
COVID-19: Infection Control 

Name of Child Care Centre: Trillium Bilingual Montessori 

Date Policy and Procedures Established: July 30th, 2020 

All other procedures which include any practices below will be followed, with the addition of 
these practices. 

Before Opening 

●  The center will be sanitized before opening 
● The staff will read and sign off on the new Covid-19 Pandemic Care Plan policies and 

will be trained in the new Health and Safety protocols 
●  All cleaning products will have a Drug Identification Number (DIN), with the exception of 

bleach, and must contain a virucide 
● The center will maintain a daily and weekly log of cleaning, with commonly touched 

surfaces being disinfected twice daily 

Disposable Gloves 

Gloves will the worn in the following situations and will be disposed after use: 

● Administering first aid 
● Cleaning bodily fluids such as blood and vomit 
● Contact with diarrhea 
● Handling dirty laundry 
● Sanitizing any possibly infected surfaces 
● Sanitizing toys or materials, especially mouthed items 

Hand Washing 

Staff must wash their hands in all of the following situations: 

● Before handling food, drinks or medication 
● Before and after eating 
● Before and after diaper check and change 
● Before and after toileting 
● Before and after contact with bodily fluids 
● Before and after wearing gloves 
● Before and after touching their own, or someone else’s face 
● Before entering and leaving the classroom 
● After touching contaminated items such as toys that have been mouthed 



●  After disposing or laundering any PPE 

Staff may use alcohol-based hand sanitizer with a minimum content of 60% alcohol if hands are 
not visibly soiled. Children can not use hand sanitizer and it must be kept away from reach of 
the children at all times 

Removing all hand jewelry and nail polish is recommended to insure hand hygiene 

Children must wash their hands in the following situations: 

● Before handling food 
● Before and after eating 
● Before and after toileting 
● Before and after a diaper change 
●  After putting their hands in their mouths 
● When entering the classroom 

Close Contact 

Efforts should always be made between everyone to physically distance (2 meters apart). 
Although there are times that a teacher may need to come into contact with a child from their 
own cohort. Never come in contact with someone else if they are not part of your cohort, unless 
absolutely necessary.  

Avoid getting close to other’s faces 

If a child needs to be comforted, a barrier must be used such as a blanket or cloth. Once you 
are finished comforting the child, the barrier must be put into place to be laundered immediately. 
Barriers can not be worn outside of the classroom unless a new one has been donned once 
exiting the room. 

Staff must follow proper don/doffing of any PPE and immediately wash their hands 

Staff on breaks and lunch must stay 2 meters apart. All shared staff surfaces must be 
disinfected between uses 

There will be no more than one person in the kitchen at a time, and there will be an assigned 
staff member who will prepare all the food for the children. 

Staff will fill out a close contact log at the end of every day. It will include information about any 
time that a 2-meter distance was broken during the day. Each staff is assigned a folder which 
includes these sheets, and they are responsible for filling it out daily. These will be kept and filed 
to help with contact tracing in the event of an outbreak.  

Sleeping and Resting 



Children will be assigned a cot. Beds should be placed 2 meters apart, but if this is not possible, 
children can be head-to-toe or toe-to-toe 

Bedding must be changed in between users, if only one child uses the same bedding, it can be 
washed weekly. 

Cots must be sanitized weekly, or more frequently if needed 

Staff will record all cleaning and sanitizing of bed and linens on the daily/weekly cleaning log.  

Cleaning Toys and Material 

Staff must wear gloves when cleaning toys, equipment or furnishings 

Staff must make sure that all toys, materials and equipment are in good repair and sanitary 

Any shared spaces that can not be cleaned between cohorts will not be used 

Advise office if there are any concerns regarding toys or equipment such as if it can be sanitized 
properly 

Plush toys will not be used in the classroom. Children can bring their own comfort toy, but it 
must come into the center in a sealed, labelled bag. It can be used at naptime, but must be put 
back into their cubby once naptime is over 

Books, puzzles and cardboard objects are to be avoided, but if used must be placed in the 
designated quarantine area for 7 days before being used again 

If materials such as playdough, sand or water are to be used, they will be single use, and for 
one child only. After the activity is completed, they will be discarded. 

When outside, each cohort is assigned outdoor toys. These toys will not be shared with another 
cohort unless properly sanitized beforehand.  

If outdoor toys are to be used by another cohort, staff must put on gloves and disinfect the item. 
Staff must be sure to leave the sanitizing solution on the toy for the minimum kill time of the 
disinfectant used before wiping it down. Staff must make sure that the item has completely dried 
before giving it to the children to play with. If staff are to switch toys between cohorts, the 
cleaning process needs to be done before the children are outside. 

Standard cleaning protocols are as follows: 

● Toys and materials shared between cohorts will be disinfected will be cleaned between 
use 

● Preschool and toddler toys will be cleaned at least every week or more frequently if 
needed. This will be recorded in the cleaning log 



● Mouthed toys will be cleaned immediately 
● Large equipment and shelving must be cleaned and disinfected every week 
● Physical distancing will be encouraged by spacing out activities available to the children 
● Floors must be kept clean throughout the day, and logged in the daily cleaning log 
● Tables, including underside and chairs being used are to be cleaned twice daily and 

logged in the daily cleaning log 
● Tables used for lunch and snack will be disinfected before and after meals 
● Re-enforce not sharing food between children 
● Label all sippy cups, bottles and soothers to avoid accidental sharing 
● Food will be served by one person rather than the children getting their own food 
● Children’s cubbies are to be kept neat and checked weekly by staff and logged into the 

cleaning log 
● The cleaning schedule for toys and equipment will be posted in all classrooms 

Staff will thoroughly clean and disinfect bathrooms, damp mop floors, spot clean glass, vacuum 
carpets, dust furniture and shelves and empty garbage. 

All high touch surfaces will be cleaned twice a day and be logged 

Cleaning Post Symptomatic Child 

If a child or staff member becomes ill, and a positive test result comes back, the classroom in 
which the ill person was will be closed and the cohort sent home to isolate 

A sign will be posted on the door of the room in isolation until the room is properly cleaned 

Staff who were not sent home will don appropriate PPE and clean the room in isolation 

Cleaning will include disinfecting all toys, materials, surfaces, tables, chairs, washrooms, cots 
and equipment.  

All bedding will be laundered 

All other items that can not be disinfected will be put into 7 day quarantined 

Laundry 

Gloves and gown will be worn when doing laundry 

All laundry should be washed with regular soap and hot water and dried 

Clothing and linen from an unwell child can be washed with other laundry 



Soiled clothing or linens from a child are not to be rinsed or washed at the center. Fecal matter 
can be disposed of in the toilet. The items will be placed into a sealed bag for the child to take 
home 

Staff must use appropriate PPE when handling laundry from a symptomatic person 

Laundry hampers will be clearly labelled dirty or clean and be disinfected once a day and logged 
in the cleaning log 

Inventory of Supplies 

A weekly inventory (Friday PM) will be taken of the current count of PPE and disinfecting 
supplies 

The manager or designate will escalate supply needs to Health and Safety and Procurement 

Cleaning of Shared Staff Spaces 

Staff will clean commonly used areas after use. This includes the staff room, washroom, office 
space, etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 



COVID-19: PPE 
Name of Child Care Center: Trillium Bilingual Montessori 
Date Policy and Procedures Established: August 5th, 2020 
 
All adults in the center will be required to wear a medical grade mask and eye protection. The 
masks will be provided by the center daily. A face shield will be provided by the center for staff 
to wear. 
 
Hand Hygiene 
Disposable Gloves 
Gloves must be worn in the following circumstances and disposed after use: 

● Administering first aid 
● Cleaning blood and bodily fluids 
● Contact with diarrhea 
● Cleaning contaminated surfaces 
● Diaper changing 
● Handling dirty laundry 

How to put on gloves 
● Perform hand hygiene 
● Put on gloves, taking care to not tear the glove 

How to remove gloves 
● Grasp the outside edge near you wrote and pull off, rolling the glove inside out 
● Reach under the second glove and peel away 
● Discard immediately 
● Perform hand hygiene 

Hand washing 
● If staff do not have access to soap and water, and their hands are not visibly soiled, they 

may use hand sanitizer with a minimum of 60% alcohol content 
● The removal of all hand jewelry is recommended to ensure thorough hand washing 

Masks 
Masks will be worn by all adults in the center. They must be kept on at all times in the 
classroom, and when moving around the center. You can remove your mask while in the staff 
room to eat, but if another staff member walks in, you must put it back on. 
You will receive a mask daily provided by the center to wear. You must wear a medical grade 
mask, not a cloth mask. 
How to wear a mask 

● Wash your hands with soap and water, or use hand sanitizer 
● Secure the loops of the mask around your ears 
● Cover you mouth and nose with the mask and make sure there are no gaps between 

your face and the mask 
● Do not touch your mask while you are wearing it. If you do, wash your hands after 

How to throw away a mask 



● Do not touch the front of your mask 
● Remove the loops from you ears 
● Hold the mask by the loops and dispose of it in the garbage 
● Perform hand hygiene after taking off your mask 

Eye Protection 
Must be worn by staff at all times. This can be either goggles or a face shield. A face shield will 
be provided by the center, but you could choose to wear goggles if more comfortable. 
Face Shields 
A face shield will be assigned to each employee. They are to have names of the employee 
which they belong to and will not be shared. It is the employee’s responsibility to sanitize their 
face shield at the beginning and end of their shift, and more if they think necessary.  
Barriers 

● To be used when comforting a child  
● After use, the barrier must be washed. Barriers need to be changed in between children 
● Barriers can not be worn outside of the classroom they came from 

Inventory of Supplies 
● Every friday afternoon, and inventory of PPE and disinfectant supplies will be done 
● This includes things such as masks, bleach, paper towels and hand soap 
● This will be given to the supervisor, and the supervisor will insure that all PPE is 

replenished for the staff members 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



COVID-19: Screening Procedure 
Name of Child Care Centre: Trillium Bilingual Montessori 

Date Policy and Procedures Established: July 30th, 2020 

Greeting and Explanation 

● A sign will be posted on the door notifying parents that their child must go through a 
screening process before the child may enter the center. 

● There will also be signs posted on the door detailing the symptoms of Covid-19, a 
reminder to wear a mask (if possible) and a sign reminding them to physical distance 

●  A reminder will also be posted on the door that only one family at a time is allowed in the 
screening area, and others will need to wait until the other family has left to be screened 

● Teachers will read and sign this screening policy, as well, the parents will get sent a 
letter detailing our screening policy to them 

Screening Details 

● The screening area will be placed at the front entrance of the center, parents will go 
through the screening process, and the child will be brought to their class by a staff 
member 

● Pick-up will be done while the children are outside at the end of the day. During the 
winter when it is too cold or when it is raining, parents will go to the screening area and a 
staff member will go get the child from their classroom as well as their belongings to give 
to the parent 

● Drop-off will be during a certain allotted time. If the parents fail to drop off their child 
during this time, they will need to contact the school to arrange for a staff member to 
screen them. We ask that only one parent come for drop off, but anyone who is in the 
car with the child on the way to the center (such as siblings and parents) must come to 
the screening area to be screened as well. Marks will be made 2 meters apart on the 
pathway outside the building to encourage parents to physically distance while waiting to 
be screened. Parents will be advised that drop-off may take longer due to screening 

● There will be an online screening form for parents to fill out before they bring their child 
to the center 

● Any person who answers yes to any of the screening questions will be denied entry into 
the building, including their children 

● Temperatures will be checked before coming into the center 
■  If the temperature is equal or higher than 37.8 degrees Celsius or the 

child has any other potential Covid-19 symptoms they will be denied entry 



● A visual check must also be done when anyone is entering the facility. If the person is 
obviously ill, fever, runny nose, vomiting, staff must refuse entry 

●  If a parent or child fails the screening, they are to be sent home. Public Health does not 
need to be notified.  

● Staff who would answer yes to any of the screening questions are expected to stay 
home and notify their supervisor.  

● There will be two people assigned to screen, one from 7am-12pm, and other from 
12pm-6pm 

● Cleaners, maintenance workers, support workers and food deliveries are allowed to 
enter the center at the screening station. Screening records must be kept for each 
person including name, contact information, time of arrival/departure and screening 
results. They must be wearing a mask in the center, medical grade masks must be worn 
by all people coming into the center. If they only have a cloth mask, a medical mask will 
be provided 

● The staff doing the screening will be behind a Plexiglass barrier at the screening area 
until the child and parent have passed the screening. This staff member must also wear 
PPE, including eye protection 

● Staff members will take the parent’s and the child’s temperature and record it. The 
thermometer will be disinfected between each use 

● Information from the screening must be documented on the active screen sheet (docs# 
3262774, Waterloo Region Children’s Services) 

● Once the child has passed the screening, the screener will ask the parents to leave their 
child’s things at the screening station and walk the child to their class, while still wearing 
a face mask 

● No backpacks or other bags are allowed in the center. The parents can send extra 
clothing or comfort objects with the child but they must be in a sealed plastic bag. The 
screener will sanitize these bags before placing them in the child’s cubby 

● The children will wash their hands as soon as they enter the classroom with soap and 
water, following proper handwashing procedure 

● If a staff or child is absent from the program due to a positive case, they can not return 
until 14 days after symptoms begin and they no longer have symptoms. The screener 
must verify that the ill child or staff member is eligible to return 

Screening Questions 

The following questions are to be asked to everyone at the screening area. Only staff at the 
center, children who are enrolled and Region of Waterloo staff may enter the building. 

1.    Have you travelled outside of Ontario in the last 14 days? 

2.    Do you have any new or worsened cough or difficulty breathing? 

3.    Do you have a sore throat or difficulty swallowing? 



4.    Do you have a fever? 

5.    Do you have a runny nose or nasal congestion with no underlying reason such as allergies 
or post nasal drip? 

6.    Are you experiencing any other symptoms currently listed on the Ministry of Health Guidance 
Document on COVID-19 Symptoms? 

Other symptoms include but are not limited to: 

● Fever 
● Cough 
● Difficulty breathing 
● Runny nose or nasal congestion 
● Red eyes (conjunctivitis) 
● Nausea/vomiting 
● Diarrhea 
● New loss of taste or smell 
● Headache and general feeling of unwell 
● Tired or sore muscles, chills 
● Headache and lethargy or difficulty feeding in infants (if no diagnosis) 

Steps to Screening Staff During the Day 

● Staff must rescreen if they leave the center during their work day and come back 
● Staff will have a self screen checklist that they are responsible for filling out 

Symptomatic Child During the Day 

● Throughout the day, the teachers will monitor children for any COVID-19 
symptoms 

○   Fever 
○ Cough 
○ Difficulty breathing 
○ Runny nose or nasal congestion 
○ Red eyes (conjunctivitis) 
○ Nausea/vomiting 
○ Diarrhea 
○ New loss of taste or smell 
○ Headache and general feeling of unwell 
○ Tired or sore muscles, chills 
○ Headache and lethargy or difficulty feeding in infants (if no diagnosis) 

●  If a child begins to show symptoms during the day, they will be removed from the 
program room until a pick up is arranged. 



● The teacher who stays with the child during this time will don proper PPE 
● The supervisor or designate will contact Public Health to report the concern and 

get further guidance in the next steps 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



COVID-19: Staffing 
Name of Child Care Center: Trillium Bilingual Montessori 
Date Policy and Procedures Established: August 5th, 2020 
 
All other policies which staff must adhere by are still expected to be upheld 
 
Scheduling 

● Staff will be assigned to a cohort and will work in that cohort for a minimum of 7 days 
Breaks 

● Staff will avoid covering breaks for other staff members in different cohorts 
● Only one member can use the staff room at a time, and will sanitize the shared space 

after use 
● Staff members may leave the building on their break time, but must complete a self 

screening once they re-enter the center 
Self Screening 

● Staff will do a self screening 
● This must be done at the beginning of each shift, or when re-entering the center 
● If staff are to answer yes to any of the screening questions, they are expected to stay 

home and notify a supervisor of their absence 
● Staff will have a folder with screening logs and close contact logs that they are 

responsible for completing the logs daily 
Illness 

● If staff are to answer yes to any screening questions, they must stay home 
● Staff may come back to work after 24 hours after the last resolved symptom if a negative 

test result is reached 
● Staff must stay home and isolate if there is a positive test result. They can not return to 

work until 14 days after the onset of symptoms  
● If a staff member falls ill through work, written notice within four days will be sent to 

OHSA 
PPE 

● Gloves, gowns, face shields, masks and other PPE is provided at the center 
● Masks and eye protection will be worn at all times by all staff members 
● If a teacher needs to supervise an ill child while they are waiting for a parent to pick them 

up, they will wear full PPE 
● There will be an inventory done of PPE every week to insure that staff members have 

appropriate PPE to protect themselves 
Close Contact Sheets 

● Close contact sheets will be filled out everyday by each staff member 
● Close contact sheets will detail anytime you have come within 2 meters of anyone in the 

center, including people in your own cohort 
● These are in a folder with the self screening logs assigned to each staff member. It is the 

staff member’s responsibility to fill these out daily 



Sanitization 
● All high touch surfaces in the center will be sanitized daily 
● Shared washrooms will sanitized between each use 
● Staff will wear gloves anytime they are sanitizing infected items 

Hand Hygiene 
● Staff will have access to sinks and soap at all times to allow them to follow hand washing 

protocol 
● Hand sanitizer will be available to staff for times when they are not able to wash their 

hands 
Staff Meetings 

● Staff meetings will be done virtually to keep the cohorts separate 
● There are no other in-person meetings or staff events at this time 

COVID-19 Training 
● Staff will be trained with new COVID-19 health regulations from Public Health and must 

also read the center’s new policies  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



COVID-19 Isolation and Symptomatic People  
Name of Child Care Center: Trillium Bilingual Montessori 
Date Policy and Procedures Established: August 5th, 2020 
 
Any children or staff who begin to have symptoms of COVID-19 will follow the procedures below 
 
Staff will monitor the children and self monitor throughout the day. If a person is found ill 
throughout the day, they will immediately go home. 
If a child is ill throughout the day pick up from a parent or emergency contact will be set up  
 

Symptomatic staff or child Recommendation 

If the child or staff member has no known 
exposure to a positive case 

● Child or staff member self isolates and 
gets tested 

● Anyone who was in close contact 
should self-monitor 

If a child or staff member has known 
exposure to a positive case 

● Child or staff member must self isolate 
and get tested 

● All close contacts need to self isolate 
● If the center is able to cohort and had 

no shared spaces, the other parts of 
the center may stay open 

● If cohorts shared spaces or came in 
close contact, the center must close 
down 

 

Confirmed COVID case ● All close contacts must self isolate 
● If there were no shared spaces, the 

rest of the center may stay open 

 
Symptomatic Child 

1. The symptomatic child will be isolated with supervision of a teacher. If the child is willing 
and over the age of two, they can don a mask. If there are siblings in the center, they will 
also be isolated at this time to be picked up. 

2. The supervising teacher of the child should wear a mask, eyewear and a lab coat/gown. 
They should also try to keep physical distance from the child.  

3. Every effort will be made to keep the child comfortable until a parent comes to pick them 
up 

4. Hygiene and respiratory etiquette should be practiced. The child should have access to 
a sink for handwashing and tissues. Tissues need to be disposed of properly 

5. Once the child has been picked up, the staff member will remove and dispose of the 
PPE according to the Public Health Ontario Don/Donffing PPE Fact Sheet 



6. Reusable PPE will be washed immediately, as well as their blanket and cot sheet. All 
other of the child’s belongings will be bagged and sent home and are not to be washed 
at the center 

7. Reusable PPE such as face shields or eye goggles will be disinfected immediately 
8. Disinfecting the program space and isolation room will be done according to our infection 

protocol 
9. Any items that the sick child used will be sanitized, and any items that cannot will be 

quarantined in a sealed container for 7 days 
10. The supervisor will complete an HR-18 Incident Report of any childcare teacher that was 

in close contact with the ill child for a time more that 15 minutes during their shift 
11. The center supervisor will contact Region of Waterloo Public Health to report the 

symptomatic person at 519-575-4400. The supervisor will follow all directions of Public 
Health.  
The following information will be shared with Public Health 

● Child care center name 
● Address 
● Contact person 
● Phone number 
● Persons name 
● Persons contact information 
● For staff members, date of birth 

12. Symptomatic persons will get tested, and will self isolate until they are known negative 
and 24 hours symptom free. The child’s siblings will also be excluded at this time 

Serious Occurrence Reporting 
● If there is a suspected staff, child or parent case or a positive case, the center must 

report this to the ministry as a serious occurrence within 24 hours. Initial notification can 
be through an email to the Ministry Program Advisor 

● If a staff, child or parent displays one or more symptoms and has gotten tested for 
COVID-19, this is considered a suspected case and must be reported as a serious 
occurrence 

● If a staff member, child or parent is turned away from screening and they display one or 
more symptoms, has gotten tested for COVID-19 and they have previously been in the 
center, this is considered a serious occurrence.  

● If a room or center is closed due to COVID-19, it must be reported as a serious 
occurrence 

● The center is required to post a serious occurrence notification form as required under 
the CCEYA unless Public Health advises otherwise 

● The centre is required to notify the CMSM (Director of Children’s Services) and Manager 
of programs 

● The supervisor will notify the parents/guardians and staff when a symptomatic person is 
sent home as well as further direction provided by Public Health 

● For illnesses not COVID related, children must stay home for 24 hours 
Staff Illness 



● Any staff person who suspects they may have COVID will stay home. If they become ill 
during their shift, they will notify their supervisor and go home 

● The program space will be disinfected as per our infection protocol 
● Repeat the above steps for case management 
● The supervisor will notify Disability Management and Health and Safety for any illnesses 

that are believed to be contracted while at work. They will notify the proper bodies 
● For illnesses not COVID-19 related, staff must be 24 hours symptom free before 

returning 
Confirmed COVID-19 Case  

● One laboratory confirmed case is an outbreak. Outbreaks will be declared in 
collaboration with Public Health 

● Those who test positive must be excluded from the program for 14 days after the onset 
of symptoms 

● Children or staff that have been exposed to a confirmed case will be excluded from the 
center for 14 days . Additional testing may be required as per Public Health 

● Region of Waterloo Public Health will give additional support as to what the center must 
do after these steps 

 
 

 

 
 


