KinderWorld DayCare Inc. 
1511 Gateway Road at SunValley Drive
Winnipeg, Manitoba R2G 3L4
PANDEMIC PLAN 

Version 10 – October 20 2009

In the event of an influenza pandemic, child care facilities will play an important role in the protection of the health and safety of children and their families, as well as staff.  KinderWorlds’s (KW) pandemic plan covers four key areas: 1.) Planning & Coordination, 2.) Program Operations & Administration, 3.) Communications Planning and 4.) Infection Control Policies and Actions.  KW’s plan is based on the ‘Pandemic Response Planning Checklist’ as outlined in the  “A Guide to Pandemic Preparedness Planning for Early Learning and Child Care Facilities”, published by the Government of Manitoba, September 2009, ‘Pandemic Planning Template For Early Learning And Child Care Facilities’, published by Manitoba Family Services and Housing, September 2009 and the October 2009 version of ‘Guideline-Pandemic Flu Business Continuity Plan for a Group Child Care Centre’, published by Manitoba Child Care Association Inc.
SECTION 1: PLANNING AND COORDINATION

1. Facility

KinderWorld Daycare Inc.

1511 Gateway Road

Winnipeg, MB R2G 3L4

Ph: (204) 663-6691   Fax: (204) 661-9068   Email: kinderw2@mts.net 
Director: Debbie Kessler   
Assistant Director: Susan Pauls

2. Pandemic Plan

	Date Developed
	14-Aug-2

	Date of Board Approval
	20-Oct-2009

	Date of Revisions
	e.g. Version# & Date


Note:  A joint letter issued by Gerry Delorme, Director, Office of Disaster Management, Manitoba Health and Healthy Living and Lois Speirs, Acting Director, Manitoba Child Care Program, Manitoba Family Services & Housing, dated September 21, 2009, stated “To ensure the health and safety of all children before the peak of the flu season, all child care facilities will be expected to have a pandemic plan in place by the week of October 11, 2009.”
3. Team Leader for Pandemic Plan

Team Leader

	Name
	Office Number
	Home Number
	Cell Number
	Email

	Debbie Kessler
	663-6691
	
	
	kinderw2@mts.net
or




Designated Alternate #1

	Name
	Office Number
	Home Number
	Cell Number
	Email

	Susan Pauls
	663-6691
	
	
	kinderw2@mts.net
or




Designated Alternate #2

	Name
	Office Number
	Home Number
	Cell Number
	Email

	Michelle Brennan
	N/A
	661-9526
	N/A
	michi_brennan@hotmail.com 



Team Leader’s Responsibilities (with assistance from the committee)
In an emergency situation:

· ensure the health, safety and well-being of children and staff
· coordinate all aspects of the emergency situation on behalf of the child care facility and the Board of Directors 
· make all necessary decisions in the event of an emergency and report them to the Board of Directors*
· coordinate the continuation of critical services and management of the facility (operations and services)
· make sure that staff members are familiar with their responsibilities and know how to respond in an emergency
· make sure information is communicated in a timely manner to staff, parents and the board
· manage staff absenteeism and ensure sufficient staffing to meet required staff – child ratios and other critical services 
· authorize and track necessary expenses to deal with the emergency situation
· make sure the child care coordinator for your area is kept informed, and any other government officials as required
*The Pandemic Planning Committee will make decisions relating to reduced services/closure of the centre without approval from the Board.
4. Pandemic Planning Committee  
	Name
	Position
	Specific Responsibilities

	Debbie Kessler
	Director
	Team Leader and Liaison with other daycares


	Susan 
Pauls
	Assistant Director
	Designated Alternate #1 Team Leader and Liaison with other daycares


	Janice Robinson
	ECE & Supervisor
	Program Operations & Administration


	Michelle Brennan
	Parent Volunteer
	Designated Alternate #2 Team Leader, Planning & Coordination and Information Monitoring


	Vicki 
Crawford-Briden

	Parent Volunteer
	Infection Control Policies and Actions and Information Monitoring

	Krista Nicholson

	Parent Volunteer
	Communications Planning 


ACTION:  KW Management to submit the final version of the plan, which has been approved by KW Board, to the Child Care Coordinator.
ACTION:  A representative from the KW Management team will attend the monthly Daycare Director meetings that are held in the RETSD area.  This will allow KW to ensure that our pandemic plan is in line with other plans in the community.
ACTION:  Michelle Brennan & Vicki Crawford-Briden to monitor the latest news and public health warnings and advisements.  All committee members are encouraged to share information.
ACTION:  At the direction of the KW Pandemic Planning Committee, KW Management team to post important information and links on the KW website, circulate information to families via email and/or post information on the existing bulletin boards as appropriate.
5. Community Pandemic Planning & Coordination
The Pandemic Coordination Team (PCT) includes a small number of facilities that are geographically near each other and near other services in the community.  The PCT should establish a pandemic and pandemic preparedness plan together to share all resources.  KW is working with three local centres.
	Name of Facility 
	Contact Person 
	Contact Information 

	Stars of Promise
	Barb Gillespie
	669-6957

	Small Scholars
	Bev Levine
	668-4752

	Little Thinkers
	Marg
	668-6163


6. Identify the Lines of Authority, Municipal & Provincial Contacts including KW’s Public Health Contact & Child Care Coordinator and reporting mechanisms to authorities empowered by enacted legislation. 
Chief Provincial Public Health Officer:

Dr. Joel Kettner

Public Health Division 

Office of the Chief Public Health Officer 

4th Floor-300 Carlton Street, Winnipeg MB, Canada R3B 3M9 

Phone: 204-788-6666   Fax: 204-948-2204 

Child Care Coordinator: 
Lianne Picton
Child Care Coordinator

975 Henderson Hwy

Winnipeg, MB   R2K 4L7

Phone: 204-945-0037   Fax: 204-938-5229

Child Care Safety Specialist:

Carla Kernested

219-114 Garry St.

Winnipeg, MB

Phone: 204-945-1450   Fax: 204-948-2625

Email: Carla.kernested@gov.mb.ca 
Health & Healthy Living Deputy Minister:
Arlene Wilgosh

Room 327, Legislative Building

Wpg, MB R3C 0V8

Phone: 204- 945-3771

Public Health Contact Info:  
Access River East
Hailey Hildebrand

Phone: 204-938-5332

Email:  hhildebrand@wrha.mb.ca 
Phone Numbers:

Child Care Information Services: 945-0776
Health Links – Info Sante: 788-8200 or 1-888-315-9257
H1N1 flu hotline at 1-800-454-8302
Klinic Crisis Line 786-8686 or 1-888-322-3019

Kids Help Phone 1-800-668-6868

Websites:
www.manitoba.ca/flu
www.edu.gov.mb.ca/k12/flu
http://www.fightflu.ca  

SECTION 2: PROGRAM OPERATIONS AND ADMINISTRATION
1.
Determine Critical and Non-Critical Services & Functions 

Critical Services & Functions

Critical services and functions are those that, if discontinued even for a very brief time, could have serious consequences for children, parents and staff and the effective operation of the child care facility.  

Critical services and functions are those which, if not performed, could result in:

· Risks to the health, safety and well-being of children

· Non-compliance with regulations

· Significant loss or damage to property, assets or revenue

· Financial hardship to staff or non-compliance with labour law

Critical Services in a Child Care Facility:

· health, safety and well-being of children in compliance with The Community Child Care Standards Act and Child Care Regulations
· health and safety of staff

· child care services based on available staffing to maintain required staff-child ratios

· communication with staff, parents, and board members 
· financial administration including payroll, invoice payments, receipts/deposits and billing
· pandemic planning
· necessary supplies for the operation of the facility 

Non-Critical Services or Functions

Non-critical services or functions are those that could be discontinued temporarily without any of the above consequences.  

Non-critical services or functions may have a variety of activities associated with them.  Some or all of the activities may be discontinued during a pandemic, freeing up staff to perform critical services or functions.  For example:
· If your facility provides a hot lunch program, you could require families to provide bagged lunches, freeing up the staff who prepare hot lunches for reassignment to perform critical services or functions. 
· If your facility has scheduled field trips, planning time, workshops, etc., these could be temporarily canceled to free up staff time for critical services or functions. 
Table 1 – Critical Services or Functions (must be continued)

	Position Title
	Details of Service or Function
	Current # of Staff
	Minimum # of Staff

	Director
	Accounts Payable & Receivable (subsidy & operating grant)*

Note: KW receives both every 3 months and receives payment in advance.  Payment to be received in early October will cover until the end of December

Maintain communications with staff and families

Ordering supplies & inventory management

Staffing management

Credit card statements

Cheque signing

Group Benefits

Liability Insurance

Parent Relations

Enrollment
	2
	1

	Assistant Director


	Payroll (biweekly)

Rent payment (monthly)

Collect, deposit & reconcile parent fees (biweekly)
Online banking

Credit card statements

Petty cash (as required)

Parent Relations


	2
	1

	Cook


	Prepare and serve 2 snacks per day

Grocery shopping
	1
	1

	Inclusion Workers


	Responsible for working with a child that requires additional support.
	8
	2

	Supervisors


	Responsible for opening or closing the centre

Completing & submitting attendance sheets (biweekly)

Staff timesheets


	5
	2

	Various


	Cleaning & Sanitizing
	1
	1

	Cleaners
	Clean the centre (nightly)
	1
	1


Table 2 – Non-Critical Services or Functions (could be discontinued)

	Position Title
	Details of Service or Function
	# of Staff for Reassignment

	Cook


	Prepare and serve hot lunches
	1

	Various

	Walking children to/from bus stops and school
	1

	Various

	Reducing the centre’s hours of operation
	4

	ECE

	Planning Time
	Would be cancelled – would free up 1 staff for 2 hrs

	Various

	Fieldtrips and/or workshops
	Would be cancelled

	KW Management
	Non-essential meetings
	Would be cancelled


2.
Determine Potential Staff Reassignments 

When Determining Possible Staff Reassignments:

· Staff-child ratios must be maintained to ensure the health, safety and well-being of children.
· Staff should be cross-trained in the reassigned duties to be able to provide critical services functions. For example: Has the assistant director been cross-trained to complete on-line subsidy reports and issue receipts if the director’s financial duties are reassigned? 
· Staff must have a cleared investigation authorization. 
· Current substitute staff may serve as potential replacements for regular staff. 
Cross-Training for Potential Staff Reassignments

Have all the staff designated in Table 2 been cross-trained in the reassigned duties to be able to provide the critical services or functions (if reassignment becomes necessary)?
_____ Yes

__X__ No

If you answered No to the previous question, indicate the name of the person to be trained, the required training and the training plan.
	Name
	Required Training
	Plan for Training

	Lindsay
	How to complete payroll.
	Assistant Director  to provide training 

	Carol & Stacey

	How to collect, deposit and reconcile parent fees
	Assistant Director  to provide training

	Designated Supervisor(s)

	How to do accounts payable, receivable, subsidies & operating grant
How to maintain communications with staff and families

How to order supplies
	Assistant Director  to provide training

	Designated staff/substitute/parent volunteer

	How to prepare snacks and/or meals
	Cook’s instructions are documented


ACTION: KW Management to create written procedures and train a designated supervisor on the following functions: Payroll, Bank Transfers, rent Payment, Parent Fee Reconciliation & Bank Deposit, Sign in Sheets, Petty Cash etc.  IN PROGRESS
ACTION:  KW Management to increase the KW MC allowance to $3000 per card.  IN PROGRESS
Main Role/Function and Recommended Designates

	Role/Function
	Back-up 1
	Back-up 2

	Director
	Assistant Director
	Designated Supervisor

	Assistant Director
	Director
	Designated Supervisor

	Supervisors
	Alternate Supervisor
	Designated Staff

	Inclusion Workers
	Designated Staff
	Substitute

	Cook
	Designated Staff
	Substitute or Parent Volunteer

	Floor Staff
	Substitute
	Parent Volunteer


Director & Assistant Director:

The Director & Assistant Director serve as primary back-up for one another.   In the event of a pandemic, administrative activities may have to be reduced or cancelled.  Selected supervisors will be trained on the key duties of the KW Management Team.

Supervisors:

Supervisors are responsible for biweekly staff timesheets, for managing the staff schedules, planning fieldtrips, completing evaluations etc.  They can serve as back-up for one another or their duties can be reassigned to other staff.  Supervisors may be asked to cover different shifts in the event of a severe influenza pandemic.
Inclusion Workers:

Inclusion workers are responsible for working with a child that requires additional support.  They complete daily written communication for parents.  Inclusion workers also meet once a month with various specialists that are treating the child e.g. speech language pathologist.   If available, this function could be covered by the Inclusion Supervisor.  Inclusion workers can be replaced with a designated staff or substitute.  However, if one is not available, the child can be put into ratio if the safety of all children is maintained.*
* Staff to Student Ratios – School Age 1:15, Kinders 1:10 students, Preschool 1:8 and infant 1:4 

It is important to note that while it might seem reasonable, in the event of a staffing shortage, to contact the parent/guardian to come pick up their child if they have additional support, it is not best practice to do so in order to free up a staff.  The Child Care Coordinator has advised that this should only be done as a last resort.
ACTION:  KW Management to place a list of inclusion children and their workers in the KW Pandemic Planning Binder.  DONE

Cook:

The cook is responsible for grocery shopping/ordering, food prep and cleaning the kitchen.  Assuming that a replacement is available, it is relatively easy to cover this function as the centre follows a set menu rotation.  A binder with detailed recipes is kept in the kitchen area.

Floor Staff:

Each floor staff member has their own shift card which outlines their schedule and duties for the day.  In the event that a regular staff person is away, it is quite easy to cover off their work, providing a substitute can be arranged.
3.
Compile a list of substitute caregivers who will commit to work if needed.  Make sure that all individuals on the list have completed an Investigation Authorization form, including Criminal Records Check and the Child Abuse Registry Check.  
KW Management & the Board are committed to keeping the centre open during a pandemic.  However, it is the opinion of both groups that the introduction of too many new faces may put undue stress on the children and staff.  It is for this reason that KW will only solicit volunteers from among the parents/guardians whose children attend the centre and former staff.  Volunteer opportunities may include walking children to/from school, preparing lunch, working with the children on the floor etc.
Parent volunteers will require a cleared investigation authorization (IA) and an orientation to the KW facilities.  IAs are required for all substitutes and include a Criminal Record Check and a Child Abuse Registry Check.  Parent volunteers will be included in the staff ratio and the usual licensing requirement that 2/3 of staff have an ECE designation will be waived, in the event of a pandemic.  Parents will not be left alone with the children.
ACTION:  KW Management to post volunteer sign-up sheets in each centre and complete the necessary checks.  All costs associated with this to be paid by KW.  DONE – 3 Parent Volunteers Have Signed Up! ( 
KW currently has 5 regular subs who are available to work when required.
KW Management has approved a Substitute Handbook, developed by Ryan Waldner, which contains basic guidelines for substitutes: how to play and interact with children, room awareness, how to guide child behavior and behavior management and guidance techniques etc.  A copy of this document is available in the front office.

ACTION:  KW Management to maintain the list of substitutes.  A hardcopy of the substitute table will be available in the KW Pandemic Planning Binder.  DONE 
4.
Process – What to do if Short-Staffed?
Call for Substitute:
· If sub available, no further action required.  Note, if dealing with 3+ subs in one day, consider moving experienced staff into other positions to ensure that subs to not end up in same program.
· If sub not available:

· Look at attendance and try to regroup children to free up staff.  If regroup is possible – no further action required

· If regroup is not possible:

· Deb/Susan work floor – no further action required

· If Deb/Susan not available:

· Call for parent volunteers from existing list. If parent volunteer available – no further action required.

· If Parent volunteer is not available:

· Start calling parents to come and pick-up their children.  Program closures are prioritized based on disrupting the fewest number of families and freeing up staff.

· Infant Centre: 1staff: 4 children

· Preschool: 1 staff: 8 children

· Kinders: 1 staff: 10 children

· School Age: 1 staff: 15 children.
Balancing Staff & Children

It is recognized that changes will be required frequently during the height of a flu pandemic, where it is estimated that absenteeism rates could reach 35%.  When ratio requirements cannot be met, the following are examples of options which KW may elect to implement:

· Reducing enrollment

· Altering hours of operation

· Offering parents alternating days of care

· Combining groups of children

KW Management and the Board of Directors DO NOT INTEND TO AMALGAMATE with other centres in the event of a severe influenza pandemic.  

Parents/Guardians are expected to respond to a request to come and pick up their child as quickly as possible.  Please have a back-up plan in place in the event that you receive such a call.
5.
Suppliers and Service Providers

Do you use service providers (housekeeping, food services, accounting) or receive goods (housekeeping materials, diapers, food) from suppliers?


_X_ Yes

___ No
Are the services or the goods provided necessary for the delivery of your critical services or functions?

_X_ Yes

___ No

If you answered “yes” to these two questions, use the following table to list the name of suppliers/service providers and alternate solutions.

	Name of Business
	Service or Goods Provided
	Alternate Solution

	Beatrice/Marcel Marion
	Milk, yogurt, other dairy products
	Staff/parent volunteer shop at Sun Valley Foods or other grocery store

	Sysco
	General groceries
	Staff/parent volunteer shop at Sun Valley Foods or other grocery store

	Arnold/Gisela Niessen
	Nightly cleaning of the centre
	Staff/parent volunteer to assist with cleaning

	S& G Grocery
	Juice, papertowel, toilet tissue, non-latex gloves, hand sanitizer, garbage bags, cone cups
	Staff/parent volunteer shop at Sun Valley Foods or other grocery store

	To-le-do Foodservice
	Cheese, chicken, wieners, fish, chicken strips, margarine (full order list in kitchen binder)
	Staff/parent volunteer shop at Sun Valley Foods or other grocery store



	SunValley Family Foods
	Fruit, veggies, bread

etc
	Staff/parent volunteer shop at other grocery store



	
	
	Russell Food Equipment

	
	
	

	
	
	S & G Grocery


ACTION:  KW Management to develop a list of key suppliers/service providers and detailed instructions on the procedures for ordering from each (including details on payment).  A hardcopy of the list will be available in the KW Pandemic Planning Binder.  DONE
6.
Budget to Provide an Emergency Supply of Key Items
The centre will ensure a good supply of clean linens (towels, blankets etc.), masks, buckets, paper cups, disinfectant, Kleenex, toilet paper, paper towels & sanitizer refills.
ACTION:  KW Management to purchase and store approximately one month’s worth of the following products: DONE
a. Kleenex
b. Paper Towel
c. Toilet Paper
d. Paper Cups
e. Bleach
f. Sanitizer refills
ACTION:  KW Management to post a notice to parents asking for 4L ice cream pails.  DONE
7.
Reporting
The Executive Director/designated alternate will report illnesses or absences as instructed by health and/or licensing authorities.  No personal health information will be released.
For additional information, please see Section 4, number 9.

8.
Closures
KW will close if:

· the Executive Director/designated alternate, in consultation with the Chairperson of the Board of Directors and the Child Care Coordinator/designated alternate representative from the licensing authority,  decide that the program cannot operate in compliance with the license issued by the Manitoba Child Care Program;  
· OR  if the Executive Director/designated alternate, in consultation with the Chairperson of the Board of Directors and  Child Care Coordinator/designated alternate representative  from the licensing authority,  decide they are not confident the organization can ensure the health, safety, and wellbeing of the children and adults;  

· OR  if management staff are unavailable to perform critical services and functions and no qualified alternate can be appointed; 

· OR  if ordered to do so by local authorities; 

The Executive Director/designated alternate will request a 24 hour telephone number for the Child Care Coordinator/designated alternate representative from the licensing authority to contact if the facility must close.  If the situation is urgent, and the representative from the licensing authority cannot be contacted within 15 minutes, the Executive Director and Chairperson of the Board will make the decision, based on the business continuity plan pre-approved by the Board of Directors and will then notify the Child Care Coordinator/designated alternate representative from the licensing authority in writing of the steps taken, including the time of the first telephone call.

The Executive Director/designated alternate will ask the Child Care Coordinator/designated alternate from the licensing authority to follow up verbal instructions/decisions/directions regarding closure with an email to the centre reiterating the instructions/decisions/directions 
Parents will be informed that once closed, the centre may remain closed until the majority of employees are able to resume duties.  The centre may re-open on a staggered basis as staff recover.

The Executive Director/designated alternate will continue the essential tasks required to maintain the organization, to monitor the situation, and implement plans to transition to resume regular business operations as soon as possible  
SECTION 3: COMMUNICATIONS PLANNING
1.
Communications with Staff

Key Messages to Staff:

· Please familiarize yourself with the symptoms of influenza

· Employees will be encouraged to assemble a home flu kit with a thermometer, facial tissues, soap, ibuprofen (Advil) or acetaminophen (Tylenol).  Do not give ASA  (aspirin) to children and teens.

· Employees who develop any signs of influenza like illness during work hours must report immediate to the Executive Director/designated alternate

· Employees who  observe symptoms of influenza like illness in co-workers must report immediately to the Executive Director/designated alternate

· Please stay home if you are sick

· Employees who are ill should apply for short term disability at teh end of the waiting period

· Employees who are caring for sick family members may use their accumulated sick time, flex time and vacation time credits.

· Employee absences (vacation, flex time etc) for non-health reasons may be cancelled if employees are needed to cover for absent employees.

· Please report absenteeism with as much notice as possible

· Please be advised that your job duties may change in a pandemic and that flexible working arrangements may be required such as reduced break times and longer working hours.

It is the responsibility of staff who take a sick day to call the centre by the end of their sick day to advise if they are unable to return to work the following day.
If a KW shutdown has been announced, staff are expected to report to KW Management/designate prior to leaving the centre.  When KW Management announces a re-opening of the centre, staff are expected to report to work as per their usual schedule, unless they have been instructed otherwise.  If a staff person is unable to report back to work, they must contact the KW Management/designate to advise of the reason.   Staff must keep in contact with the KW Management Team by way of email/telephone to determine when they are able to return.
In the event of a pandemic, should situations arise where there is excessive staffing, staff will be requested to use their time to plan, assist with cleaning etc.  Staff will also be given the option of leaving the centre, however they would have to draw from their existing banks e.g. banked time, vacation etc.
ACTION KW Management to review KW Pandemic Plan with all staff at the earliest opportunity, or at the November 5 staff meeting.  IN PROGRESS 
Plan for Communication with Staff in the Event of a Pandemic:

1. KW Website: General information and links related to H1N1 will be posted on the website

2. KW Staff Email Distribution List: Important information related to such things as closure of the centre, updated letters from MB Health etc will be distributed electronically to all staff (who have provided an email address) and also posted on the website

ACTION:  J. Robinson to develop contact lists and phone trees for regular and substitute staff.  A hardcopy of the list will be available in the KW Pandemic Planning Binder.  DONE
3. Staff Communication Book:  KW Management will continue to post updates as per current practice.

4. Phone Calls:  KW Management (or designates) will call staff directly in the event that parts of the centre or the entire centre need to be closed.
2.
Communications with Substitutes & Parent Volunteers
Plan for Communication with Substitutes & Parent Volunteers in the Event of a Pandemic:

KW Management (or designates) will contact substitute staff by phone.
3.
Communications with Families

Key Messages to Families:

· Please familiarize yourself with the symptoms of influenza

· If your child(ren) are ill, keep the child(ren) at home until they are well enough to return to the centre

· Please report absenteeism and advise of any influenza like symptoms

· Please be cautioned that reductions in services and programming may occur with very little or no advance notice (staff absenteeism of 15-35% is anticipated)
· Please ensure that you have alternative child care arrangements in place in the event that staff absenteeism results in less available spaces or closure of the child care facility. 
· The centre could close if ordered by the government to do so or due to severe staff shortages.

· Regular fee payment policies remain in effect.

· Please make sure that the office has your most up to date contact info (work phone, cell phone) as well as up to date info for your emergency contact
KW Management & the Board are committed to keeping the centre open during a pandemic and will do their best to ensure that the centre remains fully operational.  However, it is important to note that reduction in services/programming may occur with little or no advance warning.  This could include such things as reduction in the hours of operation (9 to 5),  the cancellation of fieldtrips, discontinuation of the hot lunch program, discontinuation of walking children to/from school and potentially the closure of part of or the entire centre.

PARENTS ARE STRONGLY ENCOURAGED TO PLAN FOR THE POSSIBILITIES OUTLINED ABOVE AND ARE REMINDED THAT REDUCTIONS IN SERVICES MAY OCCUR WITHOUT ADVANCE NOTICE.  
Parents/Guardians Need a Child Care Plan

Parents/guardians are encouraged to have a back-up plan for child care.  When developing a plan for your family, please consider the following:
· Child care arrangements if your child is sick and unable to attend KW

· Child care arrangements if you are sick and require support after centre hours, including a designated person(s) to pick up your children from KW should you be unavailable (Reminder – you have to let KW know if someone else (provide full name) is picking up your children and the individual must have photo ID!)
KW MANAGEMENT AND THE BOARD THANK ALL FAMILIES IN ADVANCE FOR THEIR ANTICIPATED FLEXIBILITY AND UNDERSTANDING
Plan for Communication with Families in the Event of a Pandemic:

1.  KW Website: General information and links related to H1N1 will be posted on the website

ACTION:  KW Management to distribute website login instructions to all families.
2. KW Parent/Guardian Email Distribution List: Important information related to such things as closure of the centre, cancellation of the lunch program, updated letters from MB Health etc will be distributed electronically to all families (who have provided an email address) and also posted on the website

ACTION:  S. Pauls to update the master list (program, children etc.) and follow-up with parents who have yet to return their forms.  DONE
3. Bulletin Boards:  KW Management will continue to post illness updates on the bulletin boards in each centre as per current practice.

4. Phone Calls:  KW staff (or designates) will call parents directly:

a. To come and pick-up their child in the event that their child becomes ill while at the centre as per current practice.
b. In the event that staff cannot walk children to and/or from school/bus stop, so that parents can make alternate arrangements.
c. In the event that parts of the centre or the entire centre need to be closed due to staffing shortages.

It is the responsibility of parents/guardians to keep themselves up to date on what is happening in the centre.  Families without internet access can call the centre directly for updates.

If a KW shutdown has been announced, families are expected to keep in contact with the centre by way of the website, email or phone to determine when they are able to return.

4.
Communications with Child Care Coordinator & Gov’t Officials
ACTION:  KW Management (or designates) will be responsible for maintaining communications with the Child Care Coordinator.
ACTION:  KW Management (or designates) will be responsible for informing Public Health of any influenza outbreaks in the facility. 

5.
Contact Methods
KW Management will continue to list updates at the message boards and sign-in sheets in each centre.  The website will be used to provide updates and links to important information.  Important information will also be placed into each child’s mailbox if required
ACTION:  KW Management (or designates) will be responsible for updating the KW website.

KW Management will ensure that copies of relevant posters (Cover your Cough, Hand Hygiene etc.) and info sheets (Info about H1N1 Flu for Children & Youth, Self Care for Influenza etc.) are posted in all centres.  
In the event that a portion of the centre has to close, KW will call the affected parents.
In the event that a child becomes ill while at the centre, KW will follow the existing policy.

ACTION:  KW Management to develop a contact list which includes the following:

· Emergency numbers as required under child care regulations 

· Child care coordinator 

· Health Links 

· Public health nurse 

· Public health inspector 

· Suppliers and service providers 

· Emergency organizations 

· Child care facilities in your area 

· Child care associations 

· Lists of contact information for regular staff, substitutes and parent volunteers

· List of contact information for all families

· List of contact information for the Board of Directors

A hardcopy of the information will be available in the KW Pandemic Planning Binder.  DONE
6.
Resources to Help Staff and Children Deal with Grief and Loss
It is important to try and maintain your basic routines as much as possible and to remain connected with family, friends and the community.  However, should the need arise, staff & families are encouraged to contact Health Links, their family doctor and/or their local Access Health Centre.  In addition, staff may access the Employee Assistance Plan through Manitoba Blue Cross.

On the Government of Manitoba website, www.gov.mb.ca , there is a link to ‘Fact Sheets H1N1 Info’, specifically a document entitled “Information about H1N1 Flu for Children and Youth” Parents/Guardians are encouraged to review this document.  

If older children want somebody to talk to in addition to their family, elders and teachers, they can call the following places any time of the day or night:

· Klinic Crisis Line 786-8686 or 1-888-322-3019 (No Charge)

· Kids Help Phone 1-800-668-6868 (No Charge)

SECTION 4: INFECTION CONTROL POLICIES & ACTIONS

1. Ensure that Infection Control Guidelines for Early Learning and Child Care Facilities (available at manitoba.ca/childcare) is reviewed with all staff members. Ensure staff are aware to consistently use proper routine health practices and to increase monitoring of children’s hand washing.   

ACTION:  KM Management to place copies of the Infection Control Guidelines for Early Learning and Child Care Facilities in the staff room and instruct staff to review the document.  DONE 
ACTION:  KW Management to instruct floor staff to increase hand washing frequency for children and staff.  DONE
ACTION:  KW staff to teach and observe children to ensure basic infection control practices, including recommended cough etiquette, recommended hand washing procedures, avoiding contact with people who are sick, following good health practices such as diet, exercise, rest etc. 
ACTION:  KW Management to install hand sanitizers (non-alcoholic sanitizer) at all entrances and post notices for parents, children & visitors to please sanitize their hands/or go to the nearest sink and wash with soap and water upon arrival at the centre.  DONE
ACTION:  KW Management to do a brief training session on hand hygiene and how to wear the personal protective mask at the Oct 1 staff meeting.  DONE
As outlined on the Public Health Agency of Canada website, www.publichealth.gc.ca, the H1N1 flu virus is contagious and spreads between people the same way as regular seasonal influenza.  Influenza and other respiratory infections are transmitted from person to person when germs enter through the nose and/or throat.  Coughs and sneezes release germs into the air where they can be breathed in by others. Germs can also rest on hard surfaces like counters and doorknobs, where they can be picked up on hands and transmitted to the respiratory system when someone touches their mouth and/or nose. 
The H1N1 flu virus can live outside the body on hard surfaces, such as plastic, for 24-48 hours.  However it can only infect a person for up to 2-8 hours after being deposited on hard surfaces.  The H1N1 flu virus can also live outside the body on soft surfaces, such as paper and cloth, for less than 8-12 hours.  However, it can only infect a person for up to a few minutes after being deposited on soft surfaces.

ACTION: KW Management to adjust staffing to allow for an additional 30 minutes of cleaning/sanitization per day for high touch surfaces such as hard toys, faucet handles, washrooms, etc.  DONE
2. Ensure that Healthy Routine Practices posters are prominently posted in appropriate areas (available at manitoba.ca/childcare) 
ACTION: KW Management to prominently post Healthy Routine Practices posters throughout the centre.  DONE
3. Develop child exclusion and staff-leave policies that are non-punitive so that the ill person can stay home and only return when fully recovered
For Children:

When children are ill please keep them at home.  If your child is exhibiting flu like symptoms, please inform KW when you are calling to report the absence.
KW staff will be strictly adhering to the current policies on fever, diarrhea & vomiting.  If your child becomes ill while at KW, the usual procedure will apply: you will be contacted by phone and asked to come and pick up your child.  A prompt pick-up is required.
REMINDER – CHILD CARE FEES ARE REQUIRED, EVEN IF YOUR CHILD HAS BEEN AWAY FROM THE CENTRE.
The following are some of the key points from KW’s sick policy, as outlined in Section 13: Health and Safety of the KW Parent Manual.  The complete policy is available in Appendix 1.

KW Sick Policy:

· Parents are required to notify the centre if the child is sick. 
· If the child becomes ill while at the centre, the parent will be required to make arrangements to have the child picked up and taken home.
· If the child is too ill to participate in the full day's activities, including outdoor play, the child should not 
attend. 
KW Sick Policy for Common Conditions:

· Diarrhea - the child must be taken home after the second incident in one day.  The staff may request that a swab be taken by the child's doctor.  The child should be free of diarrhea for 24 hours before returning to the centre.
· Vomiting - the child must be taken home after the second incident in one day.
· Elevated Temperature - if a child’s temperature is 38 degrees C (100.4 degrees F) or higher (taken under the arm), the child must be taken home and the parent must consult a physician for a diagnosis. 
For Staff:

If you are exhibiting flu like symptoms, please immediately contact a representative from the KW Management team.  If you are at work you will be asked to immediately leave the centre.  If you are at home, please inform KW Management of your symptoms when you are calling to report the absence.  In addition, please remember to call the centre by 4:00 PM to advise if you are unable to return to work the following day.

This notice will allow KW Management to try and arrange for a substitute.   

If you are ill with the flu, please stay home and only return when you are fully recovered.  The staff person who has recovered is resistant to the disease and will be an asset to the program.
Staff who are overdrawn on their sick bank will be allowed to draw down from their other banks (mental health, banked time or vacation) to cover their absence.

4. Teach staff and families how to limit the spread of infection generally and on an on-going basis. Develop a schedule to increase the frequency of cleaning and sanitizing of surfaces and toys during a pandemic

As outlined on the Public Health Agency of Canada website, www.publichealth.gc.ca, the most important factors in the control of the spread of the pandemic (H1N1) 2009 influenza virus in schools and child care programs are:
· Early identification of ill students, staff and children exhibiting symptoms of influenza-like-illness (ILI),
· Exclusion from the setting of anyone ill with symptoms of ILI and,
· Practising cough/sneeze etiquette and frequent hand cleaning. 
To this effect, KW staff may conduct a health screening prior to admitting any child or adult to the program (See Appendix 2).
The Government of Manitoba has issued an “H1N1 FLU FAQS” info sheet, dated June 16, 2009.  This document is available at http://manitoba.ca/asset_library/en/flu/flu_faq.pdf   The following is an excerpt from this document.
What precautions should I take?

Manitobans are encouraged to use routine precautionary measures to prevent infections:

· Cover a cough or sneeze by coughing or sneezing into your elbow or sleeve or using a tissue to cover your nose and mouth.
· Wash your hands often with soap and water, especially after you cough or sneeze.  Hand sanitizers are also effective.
· Limit touching your eyes, nose or mouth.
· Maintain your health by making healthy food choices, being physically active and getting enough sleep.

What about protecting children?

Children should take the same precautions as adults, including washing their hands regularly and covering their nose and mouth when coughing. Young children may need help with hand washing. Children with flu-like symptoms should stay home from school or daycare. To avoid the spread of germs, keep surfaces clean in areas where children play. If you have questions or are concerned that your child may need care, contact your health care provider or Health Links-Info Santé at 788-8200 or 1-888-315-9257.

What should I do if I think I have H1N1 flu?

H1N1 flu causes symptoms similar to those of seasonal flu. As with any flu-like illness, if you develop symptoms, please do the following:

· Stay home from school or work and limit contact with others to reduce the chance of infecting them.
· Reduce the spread of germs by avoiding touching your eyes, nose or mouth and by washing your hands frequently.
· Contact your healthcare provider or visit your nearest healthcare centre if you are concerned that you may need advice or care, especially if your symptoms are severe or worsening (shortness of breath, dehydration, worsening fever, cough or weakness). It is important to seek prompt care if you are concerned you need it, as early intervention is important in treating severe influenza-like illness.
· You can also call Health Links–Info Santé at 788-8200 or 1-888-315-9257 (toll free) if you need personal advice on self care or when to seek further care.
What should I do if there is a confirmed case in my child’s school?

Currently, there is no need to close schools or child care centres.  Children who are feeling well do not need to stay home.  Children who are ill should stay home until they feel better. Parents of ill children can contact Health Links-Info Santé at 788-8200 or 1-888-315-9257 for advice on when to seek medical attention.

REMINDER – MOST PEOPLE GET BETTER FROM THE FLU WITHOUT ANY SPECIFIC MEDICAL TREATMENT.
For more information on caring for people with influenza, including children, please see the fact sheet “Caring for Yourself and Others with Influenza”, available on the Manitoba government website: www.manitoba.ca
ACTION: KW Management to adjust staffing to allow for an additional 30 minutes of cleaning/sanitization per day.  DONE
5. Teach staff about the symptoms of influenza and what to do if a child becomes ill. 
H1N1 flu causes symptoms similar to those of seasonal flu.  The Public Health Agency of Canada has a section on their website entitled “Key Facts on H1N1 Flu Virus” (http://www.phac-aspc.gc.ca/alert-alerte/h1n1/fs-fr_h1n1-eng.php).  The following is an excerpt from this document.
Symptoms? 

	Almost Always
	Common
	Sometimes

	New cough & fever (greater than 38 degrees C) and one or more of the following:
	Fatigue
	Nausea

	
	Muscle aches
	Vomitting

	
	Sore throat
	Diarrhea

	
	Headache
	

	
	Decreased appetite
	


When children are ill please keep them at home.  If your child is exhibiting flu like symptoms, please inform KW when you are calling to report the absence.
KW staff will be strictly adhering to the current policies on fever, diarrhea & vomiting.  If your child becomes ill while at KW, the usual procedure will apply: you will be contacted by phone and asked to come and pick up your child.  A prompt pick-up is required.
Suspected ill children will be moved to an isolation area and will be supervised by a staff person who may choose to wear a mask and gloves.
Staff will follow routine practices that are a part of the current infection control guidelines e.g.  handwashing.  Personal protective equipment (masks & gloves) will also be available to all staff and should be used when providing care (direct or indirect) to a child who is showing symptoms of influenza like illness. 
Droplet Transmission:  Virus is spread from person to person from respiratory secretions if within 1-2 meters.

Contact Transmission: Direct physical contact & Indirect physicial contact 

6. Arrange for a place where ill children and staff can be isolated until they leave the facility.  Ensure a supply of fresh personal items is available, example, bedding, towels, etc. 
Ill children and/or staff will be removed from general areas and placed in a designated isolation area, equipped with necessary supplies, where they can rest comfortably until parent/guardian/designate arrives.  As always, a prompt pick up is required.
7. Inform families that experts recommend yearly flu shots for all children 6 months to two years of age and anyone who cares for children in that age range. Find out where the nearest flu shot service will be in your area during a flu pandemic. 
As outlined on the Public Health Agency of Canada website, www.publichealth.gc.ca, influenza vaccines (also called flu shots) help you to prevent getting sick by introducing your body to a weakened or dead version of the virus to teach your body to build immunity to it.

This year, there will be vaccines for both types of flu – one for the regular seasonal influenza, and one for the H1N1 flu virus.
Skylark Clinic will be offering the regular flu vaccine at KW again this year.  The clinic is scheduled for Thursday October 22, from 1:30 to 4:30 PM.  
CLINIC CANCELLED DUE TO CHANGES IN MB HEALTH PRIORITIES.
ACTION:  KW Management to post sign-up sheets in each centre.  DONE 
Eligible persons are encouraged to follow health recommendations for getting an annual flu shot and pandemic vaccine when available.  The H1N1 vaccine isn’t expected to be available until November 2009.
8. Encourage staff to get annual flu shots.

Eligible persons are encouraged to follow health recommendations for getting an annual flu shot and pandemic vaccine when available.  
Staff interested in obtaining the flu shot may do so during their regular work hours at the Skylark Clinic scheduled for October 22, from 1:30-4:30 PM at the centre.
9. Keep accurate records for reporting of absenteeism due to illness (staff and children) including the symptoms of their illness  
ACTION:  KW Management to develop a system to track absenteeism due to illness (staff and children) including the symptoms of their illness. DONE 
Family Services and Housing (FSH) requires all early learning and child care facilities to report any unusual levels of absenteeism to both parents and FSH.  This information will assist parents in ensuring the health, safety and well-being of their children and will ensure FSH is able to respond appropriately
ACTION:  KW Management to notify FSH, by phone 945-8080 or email FSHreportabsenteeism@gov.mb.ca , of unusually high levels of absenteeism (does not need to be specific to flu like symptoms) for children and/or staff by the end of each weekday (report to include name of facility and number of children and staff absent per day)
APPENDIX 1:  KW SICK POLICY 

XIII.  Health and Safety:

1.
Illness:

Children cannot attend the centre if they are ill.  Parents are asked to advise the centre immediately of the nature of a child's illness.

A child who is sick should not attend the centre for the child’s own comfort and the well being of others.  It is not feasible for staff to restrict a child’s activities because of illness - including outside play.  The staff/child ratio does not allow children to stay inside while their group is involved in outside activities.  Any medical conditions that would require children to remain indoors must be discussed with the centre ahead of time.  A doctor’s certificate may be required.

2.
Sick Policy:

a)
Parents are required to notify the centre if the child is sick.  If the parent neglects to contact the Director after five consecutive sick days, the Director will contact the parent and subsequently the child's space could be terminated.

b)
If the child becomes ill while at the centre, the parent will be required to make arrangements to have the 
child picked up and taken home.

c)
If the child is too ill to participate in the full day's activities, including outdoor play, the child should not
attend. 

d) If the child has a communicable disease, Public Health regulations regarding incubation and/or isolation apply.  A doctor's certificate may be required on re-entry.

e) All children are recommended to be immunized according to the Public Health Regulations.

f)
Children with Asthma must notify the centre ahead of time if they must remain indoors.  A doctor's certificate may be required.  It is the parent’s responsibility to check and refill canisters for the inhalers.

g)
Parents are requested to discuss any concerns about a child's illness with the Director, and are encouraged to call the centre during the day concerning a child's well being or the administration of medication.

h)
Sick policy for common conditions are as follows:


Skin Rash - must be diagnosed and proper treatment started.


Diarrhea - the child must be taken home after the second incident in one day.  The staff may request that a swab be taken by the child's doctor.  The child should be free of diarrhea for 24 hours before returning to the centre.


Giardia - (a mucous diarrhea that is caused by a parasite) - the child may attend the centre if he/she has been on medication for 24 hours.


Vomiting - the child must be taken home after the second incident in one day.

Elevated Temperature - if a child’s temperature is 38 degrees C (100.4 degrees F) or higher (taken under the arm), the child must be taken home and the parent must consult a physician for a diagnosis. Only in the case of an infant (child under 2 years of age) may Tempra/Tylenol be given at the centre without a physician’s note.  In order for a preschool child (child over 2 years of age) to receive Tempra/Tylenol, they must obtain a prior written permission note from the child’s physician.  This note must state a current date, the child’s name, dosage, time and method of administration, and the number of days the child is to receive the medication at the centre.  In either case, the Tempra/Tylenol must be supplied by the parent/guardian.


Ear Infection - the child may attend the centre after treatment has commenced, provided the child feels well enough to participate.  If the child is unusually unhappy or has a fever, the parent will be contacted.


Infections being treated with antibiotic - the child may attend the centre after 24 hours on medication or after the infectious period has ended.  All incidents of infectious illness will be posted on the bulletin board.  In the case of strep throat, the child may attend after 48 hours on antibiotics.


Strep Throat and Scarlet Fever - the child may attend the centre after 48 hours on medication.


Pink Eye – the child may not attend until being treated for at least 24 hours with an antibiotic and eyes must be free of drainage and secretions.

Chicken Pox - the child may attend if he/she feels well enough to participate in all daily activities.


Red Measles (Rubeola) - the child may not attend until at least 5 days after appearance of the rash.


German Measles (Rubella) - the child may not attend for 2 or 3 days until the rash and symptoms have disappeared.


Mumps - the child may attend after the swelling has disappeared.


Whooping Cough - the child may not attend for 3 weeks after onset of disease or for 1 week after starting appropriate antibiotic therapy.

i) No Nit Policy - In the event of lice, KinderWorld will enforce a “no nit” policy. If lice is discovered on a child while at the centre, the parents will be contacted to pick up the child. In order to prevent reoccurrence of lice and transmission to others, the child will need to be declared nit-free before returning to the centre. Therefore, when a child returns to the centre after having had lice, a staff will be required to check the child to ensure that there are no remaining nits.  As well, if a case of lice has been reported within the centre, all children will be checked for lice by staff on a daily basis until all cases are declared nit-free.

j) In the event that someone (child or staff) at the centre is confirmed to have a contagious illness, families will be notified of the illness by a sign posted in the entrance.  The identity of the affected person will remain confidential.

APPENDIX 2:  HEALTH SCREENING FORM

This screening will be completed by, or on behalf of, all persons wishing to enter the child care program during a pandemic outbreak.

Date:  ____________________ Name of child/adult: __________________________

Screening form completed by:  ___________________________________________
SYMPTOMS:   Are there any of the following symptoms?


New Cough                                                  Yes                             No    


Fever (greater than 38C)                              Yes                            No   

AND one or more of the following additional symptoms: 
Sore Throat                                                  Yes   

          No  


Muscle Ache                                                Yes                             No   


Severe headache (worse than usual)
          Yes                             No   


Joint pain
                                              Yes                            No   

                                                                                                                 

Fatigue/Exhausted                                       Yes                             No


Gastrointestinal illness (in children)             Yes                             No

Any adult or child who exhibits fever and new cough and one or more of the additional symptoms will be excluded for the duration of the illness.  

CONTACTS:

Has this person had contact with someone who has or may have flu in the last 4 days?


                                                                     Yes                             No      


DECISION:     Admitted                  Not Admitted                  
Representative of child care program:________________________________________
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