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CICC’s PANDEMIC PLAN
This policy is intended to provide an overview of what to expect in the event of a
pandemic outbreak as defined by Toronto Public Health. CICC will remain aware of
updates regarding an outbreak and will follow all recommendations made by Toronto
Public Health. Persons exhibiting the symptoms of an illness deemed “pandemic” will
need to stay home or to leave work/school. The goal of this policy is to reduce illness.
Timely reporting of communicable diseases is essential for their control. CICC will follow
the recommendations of Toronto Public Health and will report diseases as required to
Toronto Public Health.
An outbreak will be defined as absenteeism of students/staff that is greater than what
would normally be expected or when unusual or more severe illness is observed.
Background Information:
Following the outbreak of SARS throughout the world in 2003, and H1N1 in 2009, a
small committee of Board members and senior staff was formed to discuss our current
emergency plans and to determine what additional steps were required to protect our
clients, staff and volunteers should a pandemic occur. As well, every organization,
including CICC, is at risk from potential business disruptions that include natural
disasters such as tornadoes, floods, fire, blizzards as well as accidents, power
disruptions, safety and service sector failure. A Business Continuity Plan is also in place
to mitigate this risk.
Introduction To The Pandemic Plan:
Child Care programs play an important role in the health and well being of children,
families and staff involved in these programs. In the event of an influenza pandemic, it is
important to be prepared by having a plan to deal with the effects of the pandemic and
reduce the negative impact on children, families and staff.
CICC will take the lead from Toronto Public Health, and the Public Health Agency of
Canada as information becomes available.
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A CICC Emergency Response Team has been formed. This group will be comprised of
the Executive Director, Centre Manager, Early Intervention Manager, Volunteer
Coordinator and Office Administrator.
Our findings indicate we already have some measures in place such as proper infection
control procedures but there are more operational and communication considerations
should the centre be closed by Public Health or CICC decides to close due to severe staff
shortages.
Three major factors need to be addressed in the event of a pandemic:
1. Infection Prevention and Control Measures
2. Management of Human Resources
3. Communication

Infection Prevention and Control Measures
Infection control measures are actions that can help prevent the spread of the influenza
virus in the workplace.
To best protect the health of all children and staff the following procedures must be
followed by all families:
1. Parents must notify CICC if their child is away from school for any reasons. For
illness they are to specify symptoms, e.g. fever, cough, diarrhea, sore throat,
green mucous discharge, contagious diseases (chicken pox)
2. Children who become ill at school will be isolated, sent home with their parent
or guardian.
3. Children will stay home until they are symptom free and feeling well and able to
fully participate in all normal day- to-day school activities. This is most likely to
occur if they have been symptom free for at least 24 hours.
4. When more critical illnesses like influenza-like-illnesses including the SARS
pandemic, the (H1N1) 2009 virus and the current COVID 19 virus are possible, we
may ask symptomatic children to remain at home for 7-14 days after symptom
onset or until all symptoms have been resolved, whichever is longer. This is a
consideration because many of the children at CICC have underlying illness that
puts them at risk for severe illness or complications from the pandemic influenza
virus.
5. Parents will be informed in writing about the need for rapid medical assessment
of high risk children.
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Prevention Procedure:
•

•

•
•
•

•

Families, volunteers, students and staff will be made aware of the symptoms,
incubation period and when to come back to school/work through letters home,
postings in school, email and staff meetings.
Practices defined in the sanitation policy will be followed in order to minimize
the spread of germs. Hand sanitizer will be available at all entrances, rooms
without hand washing sinks. Public Health posters will be posted above sanitizer
units to remind and encourage proper use of this product.
Staff, volunteers, students and families will be asked to describe their symptoms
when calling in sick in order to track possible trend in illness. If a trend appears
to be present, Toronto Public Health will be notified.
Children/staff/volunteers and students who exhibit signs of illness will be
isolated immediately until such time that they are able to leave school. Parents
will be obliged to pick up their child immediately.
Staff, volunteers and students will be monitored by administration to ensure
correct use of hand washing, hand sanitizing, respiratory and cover your cough
procedures
Sensory activities and plush toys will be eliminated during an epidemic

Outbreak Procedure
In the event of an outbreak of pandemic nature at CICC the Centre Manager or
Executive Director will contact The Health Department at 416 392 7411. The school
representative will describe the symptoms of the disease or outbreak and the number
of individuals affected.
The administration will take the advice of Toronto Public Health and be prepared to
temporarily close the school under the direction of Toronto Public Health.
•
•
•
•
•

Parents, volunteers, students and staff must keep up to date contact information
with CICC administration.
Information will be shared by all through posted memos and email
In the event of staff absenteeism, supply staff will be employed
Staff will also be deployed to cover job responsibilities where needed most.
If administration is unable to fulfill their roles, the Board of Directors will be
informed and will put into place a plan of action to ensure the smooth running of
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•
•

the school
Staff sick days will remain the same as stated in company policy. Staff attending
work with symptoms of a Pandemic nature will be sent home
Staff who have exhausted their allotted sick days will be provided with unpaid
days off with no threat to their employment.

Within the School:
• Sensory play will be suspended for the duration of the outbreak
• All toys played with by the individual children will be sanitized
School Plan for Outbreak of Illness
1. Isolate the child in designated room (manager’s office or Snoezelen Room)
2. CICC staff member remains with the child in above room
3. CICC staff will contact parents/emergency contact to arrange for child to be
picked up from school
Contagious Illness
1. Telephone parents of children with suppressed immune systems
2. Notify all families, staff, volunteers and students via email
3. Contact PH-Contagious and Infectious Disease line @ 416 392 7411
Planning For Alternate Childcare:
In the rare event that CICC must close temporarily due to staff shortages, parents are
encouraged to plan ahead and arrange temporary childcare if needed. Centennial has a
list of supply teachers so Centre closure is unlikely.
Unfortunately, budget restraints do not allow for CICC to reimburse fees to families in
the case of centre closure or if children are away from school due to illness.
We will continuously monitor levels of illness at the Centre and communicate with
parents as needed. Our classrooms, toys, furniture etc. are thoroughly cleaned and
disinfected by our cleaning service every evening and staff during the day. During flu
season, we will ensure increased attention is devoted to maintaining a clean
environment.
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Preschool Programs:
•
•
•
•
•
•
•
•
•

Communication To All Stakeholders:
Health notices will be posted at front door asking those entering to self screen
(see appendix A)
A notification letter will be sent to all parents indicating CICC’s pandemic plan
and measures to be taken specific to the school programs (see Appendix B)
Health notices will be posted in the volunteer lounge to alert all staff, parents,
students and volunteers on proper infection control measures ie: hand washing
procedures, stay home if exhibiting flu-like symptoms (Appendix C)
Updates from Toronto Public Health will be posted (see Appendix D for Fact
Sheet from Public Health)
Staff will be responsible for monitoring and documenting observations of
children’s ill health when they arrive at the Centre
The Executive Director will be notified if there are any confirmed staff, volunteer
or client cases of pandemic disease
Emergency Response Team will maintain a current contact list of parents, staff,
volunteers, Toronto Public Health, Children’s Services Program Consultant, MCYS
Licensing Specialist
Staff will be informed of emergency procedures and updated regularly
Stocks of hand sanitizers, gloves, food will be maintained at the Centre

Handwashing Techniques
Toronto Public Health has developed hand washing, hand sanitizing and cover your
cough posters and fact sheets which are available at their website:
www.toronto.ca/health
Hand washing for all staff, volunteers, clients, and students must be reinforced,
especially during flu outbreaks. Hand sanitizers will be available as well throughout
Centennial.
Always wash:
• Before and after snack
• After using the washroom
• After changing a child’s diaper
• After coughing or sneezing
• Use sanitizers with care
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Program Activities
• Sensory activities may need to be temporarily suspended (water, sand,
playdough etc) to limit the possible spread of infection
• Staff will need to ensure that classrooms and washroom areas are cleaned and
disinfected more regularly
• Food preparation should be monitored more closely during a pandemic
Respiratory Cautions:
• All staff, children, volunteers, parents, students should help reduce transmission
of flu by covering mouth with sleeve when coughing and/or sneezing
If Children Become Ill at the Centre
• Children, staff, volunteers and students who are ill should stay at home
• If a child becomes ill at the Centre, he/she will be isolated from the other
children until a caregiver is able to pick him/her up from school – a staff person,
not a volunteer, should stay with the child until he/she is picked up

EI and Consultation Programs:
All Early Intervention staff will proceed as follows prior to conducting home visits:
• Home visits will be suspended during a pandemic until CICC advises it is safe to
resume
• Staff will provide virtual support to clients via Zoom and/or Teams, and outdoor
visits weather permitting
• Before entering a family’s home, staff will ask family members if anyone is ill,
and cancel visit if evidence of illness
• EI staff will wash hands, wear a mask and maintain distance after entering and
before leaving client’s homes
Resource Consultants will proceed as follows prior to entering child care programs:
• Type of service delivery (remote or onsite) will be determined by Toronto
Children’s Service, Every Child Belongs Program (funder)
• Ask child care staff if any children or staff are exhibiting flu-like symptoms
• Cancel visit if evidence of illness
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Management of Human Resources
It is assumed that in the case of a health emergency, we will have access to our
premises and our systems, but may have staff shortages. For the preschool, staff/child
ratios must be maintained based on the Child Care and Early Years Act. CICC has a list of
supply teachers should staff shortages result in ratios not being met. If supply teachers
are not available to meet ratio requirements, the preschool programs would close.
High rates of absenteeism may result in changes to staffing, chains of command, hours
of work of employee responsibilities. CICC may require alternate human resource
policies for a pandemic emergency. The following issues need to be addressed:
If flu transmission is high, some communities or early childhood programs may consider
temporary closures with the goal of decreasing the spread of flu among children less
than 5 years of age. Or Centennial may be forced to operate in a reduced capacity and
make alternate arrangements so that employees work from home. The decision to
selectively close will be made in partnership with public health officials and should
balance the risks of keeping the children in early childhood programs with the social and
economic disruption that can result from closing these programs. If the situation is
severe enough that the building is closed, the same procedures would be followed as
outlined in the Centennial business continuance plan. If temporary access to the
building is permitted, arrangements will be made with staff to access the building to
gather work and take it to an alternate location.
Attendance Management:
Treatment of Absences from Work
During an emergency, Centennial may need to delegate new job functions to
employees. In the event of a health emergency (eg: COVID 19) employees who present
any of the symptoms published by Toronto Public Health should contact Public Health
and/or see their family physician. An employee who is quarantined should obtain
written confirmation from their doctor or health clinic and provide that to Centennial.
Where a written confirmation is not available, and staff are unable to work from home,
we will treat their absence on an individual basis depending on the circumstances of the
absence.
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In the short-term, staff will continue to earn their regular wages and use allotted sick
days if they are unable to work due to medical illness, or if they are quarantined. If the
situation becomes a longer-term issue (ie: beyond 10 days, the Executive Director will
consult with the Business Continuity Committee to determine next steps.
Where Centennial has been shut down by order of Public Health and employees are
unable to report for work, their salary will be continued for a period up to 10 days. This
will apply to both regular and contract staff. Salary treatment for temporary employees
will be reviewed on a case by case basis at the time of the closure.
All employees who have either been quarantined or have been diagnosed with the
illness and are under Health watch must ensure they are no longer contagious and will
not present a risk to co-workers when they return to work.
Employment Standards Act: Section 50.1
Declared Emergencies
An employee has the right to an indefinite period of unpaid leave if the employee
cannot perform their job due to a declared emergency under the Emergency
Management and Civil Protection Act. There is no time limit to this leave as it lasts as
long as the declaration is in effect and the employee meets the requirements. The same
rights for service recognition, benefits continuation and reinstatement remain effective
for the duration of the declaration.
Communicable Disease Procedure
The following process shall be implemented once a communicable disease has been
confirmed within the GTA and has reached a level that poses a serious risk to
Centennial. Diseases which fall into this category will be determined by the Ministry of
Health, examples include but are not limited to H1N1 pandemic, SARS and COVID 19.
An employee who is exhibiting the symptoms of the disease or has recently been in
contact with someone who has been confirmed to have the disease during the
incubation period is deemed to be high risk.
All high-risk employees are to identify themselves to their Manager either by phone or
by email and this process shall be implemented accordingly.
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What to do if an Employee exhibits symptoms:
1)
2)
3)
4)
5)

Employee shall notify their manager they are unwell
Minimize contact with other employees and leave the building immediately
The Emergency Response Team will be alerted
Staff shall disinfect staff work area and common areas.
Centennial staff in vicinity of sick staff member shall be advised and provided
with prevention instructions and will:
a. avoid meetings and group events
b. take reasonable precautions with themselves and their family to avoid
possible transmission of virus to others

What to do if an Employee is confirmed to have a communicable disease?
1)
2)

3)
4)
5)
6)

The Executive Director will call a meeting of the Emergency Response Team
to review and assess immediate situation.
The Executive Director will communicate with all staff. In rare circumstances,
the centre may need to be closed for a period of time based on the severity
of the disease, staff shortages, incubation period
Ill staff shall advise their manager if they have seen a doctor and update their
manager on the their status
If allotted sick days are used, additional days may be provided at the
discretion of the Centre Manager or Executive Director
Staff who are required to stay off work to care for a family member may be
able to use sick days at the discretion of their Manager
The Emergency Response Team will monitor the pattern of transmission of
the disease through CICC, will review findings and implement additional
disaster response practices. All adjustments will be reviewed with staff and
shall be provided in a timely manner.

Communications Strategy
Centennial may not be able to continue business normally during a health emergency if:
➢ Health officials shut down city access
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➢ Building officials prevent access to the premises, or
➢ Health officials force Centennial staff into quarantine.
A communication strategy must be in place in this event.

KEY MESSAGES TO STAFF:
➢ Centennial will take all necessary precautions during any health emergency and will
communicate with employees on a regular and timely basis
➢ Services provided may be severely reduced
➢ Payment to Centennial staff will continue for a period of two weeks

Centennial will establish communication on a regular basis with staff. While business
operates on a normal basis, communication with staff will include:
▪
▪
▪
▪
▪
▪

An introductory communication to employees to advise them of Centennial’s
preparedness plans and communication plans
Each staff will have a copy of the CICC phone tree should the centre need to close
Teachers and Volunteer Coordinator will establish a plan to communicate to parents
and volunteers of any extended closure
Posting of weekly updates from the Toronto Public Health
Regular emails on the latest in prevention or information tips
If Public Health officials declare health emergencies, information on quarantines and
other measures to reduce the spread of a contagion will be provided

What to do if Centre must shut down
1. Emergency Response Team shall meet by conference call and review core
business activities that need to continue during the office closure and the
business continuance plan is implemented for any activities necessary during the
closure period.
2. If a temporary staff layoff is required, the following will apply:
• Permanent staff will be assessed by Senior Staff or Executive Director to
determine whether they have sufficient work to manage at home
• Staff salaries dependent on government funding will be assessed based
on government protocols
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3. When Centre reopens, staff that are well and not affected by the communicable
disease shall report to work.
4. If the office is unable to reopen due to number of staff affected, the Emergency
Response Team will meet to discuss next steps and additional Business
Continuity measures.
5. Management shall communicate with their staff in quarantine should the office
closure continue beyond the initial quarantine period.
Specific Plans during Closure
TELEPHONE SERVICE
Front desk messages will be updated by 8:00 a.m. daily to reflect office closure status.
Main Voice Mail Message
Centennial Infant and Child Centre is closed under <city authority> to assist in
controlling the spread of <name of illness>. Our office will remain closed until
<date>. > or further notice. All business has been suspended. For all urgent
inquiries, please press zero. You will be presented with our main switchboard
greeting. Please be patient and leave a message after the tone. All calls will be
reviewed, however, we can only respond to urgent inquiries. All other calls will be
returned when business resumes on <date>.

All voice messages left by callers can be retrieved remotely by staff. Staff will forward all
calls of an urgent nature to the appropriate manager by telephone. If the nature of the
call cannot be determined, the call will be forwarded to the Centre Manager.
Voice Mail Handling
All staff can maintain remote email access information to perform duties. Please check
email messages regularly for any updates on the closure.
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All staff will have full remote access to their individual computer hard drives.
All employees’ voicemail greetings should be changed to reflect the closure. Staff should
review and delete messages regularly.
Web Update to the Public
A message will appear on the Centennial web site to update the public on any closures.

Premises Security
With office closure, the following security measures will be implemented:
Premises
1) Centre Manager will advise all staff of the situation and implement the following
security measures:
a. Centre Manager, Office Administrator and Executive Director will ensure all
urgent documentation such as emergency contact lists are taken offsite
b. Conduct a thorough walkthrough of the building
c. Lock all windows and doors, activate alarm system
d. Alert Reina Cleaning Service and other critical suppliers
2) Post sign on front door. Text of sign follows:
Centennial has closed under the authority of <city authority> as a precaution only in
controlling the spread of <name of illness>. Our office will remain closed until <date>.
If you have an urgent inquiry, please call 416-935-0200 and leave a message. All calls
will be reviewed, however, we will only be able to respond to urgent inquiries. All other
calls will be returned when business resumes on <date>.
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