovumrriiinreis e Error! Bookmark n:@

25.3 SCOPE ....oeiieiierieiseieis st en Error! Bookmark not defined.

25:4 Resporisible Pary ....couannmnnanninunnnsinain. Error! Bookmarknhot'defined.
25.5 Definitions ........c.cvieeeee Error! Bookmar

n
Eh:;
3

)

o

25.6 Policy Statement...........cccooiireeiiieieeeeee e Error! Bookmarkdot defined
DB PR vcivvvimassvrssoaruasnias oo s s RS G TS Error! B rk not defined.
25.8 Procedlre s s s s p e T Error! m ark not defined.
25.9 REfEIENCES ...ttt e Error! mark not defined.
Policy 026: Short-Term Absences and Medication Management............. ! Bookmark not defined.
L o T o ] «---Error! Bookmark not defined.
26.2 Additional AUthOIIEY ........cooevireirieee e, y or! Bookmark not defined.

26.3 SCOPE w..vvooveeeeeeeseeeeseses e %.......Error! Bookmark not defined.

26.4 RESPONSIDIE PAMY ......ooooeeeeeeeeeee oo .Error! Bookmark not defined.
26.5 DefiNitions ........cccvvieiiriee e @ ........ Error! Bookmark not defined.
26.6 Policy Statement............cccoococeocicciiccinicicnnnes & ~ ............ Error! Bookmark not defined.
267, PO wnmvmmmsmmmavmnsa s srs s iy \ ................. Error! Bookmark not defined.
26.8 Procedure ...y _ Error! Bookmark not defined.

26.9 ReferenCes ... eeeeeeceeece e s e ) Error! Bookmark not defined.
Policy 027: Attendance at Scheduled Medical ABpoik
L o] R e Error! Bookmark not defined.
27.2 Additional Authority ...................... @ ....................................... Error! Bookmark not defined.

Error! Bookmark not defined.

07.3 SCOPE 1vrreerseseesesessens Q ............................................ Error! Bookmark not defined.
27.4 Responsible Party ...... & ..................................................... Error! Bookmark not defined.
27.5 DEfiNItIONS ... Error! Bookmark not defined.
27.6 Policy Statement Error! Bookmark not defined.
2T BONOY ool et oo oo oS s o S i 0% Error! Bookmark not defined.
27.8 Procedure..... & .................................................................... Error! Bookmark not defined.
27.9 ReferenCes. o i, . oottt Error! Bookmark not defined.
Admiigsion and Notification Procedures.................... Error! Bookmark not defined.
T R R T e Error! Bookmark not defined.
OFILY ettt Error! Bookmark not defined.
........................................................................................... Error! Bookmark not defined.
......................................................................... Error! Bookmark not defined.

28.1 Purg)s
28.2 Addi

....................................................................................... Error! Bookmark not defined.
............................................................................ Error! Bookmark not defined.
............................................................................................... Error! Bookmark not defined.
....................................................................................... Error! Bookmark not defined.
..................................................................................... Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.




_ Residential Facility for Vulnerable Youth in Ontario

Policy 029: Transfer of Medication and Medical Records .............ccco...... Error! Bookmark not defined.
PUMDOSE. ...ttt se e Error! Bookmark not defined.
Additional AUHOTIEY: ....ccm i s Error! Bookmark not defined.
S COIPIO cosiae O ess Error! Bookmark not de
Responsible Party ... Error! Bookmark n
B! {31 ({07 3] J P S Error! Bookmark not defined.
PONCY SEALEMENT ... eeeees e seeees oot Error! Bookmar@fined.
POLCY ...t e Error! Bookm defined.
PrOCEAUIE ...ttt Error! Bo ot defined.

= T OO Error! Bﬂ not defined.
Policy 030: Identity Policy: Services to Children and Identity Related Support Gr ! Bookmark not
defined.

PUMDOSE. ...ttt se e Er@ookmark not defined.
AIHIONG AUTROTIY ..o eens e Q "Bookmark not defined.
DI v Vo A S TSR R 0 r! Bookmark not defined.
Responsible Party ... é-........Error! Bookmark not defined.
DFINHIONS ... {Error! Bookmark not defined.
POlCY STAEMENE .........ooeooeeeeeeeeeeeee oo @ ........ Error! Bookmark not defined.
PONCY ..o \ ............ Error! Bookmark not defined.
PrOCEAUIE ........oooeeeieio e e \ ................. Error! Bookmark not defined.
REfErentEs i & ...................... Error! Bookmark not defined.
Appendix 1: Child’s Case Record Templat@. & ...........cccoocoveeenee Error! Bookmark not defined.
Signatures and ReVIeW ...........cocceeeree A B oo Error! Bookmark not defined.
Policy 031: Mechanical Restraint Policy...............c.ccccoooiiii Error! Bookmark not defined.
J1.8 Policy :vnnvmninimmmsaim @ ...................................... Error! Bookmark not defined.
31.9 Procedure..............ccccceenee. N o Error! Bookmark not defined.
31.10 Review and Evaluatio &n of Treatment.................. Error! Bookmark not defined.
31.11 Reporting and Recorﬁe{&g ................................................... Error! Bookmark not defined.
31.12 Staff Training......coovoeee et Error! Bookmark not defined.
31.13 Plan for PASD USE.4"......ooieieereeeeseeei e Error! Bookmark not defined.
31.14 Special Cons&ﬁons for PASD and Mechanical Restraints.............. Error! Bookmark not
defined.
31.15 Retentio TS e T Error! Bookmark not defined.
Policy 032: Mecha straints Planning in Secure Treatment Programs ........ Error! Bookmark not
defined.

Error! Bookmark not defined.
Error! Bookmark not defined.
Error! Bookmark not defined.
(0o =TT OO Error! Bookmark not defined.
RO N L AURROFILY cvovssvimsiausvsvmmams s o s v vy GV i 0% Error! Bookmark not defined.

O D e e T S Error! Bookmark not defined.
Q RESPONSIDIE PAMIES ........ooovvoeeoeeeeeee e Error! Bookmark not defined.
D BTV GHNG s comrsmvis mecs e svwinsimsnss oe oo v S S A RS G S B A Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.

L 4



_ Residential Facility for Vulnerable Youth in Ontario

6. Policy StatomBit o s s S s Error! Bookmark not defined.
7. POlCY DELaIlS.......ooeiie s Error! Bookmark not defined. ¢
5T 21 (0ol T[] (- e R A SRR Error! Bookmark not defined.
9: Raview and ReviSiOncovrammersraprmramsymmms Error! Bookmark not de
10, REIEIBNCES ... Error! Bookmark n:@
1 A pproval SIgNatINES: e s e Error! Bookmark not defined.
Sochon 2LUBE POGIEE . s s s s s S ooy e Error! Bookmarknot'defined.
Policy 034: Pre-Service Qualifications PoliCy ..........cccoocouiveieeeiricncinnens Error! Bookm defined.
Policy 035: Police Records Check POliCY ...........cccoveiercciccicieieens Error! Bo ot defined.
Policy 036: Emergency and Fire Safety Policy ..., Error! Bﬂ not defined.
Policy 037: Residence Maintenance PoliCy ... Error! Beokmark not defined.
1. PUMPOSE ..ottt Err mark not defined.

2. Additional AUNOMRY ..o nsamsisisa s imnmiasmimis ! Bookmark not defined.
B BROI0 s owsasens s O o TS A SRSV «-- Enror! Bookmark not defined.
4. Responsible Parties..........cv e : \'or! Bookmark not defined.
5. Defmltlonsrrorl Bookmark not defined.
G Policy STHEMBT. . comwmmnmmmmmsavissasmma g N Error! Bookmark not defined.
7. Policy DetailS........cocvveeinicieieceee ) ..i........Error! Bookmark not defined.
B PIOCRCUE .. ommemmmimsnismmesmtssaus i s s 'N ............ Error! Bookmark not defined.
Review and RevViSion ..........ccccooiinieenieineeiene \ ................. Error! Bookmark not defined.
References nummnnrnmainigs Error! Bookmark not defined.

Approval Signatures Error! Bookmark not defined.

B [1]0]0) ([0 FICSUSIENRES RS IPRS fopn.. Error! Bookmark not defined.
Policy 38: Financial Administration Policy.... Error! Bookmark not defined.
PUIDOSE. ... Error! Bookmark not defined.
Additional Authority ..................4 Error! Bookmark not defined.
SEEPE s Error! Bookmark not defined.
ResponsiDIe Party ..o e Error! Bookmark not defined.
DefiNtIONS......ocvireireirel e Error! Bookmark not defined.
Policy Statement Error! Bookmark not defined.
Policy Sections........ T Error! Bookmark not defined.
Detailed Proce% ......................................................................... Error! Bookmark not defined.
Review and i o] {8 =05] [[ o) R R Error! Bookmark not defined

F{eferencgs..é .............................................................................. Error! Bookmark not defined.

© 2025 The Write Direction Inc. All rights reserved.




L 4

&
&

Q
&

Residential Facility. for Vulnerable Youth

ntario
POLICIE& PROCEDURES MANUAL

\./ -
N
O

<
Q\Q
O

R
05\
O

© 2025 The Write Direction Inc. All rights reserved.




_ Residential Facility for Vulnerable Youth in Ontario

Policy 001: Administrative Structure Policy .
1.1 Purpose of the Manual 0

The policies and procedures outlined in this manual are designed to provide clear and com @Ve
guidance for[COMPANY NAME], a residential facility for vulnerable youth. The primary goal is re
compliance with the Children, Youth, and Families Services Act, 2017 (CYFSA) and other_applicable
regulations governing the care and well-being of youth in Ontario. By adhering to t olicies,
[COMPANY NAME] demonstrates its commitment to fostering a safe, supportive, nurturing
environment for all residents.
 /

This manual serves to ensure that [COMPANY NAME] operates in align N all legislative
requirements, maintains high standards of care, and provides a structured fr% for operations.
Through consistent application of these guidelines, [COMPANY NAME] creat environment where
safety, dignity, and personal growth are prioritized for each resident. Additio his manual acts as
a vital resource for staff, outlining specific roles and responsibilities to ens@gulatory compliance.

1.2 Scope ¢ &
~N

The policies and procedures contained within this manual %- all individuals connected to
[COMPANY NAME], including the licensee, staff, residents, familigs, and partnering agencies. The
purpose of these guidelines is to clarify roles, expectatio nd the processes necessary for the
successful operation of the residence.

The manual guides day-to-day operations, address@us aspects of care, including intake,
ongoing support, and discharge. All staff and stakehelders’are expected to refer to this document to
ensure consistency in decision-making and the “ear vided. The policies aim to safeguard the
physical, emotional, and psychological well- residents, all while upholding their rights as
enshrined in the CYFSA.

1.3 Organizational Overview Q

ovide a safe, nurturing, and stable home for youth

[COMPANY NAME] was establis
i ing trauma, neglect, and behavioral challenges. The mission

experiencing difficult circumstance
of [COMPANY NAME] is to

Guided by principles of empa% respect, and individual empowerment, [COMPANY NAME] offers
culturally sensitive and triuma formed care. The organization recognizes that each youth comes with

a unique background, a rvices are tailored to meet their physical, emotional, and developmental

needs. By working clo the youth, their families (when appropriate), and external supports,
[COMPANY NAME]‘aims toifoster resilience and self-sufficiency.

Mission:

=S
00
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1.4 Organizational Management

The management structure of [COMPANY NAME] ensures that all services are delivered efficiently and
in full compliance with regulatory frameworks, particularly the CYFSA. The leadership team is headed

Organizational Structure

The leadership team also includes:

All staff members undergo ongoing professional development and training in trauma-informed
practices, cultural,competence, and crisis intervention to ensure high-quality, consistent care.

1.5 ServicejD@8cription

[COMPANY, NAME] provides specialized residential care for children and youth under the age of 18
who dresindneed of a safe, structured environment. The residence is designed to accommodate up to
founffesidents, with flexibility to adjust for special circumstances such as sibling groups or high-risk
cases. [COMPANY NAME] offers

15 | POLICIES AND PROCEDURES
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1.5.1 Trauma-Informed and Culturally Competent Care

[COMPANY NAME] adopts a trauma-informed approach that recognizes the impact trauma has on

outh development and behavior. This

1.5.2 Family-Centered and Individualized Care Plans

Every resident at [COMPANY NAME] receives a personalized care

1.5.3 Therapeutic Milieu

The environment at [COMPANY NAME] is designed to promotediealing, personal growth, and a sense
of safety for children and youth. Residents are encouraged toadevelop essential life skills, learn
emotional regulation techniques, and build healthy interpersonal relationships. Structured programming
is provided, focusing on communication, conflict resolution, and coping strategies. Residents also
participate in community-based activities, fostering social eonrections and a sense of belonging that
extends beyond the residence.

1.5.4 Support for High-Risk and Complex Needs

[COMPANY NAME] is equipped to provide care for children and youth with high-risk behaviors, mental
health challenges, and complex needs. The stafftare,trained in crisis intervention and skilled in working
with external mental health professionals and social workers to ensure that specialized services are
available when needed. Safety and emotignal support are paramount in handling these cases, with
interventions tailored to address each individual's unique needs.

1.5.5 Outcome-Focused Programming

The [COMPANY NAME] program is outcome-driven, with the primary goal of preparing residents for
successful reintegration into a more stable living situation, whether that be with their family, in foster
care, or transitionin i iving. Each care

Success is defined b

1.5.6 Community anéhCtitural Integration
A key component of tha [EOMPANY NAME] model is fostering connections between residents and their
community and’gultural resources.

1.6 Denngions
Keyterms used throughout the manual include:

= Resident: Any youth placed in the care of [COMPANY NAME].
* Placing Agency: An organization or individual responsible for placing the youth in care, which
may include child protection agencies, parents, or guardians.

16 | POLICIES AND PROCEDURES
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» Residential Care Worker: Staff responsible for the daily supervision and care of residents.
» Licensee: [COMPANY NAME], the organization holding the license to operate under the

CYFSA. 4
= Case Record: A compilation of all legal, medical, and personal documents pertaining to ea

resident. Q

1.7 Resident Records
O. Reg.

[COMPANY NAME] maintains detailed records for each resident, ensuring complianc .
156/18 of the CYFSA. All records are kept securely and are accessible only to authoriz nnel to
ensure confidentiality.

1.7.1 Resident’'s Name, Sex, and Date of Birth °
Complete and accurate records are maintained for each resident, including th I"hame, sex, and
o date.

date of birth. This information is collected during the intake process and kept b

e
e

1.7.2 Parent/Guardian/Placing Agency Contact Information
The contact details for each resident’s parent, guardian, or placing agen ecorded and verified at
the time of admission. Updates are made as necessary throughout‘h sident’s stay.

1.7.3 Social and Family History/Assessment on File \
A comprehensive social and family history is collected for ea t to inform individualized care
planning. This assessment is updated as needed to reflect any cha in the resident’s circumstances.

1.7.4 Reason for Admission Q
The reasons for a resident’s admission, including any N ehavioral concerns, are documented
e

in their case record. This information guides the care @ and is updated throughout their stay.
1.7.5 Legal Documents Concerning Admission

Any legal documents related to the admission of the resident are included in their case file,
ensuring full legal compliance.

1.7.6 Agreement for Service
An agreement for service is established fo resident, outlining the terms and expectations of their
care. This agreement is reviewed an regularly.

1.7.7 Court Experience/Involvem
Any involvement a resident has with egal system is documented, allowing the care team to provide

appropriate support during Iegﬂalyzcesses.

1.7.8 Experiences of Separati

Documentation of any simt separations from family or caregivers is maintained to help understand
the resident’s emotional

1.7.9 French Langu gces

French language are available for residents and families as required under CYFSA, ensuring
that communicati ctive for all parties.

1.7.10 Other, &nation
Any other inent information required by regulation or deemed necessary for the well-being of the
resident i ed in their case file.

18T d for the Children Residence

[C NAME] is a response to a recognized and pressing need for a residence dedicated to the
g of vulnerable youth facing significant life challenges. These children often come from

environments of instability, trauma, or neglect and may have experienced unsafe conditions in previous

esidences or homes. The purpose of [COMPANY NAME] is to address these critical needs by offering

© 2025 The Write Direction Inc. All rights reserved.
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a structured and supportive environment that provides a comprehensive range of services. The goals
are:

= Creating a Secure and Stable Environment: Children who have experienced instabilitytin
their previous environments require a safe and consistent residence to foster trust and security.
COMPANY NAME

herapeutic and Psychological Support: Many residents have endured traumatic
experiences, which can manifest as anxiety, depression, post-traumatic stresstdisorder
PTSD), and other behavioral challenges. [COMPANY NAME] offers access

= Developmental, Educational, and Social Needs: At [COMPANY NAME], .growth in social,
emotional, and academic areas is prioritized. Structured programs develop essential life skills
such as communication, time management, and personal care, preparing residents for self-
sufficiency. Residents are encouraged to engage in educational ag¢fivities, participate in group
sessions, and practice interpersonal skills in a safe, supervised gnvironment.

-Family and Cultural Connections: Recognizing the impartance of family and culture,

[COMPANY NAME] promotes the integration of family visiig.(where appropriate) to rebuild

relationships and strengthen bonds.

Community Engagement and Reintegration: Thelultimate goal is to prepare each resident
for eventual reintegration into family environments, foster care, or independent living.

By addressing these areas comprehensively, [COMPANY NAME] seeks to create a nurturing, healing
space that meets each resident's holistic needs.

1.9 The Description of the Needs of the,Children to be Served in the Residence

The children and youth at [COMPANY NAME] often have unique and complex needs resulting from
their life experiences. These needs argdiverse and require tailored, compassionate care to help each
child build resilience and gain stability.

- Emotional and Psychological Su

= Educational_and Cognitive Support:

= Physical and Medical Needs:
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= Social and Community Integration:

These diverse needs necessitate a collaborative and multidisciplinary approach, involving ¢aremworkers,
educators, healthcare providers, and mental health professionals working together to “support each
child’s overall well-being.

1.10 Residence Budget

The budget for [COMPANY NAME] is meticulously designed to cover all apgrational costs and provide
high-quality care for the residents. Each expense category is essential for maintaining a safe, nurturing
environment and ensuring the residence can meet the needs of every child,

Expense Category

Mortgage
Utilities

Cable and Internet

Gas for Vehicle

Staff Salaries

Food

Recreation

Toiletries and Personal
Care
Facility Maintenance

Healthcare and Medical
Supplies

Total Monthly Cost: _

This budget structuréensures that [COMPANY NAME] can consistently provide comprehensive care,
maintain its facilities, andwffer a range of supportive services that are crucial for residents' development
and well-being.

1.11 Basic Necessities

To fulfill #tssmission, [COMPANY NAME] must maintain several key infrastructure elements, furniture,
supplies, and safety measures.
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Physical Infrastructure

Living Spaces:

Furniture and Equipment

Bedroom Furniture: Essential items include beds, dressers, nightstands, and storage units to
give each resident a personal, organized space.

Common Area Furnishings: Comfortable seating, tables, and recreational equipment (books,
games, and a television) foster socialization, creating a weleoming communal environment.
Recreational Supplies: [COMPANY NAME] provides resourges for both indoor and outdoor
recreation, including sports equipment, board games, and arts and crafts supplies, supporting
a balanced lifestyle and creative expression.

Personal Care ltems

Hygiene Supplies: Stocked toiletries such as‘“towels, soap, shampoo, toothbrushes, and
toothpaste ensure that residents’ personal care needs are met.

Medical Supplies: A well-stocked first aid4kit and any specialized equipment required by
residents are maintained for immediate access.

Staff Resources

Qualified Staff: The residencefemploys staff trained in trauma-informed care, crisis
intervention, and conflict resolutionfefensure residents receive appropriate and empathetic
support.

Ongoing Training Programsz, Continuous professional development in areas such as
emergency preparedness, ‘medication management, and cultural competency is provided to
ensure staff meet regulatory and care standards.

Comprehensive Safety Measures

1.

Individualized Safety Plans: Each resident has a customized safety plan that accounts for
their unique needs, which may include strategies for de-escalation or protocols for specific
health issues:

2. Routine Safety’Audits and Incident Management: Regular inspections and proactive
management ofiany safety concerns are conducted to mitigate risks.

3. EmergencyiPreparedness: Emergency plans are established, including clear evacuation
proceduresy periodic drills, and contingency plans for various scenarios (e.g., fire, power
outagesymedical emergencies).
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Policy 002: Admission Policy

Effective Dates: [Insert Effective Date]

2.1 Purpose

Reviewed and Revised Dates: [Insert Reviewed/Revised Dates] \Q

t 3
placement is safe and suitable for both the child and existing residents. %:

2.2 Additional Authority: @

= Ontario Regulation 156/18, s.86.1 & \*

= Ontario Regulation 156/18, s.86.2
2.3 Scope D

This policy applies to all children and youth being consid acement in [COMPANY NAME],
as well as all staff involved in the assessment and admis ocess.

2.4 Responsible Party *

The Residential Care Manager at [COMPAN is responsible for administering and enforcing

this policy. Contact: [Insert Contact Information

2.5 Definitions:

= Licensee: The organizatigmual holding the license to operate the residential setting.

= Placing Agency: The o on or individual responsible for placing the child in the
residential setting.

= Safety Plan: A detailed plan designed to mitigate risks and ensure the safety of the child and
others in the residentiaﬁting.

2.6 Policy Stateme \

[COMPANY NAMEJ
and youth. The prd=ad
setting can meetithe
aligns with Ontario R
practices’.

mitted to providing a safe and supportive environment for troubled children
ion assessment is a critical process to evaluate whether the residential
diate needs of the child and ensure their safety and well-being. This policy

'o 56/18, 5.86.1(5)(10)
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2.7 Policy

2.7.1 Content of Assessment:

1. The Residential Care Manager ensures that the child's case record includes a comprehensive
written report with the date of completion, demonstrating an evaluation was undertaken, prior
to the decision to place the child. This report includes:

o}
o

a
a

o]
2. The Residential Care Manager also provides details{@fitraining completed by the staff who will
provide direct care to the child in like with.
2.7.2 Written Report Provided to Placing Agency - Needs:

Q

1. The Residential Care Manager ensures tHechild's case record includes a written report
based on the evaluation of the child's néeds, summarizing:

o
a

o o

‘

2. The Residential Care Manager imwriting confirms that the written report is shared with the
placing agency or person propesing-to place the child before an admission decision is made.

C. Written Report Provided to Placing Agency - Other Individuals/Training:

1. The Residential Care Manager after filling out the form in Appendix 2, comes up with a written
report that summarizes:
o

—

Q

@]

n

Documehntation,gonfirming the sharing of this report with the placing agency.

3. The Residential Care Manager in writing confirms that the written report is shared with the
placing agency.

4. Ingproviding the report, the Residential Care Manager ensures that no personal information is

disclosed.

D. Conditions on Placement:

1. The Residential Care Manager at [COMPANY NAME] ensures that:

20. Reg. 156/18, 5.86.1(7)(10)
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O

E. Information Gathered within 30 days:

1. The Residential Care Manager collects the following information within 30 days ofdhe child's
admission if not already collected during the pre-admission assessment:

2.8 Procedure

2.8.1 Pre-Admission Assessment Procedure:
1. Initial Contact:

a. Upon receiving a referral for placement, the Residentiall€are Manager promptly schedules an
initial meeting with the placing agency or individual. This megting is crucial for gathering
preliminary information about the child to understanddhe immediate and specific needs that
will influence the suitability of the placement.

b. The Residential Care Manager collects the following.details during the initial contact:

2. Evaluation Process:

a. The Residential Care Manager,‘inycollaboration with relevant staff, conducts a thorough and
detailed evaluation of the'chilg's immediate needs. This comprehensive evaluation includes,
but is not limited to, the following aspects:

Medical History:

i. Psychologieal History:

Educational History: [

Social History: [
1

b. “Risk Assessment: The [COMPANY NAME]’s team evaluates any potential risks posed by
the'child's behavior to themselves or others. This includes identifying behaviors that may
require specific safety measures to ensure the well-being of all residents.

c. Compatibility Review: Reviewing the profiles of current residents to evaluate potential
impacts on care and ensure compatibility. This includes assessing:
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3. Training Review:

a. The Residential Care Manager ensures that all staff members who will provide direct care,to
the child have completed the necessary training related to the child's specific needss This
training review will include:

Verifying the completion of mandatory training programs relevantio the care and
support of the child.

ii. Ensuring staff are trained in handling specific medical, psychologigal,.and behavioral
issues that the child may present.

iii. Assessing the need for additional training or refreshers to adequately prepare staff for
the child’'s arrival.

4. Report Preparation:

a. The Residential Care Manager prepares a comprehensive written report that includes all
required information as specified in O. Reg. 156/18, .86.1(8)(10). This report will document:

The child’s immediate developmental, emotignal; social, medical, psychological, and
educational needs.

i.  Any behaviors posing risks and the corrésponding safety measures.

ii.  Anoverview of the child’s backgroundand the circumstances necessitating
residential care.

iv. Information about current residents:and the potential impact on their care.
v.  Details of the training completed, by, staff.

5. Report Sharing:
a. The Residential Care Manager @nsures the written report is shared with the placing agency or

individual before an admisgion degision is made in line with Ontario Regulation 156/18,
5.86.1(3)(a)(b)(10)*. Thiséprosess includes:

2.8.2. Post-Admission Follow-Up:
1. Initial 30 Days:
a. Information Collection: Within 30 days of the child's admission, the Residential Care

Manager ensures that all additional required information is collected and documented in the
child's case record. This includes:

30. Reg. 156/18, 5.86.1(3)(a)(b)(10)
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b. Care Plan Update: The child’s care plan is reviewed and updated based on any new
information gathered during the first 30 days. This involves:

Review and Revision

This policy shall be reviewed and revised annually, or as necessary, to e@nsure compliance with
regulatory requirements and to reflect changes in organizational pragtices. The Residential Care
Manager is responsible for initiating the review and revision process.

References

= Ontario Regulation 156/18, s.86.1
= Ontario Regulation 156/18, s5.86.2

Policy Review and Approval

This policy shall be reviewed and approved by thesfCOMPANY NAME] Board of Directors.
= Any amendments to this policy shall be documented and approved by the same authority.

Approval Signatures

= Residential Care Manager; Date:

Policy Distribution

« Copies of this policy shall be distributed to all employees and relevant personnel.
= Anelectronic copyshall be available on the [COMPANY NAME] intranet.
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Appendix

[COMPANY NAME]

APPENDIX 1: Pre-Admission Assessment Written Report

Child’s Information:

= Name:
= Age:
= Gender:

Placing Agency/Individual Information:

= Agency/Individual Name:
= Contact Person:
= Contact Information:

1. Evaluation Summary

A. Information Used to Complete the Evaluation:

B. Immediate’Needs and Plan to Meet Them:
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2. Emotional Needs:

3. Social Needs:

4. Medical Needs:

5. Psychological Needs:

6. Educational Needs:
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C. Immediate Needs the Setting Cannot Meet and Alternative Plans:

2. Confirmation of Report Sharing

A. Documentation of Report Sharing:

B. Confirmation of Receipt by Placing Agency/Individual;

Residential Care Manager:

Notes

= This form must be completed and included in the child's case record before an admission
decision is miade:

= Ensure all'sections are thoroughly filled out and accurate.

« The Residential’Care Manager is responsible for ensuring the completion and sharing of this
reports

Distribution:
= “Lhis report shall be shared with the placing agency or individual as part of the pre-admission

progess.
= A copy of this completed form shall be retained in the child’s case record.
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APPENDIX 2: Pre-Admission Assessment Written Report- Other Individuals/Training

Child’s Information:

Placing Agency/Individual Information:

1. Summary of Current Residents

A. Number of Children and Adults Receiving Care:

B. Profiles of Current Residents:

C. Summary of Needs, Services, and Supports:
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2. Staff Training Details

A. Relevant Training Provided to Staff:

3. Confirmation of Report Sharing

A. Documentation of Report Sharing:

B. Confirmation of Receipt by Placing Agency/Individual:

Residentiak€are Manager:
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Notes:

decision is made.
= Ensure all sections are thoroughly filled out and accurate.
The Residential Care Manager is responsible for ensuring the completion and sharix'

= This form must be completed and included in the child’s case record before an admission 0’

report.

Distribution: Q

= This report shall be shared with the placing agency or individual as part Q@dmission
process.

= Acopy of this completed form shall be retained in the child’s case recorn&

<
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Policy 003: Security Policy: Daily Log for Documenting Health, Safety,
and Well-Being

3.1 Purpose

The purpose of this policy is to ensure that [COMPANY NAME] maintains thorough, accuratepand real-
time daily logs of events or incidents affecting or potentially affecting a resident's health, safety, or
overall well-being. These logs form a vital part of daily care management and contributesto a proactive
approach in maintaining a safe, nurturing environment for every individual in care.\The practice of
comprehensive logging supports continuous communication between staff, guarantees prompt
attention to any concerns, and aligns with the regulatory standards governing residential care.
[COMPANY NAME] emphasizes this documentation as a core responsibility tossafeguard the physical
and emotional welfare of each resident and to ensure that all significant l@ccurrences receive the
necessary attention and follow-up.

Daily logs serve as a critical tool for capturing the experiences and ghallenges faced by residents,
enabling staff to respond appropriately and in a timely manner.glhisysystematic documentation
strengthens internal communication, aids in case reviews, and gAsuresstransparency in [COMPANY
NAME]'s service delivery. Additionally, it fulfills regulatory obligations under Minister's Regulation 96
clause (2)(f) and supports the organization’s commitment to the*high standards of care expected in
residential settings.

3.2 Additional Authority

Minister’s Regulation 96(2)(f) — Requifemients for documenting events that affect or may
affect a resident’s health, safety, or well-being'in a residential facility.

ii. Residential Care Standards Act (RCSA), 2018 — Governing legislation for the care and
protection of residents in communitygiving environments.

iii. Ontario Regulation 164/19, s.87.3 #Séts forth residential care standards and documentation
requirements for care providers,

3.3 Scope

This policy applies to all residents of [COMPANY NAME] and covers any and all events, incidents, or
situations that could impagtitheir health, safety, or well-being. Staff across all roles—ranging from direct
care workers, case managersgadministrative staff, and the Residential Care Manager—are responsible
for adhering to this pelicy iftsdocumenting and reporting incidents. The policy encompasses observed,
reported, or suspected‘@ecurrences and requires full compliance with logging procedures, regardless
of the nature or pefeeived severity of the event.

3.4 Responsible Party

The Residential Care Manager

Ihe\Residential Care Manager
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For further inquiries or clarification about logging protocols, the Residential Care Manager can be
reached at:

[Insert Contact Information]

3.5 Definitions

Daily Log: A written or electronic record maintained on a daily basis to documentany event,
incident, or situation that has the potential to affect the health, safety, or well-being of a resident
at [COMPANY NAME].

3.6 Policy Statement

[COMPANY NAME] is dedicated to maintaining the highest standards of care to ensure the safety,
health, and well-being of each resident. As a key €lement of this commitment, all staff document daily
events that could potentially impact the residents.. This process supports continuity of care, facilitates
communication among staff, and provides a_clear record for external review, when required. Every
recorded event is subject to regular review to ensure that concerns are appropriately addressed and
that all care plans reflect the most recent resident needs.

[COMPANY NAME] fosters a culture of respansibility where all staff members are not only participants
but key contributors in ensuring a securetand nurturing environment. The process of daily logging
contributes significantly to this misgion, helping to track the well-being of each resident and addressing
any concerns in a timely and effegtivesmanner.

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

1. Event Documentation:
a. » Every staff member documents any event that affects or has the potential to affect a
resident’s health, safety, or well-being. The types of events recorded include:

Health:

b. For each event, the following details are documented:
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2. Serious Occurrences:

a. Events categorized as serious, such as allegations of abuse or severé ifjury, are
immediately escalated to the Residential Care Manager. In these cases; siaff:

3. Daily Review and Follow-Up:

a. The Residential Care Manager reviews all daily logs‘at.the’end of each day to ensure

accuracy and completeness. In cases wherel further” clarification is needed, the
manager follows up with the staff member res

4. Staff Communication:
a. Logs form a central part of communication

5. Communication with External Parties:
a. The Residential Care Managemensures timely communication with parents, legal

guardians, or placing agencies reiardini ani siinificant event that mai imﬁact the

resident’s health or safety.

3.8 Procedure
3.8.1 Daily Logging Process

1. Shift Initiation: Daily Kog Review at Start of Shift

a.

2. I Real-Time Documentation Throughout Shift

a. Throughout their shift, staff members document any event or incident that may affect a
resident’s health, safety, or emotional well-being. This documentation takes place
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immediately following the event to ensure accuracy and completeness. Staff are

b. Every entry is made in real time, either in written logs or through the electrohic
logging system (depending on the facility's

c. Forincidents with delayed effects (e.q., gradual worsening of a medical condition), staff
document

3. Details to Include in Each Daily Log Entry
a. Every event documented must include specific, standardized, details to ensure
consistency and clarity in reporting. Each entry must contain:
i. Date and Time:
ii. Resident Information:

iii. Description of the Event:

iv. Health Observations:

V. Staff Actions Taken: The immediate actions taken by the staff member,
including:

Communication Logmpbocumentation of any communication with parents,

Vi.
legal guardians, placing agencies, or medical professionals. This should
include:

vii. Follow-up Agtions: Any necessary actions taken after the immediate

response, such as arranging for a medical appointment, modifying a resident’s
care planj or notifying external agencies.

4. Types of Incidents That Require Documentation

Every type,of incident that may impact a resident’s well-being is documented. These

a. Medical Incidents:

ix. . Medical incidents encompass any situation where a resident’s physical health
is compromised, or a medical intervention is required. These include:

= |Injury:

= |llness:
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b. Behavioral Incidents:

ii. Behavioral issues are carefully documented to ensute,that,appropriate
interventions can be applied and tracked over time. Theseumay include:

c. Environmental Incidents:

iii. Any safety hazards‘@erenvironmental conditions that may affect the health or
safety of residents‘@re documented. This could include:
= Fire Alarm Activations:

and any issues
encountered during the process.
Broken Equipment or Facility Damage:

= Natural Disasters or Extreme Weather:

d.“Well-Being Concerns:

iv. Changes in a resident’'s mental or emotional well-being are also critical to
document, especially if the change is negative or sustained over a long period.

= Emotional Suiiori: Ani Erovision of emotional or ﬁsicholoiical

interventions, is documented.

= |solation or Withdrawal: If a resident beiins to withdraw from social

resident to a mental health professional.
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3.8.2 Serious Occurrences

1. Identifying Serious Occurrences
a. A serious occurrence involves incidents that demand immediate reporting to“the
Ministry of Children, Community, and Social Services or other regulatory bodies.
These include:

2. Immediate Response Protocol
a. Upon identification of a serious occurrence, staff immediately ngtify the Residential
Care Manager, who coordinates the necessary response, incliding filing the Serious
Occurrence Report with the Ministry. The steps for respanding include:

3. Documentation of Serious Occurrences
a. Each serious occurrence is documented, comprehensively within the daily log,
ensuring:

4. Post-Incident Review
a. After a serious ogcutrence, the Residential Care Manager conducts a full debrief with
the staff involved, ensuring that all necessary corrective actions have been taken, and
that the incident issproperly documented for future reference.

3.8.3 End-of-Shift Reviewiahd Supervisor Oversight

1. End-of-Shift Log Review
a. At_the end of each shift, the Residential Care Manager or designated Shift
Superyisor reviews the daily log entries to ensure completeness and accuracy. This
feview involves:
i
i.

iii. Verifying the accurac

2.y Daily Summary Meeting
a. Supervisors may conduct end-of-shift summary meetings with staff to discuss the
key incidents of the day, assess the effectiveness of interventions, and determine
whether any incidents require immediate escalation or further attention.
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3.8.4 Monthly Log Review and Analysis

1. Monthly Audit Process
a. The Residential Care Manager undertakes a full audit of daily logs on a monthly/basis
to identify patterns, trends, or emerging concerns across residents. This review helps:

2. Action Planning and Follow-Up
a. After identifying trends or concerns during the monthly review, thelResidential Care
Manager develops action plans to address them. For example:

3.8.5 Staff Training and Competency Maintenance

1. Initial Training
a. All staff members receive comprehen8ive training on the daily logging process as part
of their onboarding. This training covers:

.

iv.

2. Ongoing Training and Refresher Courses
a. To maintain high standards,'ongoing training is provided periodically to refresh staff
knowledge on:

3.9 Review and Revision

The Residential Care Manager reviews this policy annually to ensure compliance with current
regulations and operational standards. Any necessary revisions are communicated to staff immediately,
ensuring that.all changes are effectively implemented in practice.

3.10 References

= Minister’s Regulation 96(2)(f) — Requirements for documenting events affecting resident
health, safety, or well-being.
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= Residential Care Standards Act (RCSA), 2018
= Ontario Regulation 164/19, s.87.3

3.11 Approval Signatures

3.12 Policy Distribution

A copy of this policy is distributed to all staff members and remains acces$sible electronically via
[COMPANY NAME]'s internal documentation systems.

Note to Readers:

Thank you for exploring this sample of our work. To ke@pfolir online showcase concise, we
have provided only a selection from this piece.

Should you be interested in viewing the completeiwork or explore more of our portfolio,
please don't hesitate to reach out. We're morethan®happy to provide additional samples
upon request.

Thank you,
The Write Direction Team
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