COVID-19 Operating Procedures for Childcare Families & Staff
(Version 6)
Please note this information was updated based on information currently available on
February 25, 2021 (changes since Version 5 are highlighted in yellow)
and is subject to change as per direction from Public Health Authorities.
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Introduction
Since the COVID-19 “Coronavirus” pandemic began, we at Kiwassa have been closely monitoring the constantly
evolving situation and following directions from all public and provincial health organizations so that our childcare
professionals, families and children can depend on us to provide a safe environment and continue our ongoing
commitment of service to the community. Although the health authorities continue to advise that all parents or
guardians who can, should care for their children at home, we understand that this may not be possible for everyone.
This document will highlight our COVID-19 Operating Procedures as we explore the needs and challenges associated
with the pandemic while providing safe childcare services.
Our operating procedures and prevention measures are in accordance with the advice and guidelines from:
• The Canadian Federal Government and its designates such as Public Health Authorities and Official Travel
Advisories,
• The British Columbia Provincial Government and its agencies such as The Ministry of Health, B.C Centre for
Disease Control, Ministry of Children and Family Development, Vancouver Coastal Health, Child Care Facilities
Licensing and WorkSafe B.C.

Preventative Measures: Keeping Children and Families Safe
Public Health Measures:
•
•
•
•
•

Any individual showing symptoms of COVID-19 or who has been identified by Public Health as a close contact
of a person with a confirmed case of COVID-19 is not permitted to enter any Kiwassa Childcare Centres.
We will continue to practice good hand hygiene and respiratory hygiene such as coughing in elbows instead of
hands and throwing tissues out immediately after use.
Families and caregivers must assess their children daily prior to drop off, using the Daily Health Check
(Appendix A).
If a child starts showing symptoms of what could be COVID-19, we will contact the child’s parent or caregiver
to come and pick them up as soon as possible, and they will go home right away and follow the Public Health
Guidelines, as outlined in this document.
If a staff person starts showing symptoms of COVID-19, they will go home right away and follow the Public
Health Guidelines, as outlined in this document.

Sign in/out Procedures for Families and Caregivers:
Parents and caregivers must assess their children daily for the presence of symptoms of COVID-19 prior to drop
off. All programs will have the sign-in/out table located directly in front of, or just inside the door of, the
childcare entrance, which may be moved from its usual location. All families will be asked to sign children in and
sign/initial that they have completed a Daily Health Check (Appendix A) upon arrival and prior to dropping their
children off each day. Children will be asked to enter through one door only.
• Parents and guardians will be allowed in designated areas only, and generally will not be allowed inside the centre.
• All parents, guardians and accompanying adults must wear a mask when dropping their children off.
• Parents must practice physical distancing when dropping off or picking up children – please ensure a distance of 2
metres between all adults not from the same household, and do not stay in the program area/playground longer
than necessary.
• Upon arrival and before leaving the program, children and staff must wash their hands.
• At this time, we are not providing snacks for children at any Kiwassa Childcare Centre, except Kiwassa Variety
Club Daycare. For children/families in need, individually wrapped snacks will be made available –
arrangements can be made through program staff.
• Children are NOT ALLOWED to bring any or toys or other things from home to share at the centres.
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COVID-19 Tests and Travel Restrictions:
These guidelines apply to both children, families, and staff members of the Kiwassa Childcare Centres.
• Children or staff cannot attend any Kiwassa Childcare Centres for at least 14 days if they or anyone in the
household has come in direct contact with someone who is confirmed to have COVID-19 or has been asked to
self-isolate by Public Health authorities.
• If it is determined, through public health protocols, that a test is recommended but is not possible to obtain,
children or staff cannot attend Kiwassa Childcare Centres and must self isolate until they have been assessed
by a health care provider to exclude COVID-19 or other infectious disease, and until their symptoms have
resolved.
• Children or staff who have had a COVID-19 test must provide written results to be kept on file. We require
written proof of exclusion of COVID-19 and will keep these documents stored securely; in the event of an
exposure or outbreak, this information may be shared with Public Health or Licensing officials as necessary for
contact tracing.
• Children or staff who have travelled outside of Canada by road, or travelled domestically by plane, must be
monitored very carefully for the first 48 hours upon return and continue to be monitored closely for 14 days.
During this time, the individual cannot attend the Kiwassa Childcare Centres.
o Anyone who has travelled by plane to/from another city (either within or outside of Canada) and
internationally by road, may not attend a Kiwassa centre for 14 days.
o Vehicle trips outside of BC and within Canada do not require children or staff members to selfisolate, but all should be vigilant about monitoring for symptoms after increased exposure to
larger numbers of people from different areas.

Administrative Measures
Enhanced Cleaning and Sanitization:
Kiwassa Childcare staff teams will:
• Follow the updated Daily Cleaning Checklist (Appendix B) to ensure that the centre is thoroughly cleaned and
sanitized throughout the day.
• Clean common areas (e.g. washrooms, staff rooms) which will be sanitized in accordance with the BC CDC’s
Cleaning and Disinfectants for Public Settings document (Appendix C).
• Clean and sanitize high-touch areas (e.g. door knobs, cupboard handles, light switches, faucet handles, tables,
chairs, toys) and frequently used surfaces at least twice a day to maintain a safe and healthy environment.
• Regularly clean and sanitize items that are shared between children.
• Set aside any toys or objects that children have placed in their mouths until they are cleaned and disinfected.
• Toys, objects, and surfaces known to have been in contact with bodily fluids will be cleaned as soon as possible
and between uses by different children.
• Clean and disinfect cots, cribs and mats after each use and launder linens between uses by different children.
• Empty garbage containers at least once daily.
• Ensure our childcare centres are always well-stocked with handwashing supplies (e.g. soap, clean towels,
disposable towels, a minimum of 60% alcohol-based hand sanitizer, gloves etc.).
• Clean high-touch electronic devices (e.g. phones, keyboards, tablets) with 70% alcohol wipes, and ensure the
wipes make contact with the surface for one minute for disinfection.
• Use water, household detergents and common disinfectant products as this is sufficient for cleaning and
disinfection in childcare settings.

Programs & Activities:
Kiwassa Childcare staff teams will:
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•
•
•
•
•
•

Minimize the frequency of direct physical contact with children.
Form multiple separate play areas to space children apart as much as possible.
Organize snack/meal areas to space children apart.
Organize nap areas to space children apart and placing children head-to-toe or toe-to-toe.
Stagger snack/meal and nap times.
Include the use of outdoor space for various activities, including snack/mealtime, while adhering to physical
distancing and hygiene principles.

Personal and Environmental Measures
Handwashing Practices:
Children must wash their hands:
o When they arrive/ before they go home
o Before eating and drinking
o After using the toilet, or after a diaper change
o After playing outside
o After sneezing or coughing into hands
o Whenever hands are visibly dirty

Childcare staff must wash hands:
o When they arrive/ before they go home
o Before handling, preparing food or feeding chlidren
o After cleaning tasks
o After changing diapers, assisting a child with toileting and
using the toilet
o After removing gloves
o After contact with bodily fluids
o After handling garbage
o Whenever hands are visibly dirty

Physical Distancing:
As physical distancing may not be possible with all children, we feel it is reasonable to establish different expectations
based on age and/or developmental readiness.
Within childcare settings, physical distancing should include avoiding physical contact between staff, avoiding
unnecessary physical contact between staff and children, minimizing close, prolonged, face-to-face interactions where
possible, and encouraging everyone to spread out as much as possible within the space available. It is not necessary to
attempt to eliminate close contact between children, recognizing the importance of children’s emotional, physical and
developmental needs.
For example:
• Everyone is encouraged to avoid close greetings like handshakes, or side hugs/high fives, including with
the children.
• We will increase the space between children during activities by moving or using separate table and chairs
so they are farther apart.
• We will reduce prolonged face-to-face contact between other staff members and practice physical distancing
where possible.
• We will oganize more activities that encourage individual play and more space between children and staff.
• Staff will reinforce and remind children of the rule of “hands to yourself.”
• We will minimize the number of visiting adults that enter the centre, unless that person is providing care or
supporting the inclusion of a child in care.
• Food and beverage will not be shared between individuals. Homemade food items will not be made available to
other children at this time (e.g. birthday treat).
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Respiratory Etiquette:
Children and childcare staff should:
•
•

Cough or sneeze into their elbow sleeve or a tissue, throw away the used tissue and immediately wash their
hands.
Avoid touching their eyes, nose or mouth with unwashed hands.

Self-Isolation:
The following people must stay home and self-isolate:
• A person experiencing key symptoms described in Appendix A; or
• A person waiting for results of a COVID-19 test; or
• A person confirmed by public health as a case of COVID-19; or
• A person confirmed by public health as a close contact of a confirmed case or outbreak of COVID-19; or
• A person who has travelled outside of Canada in the last 14 days by road or plane.
Anyone required to self-isolate will be supported by public health.

Other Environmental Measures:
•
•
•
•
•
•
•
•

Where feasible and applicable, Kiwassa Childcare Centres will divide areas into zones using furniture or floor
markings and limit the number of children in each zone.
We will create individual "kits" for each child; these will include any common supplies that are hard to sanitize
such as scissors, glue, markers, pencils, pencil crayons etc.
Space out children's cubbies or hooks.
Avoid large group games and activities.
Put all hard toys on a rotation - this will allow adequate time to sanitize and dry the toys.
Remove any soft toys that cannot be regularly cleaned.
Continue to complete regular cleaning and sanitizing of all surfaces throughout the day.
We will use sand and water tables (indoors and outdoors) – children will wash hands before and after playing in
sand or water and the table and water toys will be cleaned and sanitized after use.

Personal Protective Equipment (PPE) and Face Coverings (Masks):
Although personal protective equipment (including masks) is low on the hierarchy of infection prevention and exposure
control measures, it can provide an additional layer of protection when more effective measures are not feasible. Masks
have a role to play in preventing the spread of COVID-19. They provide some protection to the wearer and to those
around them. The term “mask” in this document means a non-medical mask or face covering. Medical-grade masks are
not recommended within child care settings for general use. Masks do not prevent the spread of COVID-19 on their own.
They should not be used in place of physical distancing or any other measures noted in this guidance.
Though the physical space requirements for licensed child care settings mean that child care centres have sufficient
space to practice physical distancing between staff, it is likely that there are numerous times throughout a day in child
care where the required physical distance cannot be exercised in practice, particularly where staff must meet the needs
of children in care.
Where PPE has been identified for tasks prior to the COVID-19 pandemic, staff will continue to use this PPE when
performing these tasks. Staff will wear disposable gloves when cleaning body fluids (e.g., runny nose, vomit, stool,
urine) and when diapering.
Based on our understanding of COVID-19 in children and adults, in childcare settings:
Children may wear a mask based on personal or family choice; however, infants under two years of age should not
wear masks as it may make it difficult for them to breathe. Child care staff should supervise and support children to
ensure safe and proper use if masks are worn. Child care staff and other adults should wear a mask when indoors and
interacting with other adults except when
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• they can consistently maintain physical distance, or
• there is a barrier in place, or
• eating and drinking.
Masks may only provide limited protective value for adult-child interactions in child care settings, as there are multiple
effective infection prevention and exposure control measures in place and young children are less likely to be infected.
Child care staff and other adults may choose to wear a mask indoors when engaging in prolonged, close interaction
with children. Careful consideration should be given to the potential impact of mask wearing on visual cueing and nonverbal communication with children, as these interactions play an important role in learning and development.Masks
are not needed for interactions between household members. Masks are not needed when urgent actions are
required to support child safety.
Face shields are a form of eye protection for the person wearing it. They may not prevent the spread of droplets from
the wearer. Face shields should not be worn in place of masks, except for those communicating using lip-reading,
when visual facial cues are essential, or when people may be unable to wear a mask. Clear masks that cover the nose
and mouth are another option when visual communication is necessary.
To determine what PPE may be required for workers who are responsible for cleaning and disinfection, staff will read
product labels and Material Safety Data Sheets.

Personal Health Measures
Imperative Personal Measures:
As directed by the Public Health authorities, if you or your child are unwell, please stay at home. All children and staff
who are ill with fever, or have a cough or worsening of a chronic cough, have breathing difficulties, have a loss of sense
of smell or taste, have diarrhea, nausea or have vomited, need to stay home.
•

If you are at all unsure of your status, the BC Centre for Disease Control’s Online Assessment Tool
can help you assess whether you should stay home or not. Alternatively, you can call 8-1-1 or your family doctor.

•

If a child or staff member starts showing symptoms of what could be COVID-19 while at a
Kiwassa program, it is important to contact a supervisor or manager right away, so that they can provide
guidance through next steps.

Daily Health Check:
A daily health check is a tool to use to reduce the risk of a person attending a childcare setting when potentially
infectious. Parents/caregivers of children, children, staff and other adults have a responsibility to conduct a daily
health check before attending or dropping their child off at a Kiwassa childcare facility. A checklist to conduct a daily
health check is available as Appendix A.
Parents do not need to sign a Family Health Declaration anymore, but will need to initial upon signing a child into care
(or when picking up for after school programs) that they did complete a daily health check.

Staying Home When Sick and When New Symptoms Develop:
Staying home when sick is one of the most important ways to reduce the spread of communicable diseases, including
COVID-19. This is why it is imporatnat for anyone who is sick to stay home. Staff or children who are experiencing
symptoms of a previously diagnosed health condition (ie. as recorded on childcare registration documents) do not
need to stay home and are not required to provide a doctor’s note to attend a childcare facility. Asymptomatic staff
and children may attend childcare settings if a member of their household develops new symptoms of illness. If the
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household member tests positive for COVID-19, public health will advise on self-isolation and when they may return to
the childcare setting.
Children and childcare providers should stay at home when new symptoms of illness devleop, such as:
•
•
•
•
•
•
•

Fever
Chills
Cough
Difficulty breathing (in young children, this can look like breathing fast or working hard to breathe)
Loss of sense of smell or taste
Nausea or vomiting
Diarrhea

For mild symptoms without fever, children and staff members should stay home and monitor symptoms for 24 hours.
If symptoms improve and the child/staff member feels well enough (also refer to Sneezes and Diseases), they can return
to the childcare facility without further assessment or doctor’s note. As per Kiwassa Childcare Family Handbook which
outlines Policies and Procedures,… If your child cannot participate in daily activities due to illness, they should stay at
home for up to 48 hours after the symptoms have disappeared.
If symptoms include fever or difficulty breathing, or if symptoms last for more than 24 hours or get worse, seek a
health assessment by calling 8-1-1 or a primary care provider.

If a COVID-19 test is recommended as a result of the health assessment, self-isolate while waiting for results.
• If the COVID-19 test is positive, self-isolate and follow the directions of public health.
• If the COVID-19 test is negative, return to the childcare facility with a copy of test results, once well enough to
participate – if children arrive and are unable to participate throughout the day, parents will be called to come
and pick them up.
If you are unsure, call 8-1-1 for advice. If a COVID-19 test is not recommended, staff and children may return when
well enough to participate.
Children and staff are permitted to return to the childcare facility with mild symptoms of illness remaining, in line with
the guidance in this document.

COVID-19 Exposure & Vaccinations
Exposure to COVID-19:
Our team’s health and wellness remain our top priority. The following will highlight the process if a team member or
child has been exposed, suspected to have, or tests positive for COVID-19. The following steps will outline the
employee’s journey back to work and the child back to the care centre.
•

•

Self-Isolation: Upon confirmation of exposure or infection, public health authorities will direct the staff, child
or their family to self-isolate for a minimum of 14 days, or longer if they begin to display symptoms of COVID19. During this time, we encourage the affected parties to contact their health care professionals and take
good care of their health. At this time, the health officials will also begin their contact tracing protocols and
any further exposed individuals will be contacted by Public Health as well.
Respect & Confidentiality: We will ensure that the identity of any infected or exposed employees or children
will remain confidential, they will not be identified by name to their co-workers or other children. During this
time, we will contact Public Health, and we will follow the advice of health officials in determining whether
any further steps will ensue for the safety and wellbeing of our team and children in programs at Kiwassa.
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•

•

•

Sanitization & Disinfection: We will work with the affected individuals to make a list of all areas they had
visited in Kiwassa in their last three days. The three-day window is important as current research shows that
the COVID-19 virus can survive on surfaces such and different wood, metals and plastics for up to three days.
We will then close off and deploy enhanced sanitization and disinfection to these areas via professional
cleaning services.
Communication: During this time, we will continue to follow the advice of the public health officials. Based on
the risk of exposure as determined by Public Health, we will inform our teams, parents and guardians
accordingly as directed by the health officials. Communicating with our teams and community openly and
transparently throughout the process while still practicing empathy and confidentiality continues to be at the
forefront of our operations. We will be in touch with our teams, affected individuals, or parents to ensure they
are well supported as they recover.
Return to Childcare : We will be in touch with individuals, parents or guardians to facilitate their return to
Kiwassa once they have recovered; symptoms have resolved and have been assessed by their health care
professionals to exclude COVID-19 or other infectious illnesses.

COVID-19 Vaccinations:
As the vaccines are administered throughout British Columbia, Public Health suggests that the vaccines will be
administered to the public by age cohorts, starting from the oldest members of the general public to the youngest.
Some settings have been prioritized for vaccinations for instance hospitals, old age homes, however, childcare staff,
children, parents and guardians can expect to get vaccinated when your age group/cohort is called.
While we encourage people to be vaccinated, Kiwassa will not make COVID-19 vaccinations for childcare staff or
children in programs to be mandatory. If you have questions around whether you should get vaccinated, please reach
out to your health care provider.
Even if an individual is vaccinated, Kiwassa will continue to follow public health guidelines relating to mandatory
quarantines and preventative measures such as practice physical distancing, wearing masks and practicing hand
hygiene until these measures and public health orders are in place.
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Appendix A: Daily Health Check

Daily Health Check

The following is a daily health check to determine if you or your child should attend a child care setting
that day. Remember, if your child is ill, please keep them at home.
Daily Health Check
1.

Key Symptoms of
Illness

Do you have any of the following new key symptoms?
Fever

YES

NO

Chills

YES

NO

Cough or worsening of chronic cough

YES

NO

Breathing difficulties (breathing fast or working hard to breathe)

YES

NO

Loss of sense of smell or taste

YES

NO

Diarrhea

YES

NO

Nausea and vomiting

YES

NO

Have you returned from travel outside Canada, or within Canada by plane, in the last 14 days?

YES

NO

YES

NO

2.

Travel

3.

Confirmed Contact Are you a confirmed contact of a person confirmed to have COVID-19?

If you answered “YES” to two or more of the questions included under ‘Key Symptoms of Illness’, or you have a feveror diffic
ulty breathing, seek a health assessment.
If you answered “YES” to only one of the questions included under ‘Key Symptoms of Illness’ (excluding fever and difficult
y breathing), you should stafy home for 24 hours from when the symptom started. If the symptom improves, you may
return to a child care facility when you feel well enough. If the symptom persists or worsens, seek a health
assessment.
A health assessment includes calling 8-1-1, or a primary care provider like a physician or nurse
practitioner. If a health assessment is required, you should not return to the child care setting until COVID19 has been excluded and your symptoms have improved.
If you answered “YES” to question 2, you are required to quarantine (if travel outside of Canada) or stay away from the
childcare facility (for domestic travel by plane) for 14 days.
If you answered “YES” to question 3, use the COVID-19 Self Assessment Tool to determine if you should seek testing for
COVID-19.
If a COVID-19 test is recommended as a result of the health assessment, self-isolate while waiting for results.
• If the COVID-19 test is positive, self-isolate and follow the direction of public health.
• If the COVID-19 test is negative, return to the child care facility once well enough to participate.

If a COVID-19 test is not recommended, staff or children may return when well enough to participate.
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Appendix B: Daily Program Clean-up Checklist

DAILY PROGRAM CLEAN UP CHECKLIST
Beginning of the
program:

Date: _____________________________

Cleaning and Sanitizing:

Middle of
the day:

Upon arrival, make a bleach solution in all spray bottles located
in the kitchen – daily 10ml / 500 ml
Clean and sanitize all tables and countertops in the classroom
Clean and sanitize the stove, countertops and fridge door
handles, microwave buttons
Sanitize the exit buttons and door handles (entrance, room
doors, bathroom doors) indoors and outdoors
Clean and sanitize the phone(s), keyboards
Sanitize the washroom counters, door, soap dispenser
Clean and sanitize all food preparation equipment and
appliances used
Clean and sanitize materials used in the play area: blocks, cars,
tiles, etc.
Clean and sanitize materials used in the art area: pens, markers,
paint, etc.
Clean and sanitize pens at sign in/out table

Clean and sanitize of all materials used outdoors

Other:
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Appendix C: Cleaning and Disinfectants
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Appendix D: Public Health actions if a child, staff or other person who has been in
the childcare setting is a confirmed COVID-19 case:
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Appendix E: What to do if a child or staff member develops symptoms:
If a Child Develops Any New Symptoms of Illness
While in a Child Care Setting
Staff must take the following steps:
1. Immediately separate the symptomatic child from
others in a supervised area.
2. Contact the child’s parent or caregiver to pick them up
as soon as possible.
3. Where possible, maintain a 2-metre distance from the
ill child. If not possible, staff should wear a nonmedical mask or face covering if available and
tolerated or use a tissue to cover their nose and
mouth.
4. Provide the child tissues to cover their coughs or
sneezes. Throw away used tissues as soon as possible
and perform hand hygiene.
5. Avoid touching the child’s body fluids (e.g., mucous,
saliva). If you do, practice diligent hand hygiene.
6. Once the child is picked up, practice diligent hand
hygiene.
7. Staff responsible for facility cleaning must clean and
disinfect the space where the child was separated and
any areas recently used by them (e.g., classroom,
bathroom, common areas).

If a Staff Member Develops Any New
Symptoms of Illness While in a Child Care
Setting
Staff should go home as soon as possible.
If unable to leave immediately:
1. Symptomatic staff should separate themselves
into an area away from others.
2. Maintain a distance of 2 metres from others.
3. Use a tissue or non-medical mask to cover
their nose and mouth while they wait to be
picked up.
4. Staff responsible for facility cleaning must
clean and disinfect the space where the staff
member was separated and any areas used by
them (e.g., classroom, bathroom, common
areas).

Parents or caregivers should pick up their child as soon as
possible if they are notified their child is ill.

Children and staff should return to the child care facility according to the guidance in this document.
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Appendix F: COVID-19 Operating Procedures Acknowledgement

This only needs to be completed once – not required in February if signed in September/October or earlier

COVID-19 Operating Procedures for Families & Childcare Staff
Acknowledgement Form
Name: _________________________________________ Parent/Guardian: 

Staff 

Parent/Guardian of: _______________________________ (child’s name)
Once you have received and read this document, please sign below. As this situation conitnues to develop and evolve,
we will continue to communicate with you to provide you with additional information and updates via email, and
through posting notices at the centres. Once again, the safety of the children in our programs and the healthcare of
our team is paramount. We thank you for your cooperation as we step up and deal with the new normal together.
I have received and read Kiwassa’s COVID-19 Operating Procedures for Childcare Families & Staff and acknowledge that
I understand and agree to comply with these current procedures and any further updates that will be communicated
to me by Kiwassa Neighbourhood House (via email and posted on the Kiwassa website and at the centres) and I will
follow the directions of Kiwassa Childcare staff/administration.

We recognize that staying home with what may be a “common cold” may present challenges for
individuals and families. However, during the pandemic, this a requirement for all British Columbians,
and we will be enforcing this at Kiwassa with all staff and children who participate in our childcare
programs.

Your signature below indicates you agree to follow these procedures and we respectfully request that you
do not ask staff to make an exception for you/your child.

Thank-you!

Signature: _________________________________

Date: ______________________________

Be kind. Be calm. Be safe.
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