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SECTION ONE: INTRODUCTION 

Preamble 

The City of Ottawa has created this document titled Operational Procedures and Guidelines for 

Summer Day Camps in collaboration with the Ontario Ministry of Health, Ottawa Public Health, 

Occupational Health and Safety and the Recreation Cultural and Facility Services Department 

(RCFS). 

 

The City’s plans to implement summer day camps are conditional upon amendments to the 

provincial orders that permit such programs to operate: the release of operating guidelines, 

and on the advice of Ottawa Public Health.  It is recommended that anyone referring to or using 

these guidelines connect with their own public health agency. 

 

Introduction  

In a time where the landscape of operations must dramatically change to allow for the 

resumption of programs and services it is vital to develop strategies for successful 

implementation of our various business lines. 

 

Having policies and procedures demonstrates our commitment to professional practices.  They 

will provide clear guidelines to staff on how our department will operate.  All procedures and 

policies will meet or exceed the direction of medical health officers, follow all provincial 

parameters and be developed in collaboration with our partners and colleagues. 

 

This document and the various appendices are intended to be used as planning and 

implementation tools.  All summer day camps must use these tools alongside the specific 

advice provided by federal, provincial (COVID-19 Guidance for Summer Day Camps) and local 

authorities. 

 

It is important to note that although all measures will be taken to ensure participation in day 

camps is as safe as possible, participating children will still be at risk for exposure to COVID-19 

while attending camps.  

 

 

 

http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_summer_day_camps_guidance.pdf
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Notice of Risk 

When children from multiple families attend a single day camp, there is an increased risk of the 

COVID-19 virus coming into the camp. Children who are infected with the COVID-19 virus are 

more likely than adults to have a very mild infection, or to have no symptoms at all. 

Nevertheless, these children can still transmit the infection to other children and to adults in 

the camp. This means that children can bring home an infection acquired in the camp and put 

other persons at risk. All day camps have a screening process to help detect infections when 

there are symptoms, however this screening process cannot detect infected children or adults 

who are asymptomatic at the time of the screening. 

 

The risk of serious COVID-19 infection increases with age, which older day camp staff should 

consider in terms of the risk to themselves, particularly if working in camps with children from 

multiple families. This caution also applies to those persons of any age who have chronic 

medical conditions that may put them at increased risk for serious illness with COVID-19 

infection. 

 

Purpose of this document 

Controls: This operational plan provides critical health, infection prevention and control 

practices, engineering, PPE, administrative, staff and safety controls required for the 

resumption of camp programs.  

 

Public Health Principles of Safe Programming:  Physical distancing, adequate cleaning, 

frequent hand washing, proper and effective use of PPE, including wearing cloth masks when 

physical distancing cannot be maintained, respiratory etiquette, health checks/screening prior 

to camp each day and staying home when unwell. 

 

It is important to note that this is an evolving document and as planning continues at the 

federal, provincial and local levels, information will be updated and added as required.  

Additionally, as best practices are discovered from our municipal partners or our own 

operations, information will be vetted and included into the document as a revised edition. 
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Background  

Policies and procedures for the operation of camps with a Covid-19 lens will serve to define 

how our employees are expected to behave and detail responsibilities of both management 

and employees.   

   

The RCFS workgroup researched various provincial, municipal and industry leader’s 

organizational models for Covid-19 service resumption.  The various best practices will be 

curated into a database document including the contributions of other RCFS Day 1 Ready 

working groups, with the intent to determine the policies and procedures required to successful 

operate camps. 

 

Public Information 

Ottawa Public Health (OPH), in collaboration with the Provincial and Federal governments, will 

keep the public informed by providing timely, clear and up-to-date information about the 

COVID-19 pandemic.  

 

Decisions 

Decisions regarding any closure of facilities, programs or amenities be made by the provincial 

government, neighboring jurisdictions and directly affected agencies.  The Medical Officer of 

Health for the city of Ottawa will advise the City of Ottawa Senior Leadership Team. 

 

COVID-19 

Ottawa Public Health (OPH) has laboratory confirmation of community spread of COVID-19. 

Statistics on COVID-19 in Ottawa are updated daily and special statements from Medical Officer 

of Health, Dr. Vera Etches, are posted here.  

 

Updates about the status of cases in Ontario, including Ottawa, are available on the Ministry of 

Health webpage. 

 

COVID-19 can cause illness ranging from a very mild, cold-like illness to a severe lung infection. 

Symptoms can include fever, cough, sore throat, muscle ache, headache, and difficulty 

breathing (shortness of breath). Atypical symptoms can also be seen including unexplained 

fatigue/malaise, delirium (acutely altered mental status and inattention), falls, acute functional 

http://www.ottawapublichealth.ca/
https://www.ottawapublichealth.ca/en/reports-research-and-statistics/la-maladie-coronavirus-covid-19.aspx
https://www.ottawapublichealth.ca/en/public-health-topics/novel-coronavirus.aspx
https://www.ontario.ca/page/wuhan-novel-coronavirus-2019-ncov
https://www.ontario.ca/page/wuhan-novel-coronavirus-2019-ncov
https://www.ontario.ca/page/covid-19-stop-spread#section-0
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decline, exacerbation of chronic conditions, chills, headaches, croup, and loss of sensation of 

taste/smell. Symptoms may present differently in children and children are often asymptomatic 

as well. 

 

Testing is available for any Ottawa resident who feels they need a test, even if they are 

asymptomatic. Testing is available at the COVID-19 Assessment Centre or the COVID-19 Care 

Clinics. Residents will not be turned away unless volumes are significant. In that case, priority 

will be given to residents from high-risk groups and those showing symptoms. 

 

COVID-19 is reportable under Ontario's public health legislation.  

 

Exclusion 

A detailed process for the exclusion of symptomatic participants and staff can be found in the 

Illness at Camp section of this document. 

 

If a participant and/or staff has one or more of the following symptoms, staff need to direct 

them as per the Exclusion of Sick Participants Procedure (Appendix A.1) or Staff Reporting 

Illness Process (Appendix A.2). 

 

If staff notices a participant and/or colleague displaying one or more of the listed symptoms, 

they will follow the COVID-19 Symptoms Process (Appendix A.3) which will include isolating the 

symptomatic person, contacting OPH and in the case of a child, contacting the parent/guardian 

for immediate pick up from the camp. 

 

Symptomatic staff and camp participants should be referred for testing. Testing of 

asymptomatic persons should only be performed as directed by Ottawa Public Health as part of 

a case/contact and outbreak management. 

a. Those who test negative for COVID-19 must be excluded from the program until 24 

hours after symptom resolution (48 hours for vomiting and diarrhea). If a symptomatic 

person receives a negative result, a repeat test with 24-48 hours can be considered if 

clinical suspicion is high. 

b. Those who test positive for COVID -19 must be excluded from the program for 14 days 

after the onset of symptoms and clearance has been received from Ottawa Public 

Health. 

https://www.ottawapublichealth.ca/en/shared-content/assessment-centres.aspx
https://www.ottawapublichealth.ca/en/shared-content/assessment-centres.aspx
https://www.ottawapublichealth.ca/en/shared-content/assessment-centres.aspx
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Symptoms can take up to 14 days after exposure to COVID-19 to appear, and include: 

• fever (feeling hot to the touch, a temperature of 37.8 degrees Celsius or higher) 

• chills 

• cough that's new or worsening (continuous, more than usual) 

• barking cough, making a whistling noise when breathing (croup) 

• shortness of breath (out of breath, unable to breathe deeply) 

• sore throat 

• Difficulty swallowing 

• runny, stuffy or congested nose (not related to seasonal allergies or other known causes 

or conditions) 

• lost sense of taste or smell 

• pink eye (conjunctivitis) 

• headache that’s unusual or long lasting 

• digestive issues (nausea/vomiting, diarrhea, stomach pain) 

• muscle aches 

• extreme tiredness that is unusual (fatigue, lack of energy) 

• falling down often 

• for young children and infants: sluggishness or lack of appetite 

 

Symptoms may be different depending on age. Children and older adults with COVID-19 may 

also have non-specific symptoms such as: disorientation, confusion, sleeping more than usual, 

muscle aches, dizziness, weakness or falls, chills or headaches. 

 

Inflammatory Condition – On rare occasions, children can get an inflammatory condition that 

impacts the blood vessels.  This is called vasculitis.  It can present with; rashes, prolonged fever, 

red eyes and swelling in hands and feet that requires medical attention. A COVID-19 test is not 

required to return, only a doctor’s note. 

 

It is vital for our programs, staff and clients to encourage and be engaged in infection 

prevention, high personal hygiene practices and standards, along with control practices among 

staff and participants to help reduce risk of illness.   

 

 

https://www.ontario.ca/page/covid-19-stop-spread#section-0
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Safe work practices 

Safe work practices are types of administrative controls that include procedures for safe and 

proper work used to reduce the duration, frequency or intensity of exposure to a hazard.   

• Providing resources and a work environment that promotes personal hygiene.   

• Requiring regular hand washing and/or use of alcohol-based hand sanitizer. 

• Posting of signage in facility and washrooms for handwashing, respiratory etiquette, and 

signs and symptoms. 

• Up to date information and resources posted on Health and Safety board’s/binders for 

staff to access. 

 

General Guidance for all employees 

For all staff, regardless of specific exposure risks, it is always good practice to: 

• Complete an online Worker Self-Assessment (Appendix K.1) before the start of each shift. 

• Frequently wash hands with soap and water for at least 20 seconds.  When soap and 

running water are unavailable, use an alcohol-based hand sanitizer with at least 60% 

alcohol. Always wash hands that are visibly soiled and after direct contact with 

participants or high touch surfaces. 

• Avoid touching your eyes, nose or mouth with unwashed hands. 

• Practice good respiratory etiquette, including covering coughs and sneezes. 

• Avoid close contact with people. 

• Stay home if you are sick. 

• Recognize your personal risk factors. 

• Encourage staff and clients to wear a cloth mask when physical distancing cannot be 

maintained. 

• Bring a clean change of clothes to work to change into at the end of your shift. Do not 

store your soiled street clothing and work clothing in the same space. 

 

Personal Protective Equipment (PPE) 

While correctly used PPE can help prevent some exposures, it should not take the place of other 

prevention strategies. 

 

Recommendations for PPE specific to occupations or job tasks may change depending on 

location, updated risk assessments for workers and information on PPE effectiveness in 



COVID-19 OPERATIONAL PLAN 

PROCEDURES FOR SUMMER DAY CAMPS 
 

Recreation, Cultural & Facility Services 

©City of Ottawa | Published: June 2020 

11 
 

prevention the spread of COVID-19.  We will continue to check with our Health and Safety 

Officers and Ottawa Public Health regularly for updates about recommendations. 

PPE for Camp Programs will include: 

• Non-medical or cloth masks; 

• Surgical/procedure masks; 

• Eye protection; 

• Gowns; 

• Gloves. 

 

All types of PPE must be: 

• Consistently and properly worn when required; 

• Regularly inspected, maintained and replaced as necessary; 

• Properly removed, cleaned and stored, or disposed of as applicable to avoid 

contamination of self, others or the environment. 

 

Worker Training 

RCFS will train all workers with reasonably anticipated occupational exposure to COVID-19 about 

the sources of exposure to the virus, the hazards associated with that exposure, and appropriate 

workplace protocols in place to prevent and reduce the likelihood of exposure.   

 

Training will include information about how to isolate individuals with symptoms and how to 

manage and report these and other possible cases.  Staff will also be trained on when to use PPE, 

what PPE is necessary for various situations, how to properly don and doff PPE, how to properly 

dispose or disinfect PPE, how to inspect PPE for damage and how to maintain PPE.  It will also 

speak to the limitations of the PPE.   

 

Camp training will also involve learning the various procedures and guidelines for operation as 

well as skill acquisition for effectively and safely offering a quality and fun camp program for our 

participants. 
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SECTION TWO: COVID-19 CONTROLS 

Cohorts, Staffing & Space Required 

The highest risk of transmission of COVID-19 is in indoor settings where individuals spend 
prolonged close contact with one another. For this reason, site specific assessments were 
conducted in order to facilitate physical distancing for participants and staff. 
 
Cohorts: 

• Programs will be operated in consistent cohorts of no more than 10 individuals including 
both staff and camp participants, who stay together throughout the duration of the 
program for a minimum of 7 days. 

• Sites that will also support clients and staff from Inclusive Recreation must limit their 
cohorts accordingly to account for those additional clients and staff. 

• Weekly cohorts will be created by full time Recreation staff with children from the 
registration lists, placing household members in the same cohort regardless of age. 

• Each cohort must have its own set of supplies and equipment that is not shared with 
other cohorts or programs and that can be cleaned and disinfected. 

• Mingling of Cohorts: 
o Best practice: Cohorts will not mix with other cohorts, or be in the same 

room/space at the same time, including drop-offs, pick-ups, mealtimes, 
playtime, outdoor activities, program spaces, tents, staff areas, entrances/exits, 
etc. This includes not sharing the same space at all throughout the course of the 
day (e.g., cohorts take daily turns using shared spaces such as gymnasiums and 
play structures). 

o Good practice: Cohorts will not mix with other cohorts, or be in the same 
room/space at the same time, including drop-offs, pick-ups, mealtimes, 
playtime, outdoor activities, program spaces, tents, staff areas, entrances/exits, 
etc. If cohorts use the same shared spaces (e.g., gymnasiums, play structures) on 
the same day, that space will be cleaned and disinfected before and after each 
use. 

o Minimum Requirement: Cohorts will not mix with other cohorts, or be in the 
same room/space at the same time, including mealtimes, playtime, outdoor 
activities, program spaces, tents, staff areas, etc. If needed cohorts can share an 
entrance/exit but any other programs or services must use a different 
entrance/exit. 

 
Staffing: 

• Every site will be assigned a full-time Recreation staff for the operation of the camp 
program.  

• A staff to child ratio of 1:4 should be maintained for every cohort. One additional staff 
should be added per cohort, out of ratio, to support physical distancing and disinfection 
requirements. 
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Space: 

• In order to ensure that program space always allows for physical distancing of 2 metres, 
RCFS has chosen to limit camps to indoor rooms with 1000 square feet of space or more. 

• Facility Use: 
o Best Practice: Facility use is exclusive to summer camp operation only. 
o Good Practice: Use of facility by other programs and is restricted to times 

outside of summer camp operational hours. 
o Minimum Requirement: If facility use is shared, summer camp operations must 

be kept separate from those other programs and services, with no possibility of 
cross-over. 

• Each cohort must have at least one isolation room for staff or children who become ill 
during the program. The room must be large enough to accommodate two people while 
maintaining a physical distancing of 2 metres. 

• Washroom Use: 
o Best Practice: Each cohort will have their own dedicated washrooms. 
o Good Practice: Washrooms will be unisex in order to provide dedicated 

washroom space for each cohort. 
o Minimum Requirement: Summer camp operations will not share washrooms 

with other programs and services but may share among camp cohorts. In this 
situation, washrooms must be cleaned and disinfected between each use. 

 

Physical Distancing 

Staff must make every effort to maintain at least 2 metres away from participants and other staff, 

though there will be occasions where this may not be possible (e.g., providing first aid, managing 

participant behaviour, or when an emergency arises which requires staff intervention). 

 

Physical distancing cannot risk life. Not having proper PPE must not be a hindrance to employees 

assisting a participant or staff requiring assistance in an emergency. Whenever possible, when 

physical distancing cannot be maintained, staff will wear the appropriate PPE relevant to the 

situation. In most cases, this will require a non-medical or cloth mask. Additional PPE, including 

surgical/procedure masks, goggles or face shields, gowns and gloves may be required (e.g., 

cleaning up a bodily fluid spill, interacting with symptomatic participants, assisting with toileting, 

etc.) 

  

When programming for camp, to help maintain the 2 meters the following considerations have 

been taken: 
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• To help maintain the 2 meters of physical distancing, visual markers (must not cause 

permanent damage to the facility) will be used to designate areas for each participant and 

staff to occupy. If tape is used, RCFS recommends gym floor tape. 

• When more than one sink is available, alternating sinks will be decommissioned to maintain 

distancing. 

• Participants with minor injuries (bruise, sprain, nosebleed) who are old enough to follow 

directions and remain calm will be coached to provide themselves any first aid treatment with 

the guidance of a staff member when possible (10+ years). Staff will ensure proper treatment 

is provided and the incident documented. 

• Signage will be posted throughout the facility to remind staff and participants of physical 

distancing. 

• Staff will monitor and be responsible for physical distancing being maintained in all rooms. 

• Conversations will take place in a space where physical distancing can be maintained or via 

phone or teleconference. 

• If areas such as narrow hallways or doorways are challenging staff/participants, the following 

protocol is suggested: 

o Verbally communicate that they are coming through. 

o If possible, wait until person is through before another one enters. 

o Move out of the way such as another hallway, alcove or office space until the other 

staff has gone past. 

o Use one-way hallways that have clear signs/markers. 

• More than one program can be offered per facility if separation between programs is 

maintained (separate entrances/exits, washrooms, isolation rooms, etc.) and all health 

requirements are followed. 

• Physical distancing of 2 meters should always be maintained. This includes among children or 

staff in the same cohort. Sites should develop practices to encourage physical distancing and 

pay close attention to transition times and outdoor activities. 

• Where shared outdoor space is used (e.g. green space), RCFS has concluded that best practice 

will be to maintain 10 meters between cohorts and other users of the space. 

 

  

https://www.flaghouse.ca/Physical-Education/Supplies-Equipment/Floor-Markers/FlagHouse-Gym-Floor-Tape-Super-Set.axd
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Respiratory Etiquette 

To prevent the spread of respiratory infections, proper respiratory etiquette needs to be taught 

and reinforced to participants and regularly practiced by staff and participants. 

 

Signs need to be posted at all entrances and programming spaces to serve as a reminder for staff 

and patrons to practice proper respiratory etiquette. 

SIGN: Cover Your Cough (Appendix B.1) 

SIGN: Hand Hygiene (Appendix B.2) 

 

Signs will include prompts for: 

• Covering your mouth during coughing or coughing into your sleeve or elbow. 

• Covering your nose with a tissue or sneezing into your sleeve or elbow. 

• Disposing of used tissues into the garbage immediately after use. 

• Practicing proper hand hygiene immediately after coughing or sneezing. 

 

Hand Hygiene 
With the importance for hand hygiene these parameters will be required: 

• Signs need to be posted on how to hand wash at all sinks  

o SIGN: Hand Hygiene (Appendix B.2) 

• Sinks are the preferred method of handwashing with a minimum of 2 sinks in the 

washroom able to be used.  

o To achieve physical distancing, there needs to be 2 metres between sinks.  

o It is preferable to have a sink available in each room that the program is being 

offered, however, if washrooms are in proximity, programming can occur.  

o All sinks need soap and need to be checked on a regular basis to ensure that 

soap dispensers are full.  

• Staff need to ensure that participants can wash hands when needed, at a minimum 

before and after each new activity, before and after eating, before and after using the 

washroom. 

• Hand hygiene will be practiced frequently and opportunities for such will be 

incorporated into daily programming schedules. 

• Staff are asked to wash their hands before and after shifts and when deemed necessary, 

such as after cash handling, touching forms and pens etc. 
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Hand Sanitizer 

• Staff will have the use of hand sanitizer with an alcohol level of at least 60%, if soap and 

water is not available.  

• Programs will have alcohol-based hand sanitizer available in each room. Adults must 

supervise children when using alcohol-based hand sanitizer and should apply it for very 

young children. 

o Hand Sanitizer does not replace hand washing. Hand washing is always the first 

line of defense and preferred option to eliminate contagious virus/diseases.  

o SIGN: Hand Sanitizer (Appendix B.3) 

 

Note: Children should, wherever possible, wash their hands with soap and water. If no other 

option is available, then hand sanitizer may be used by children with adult supervision. Very 

young children should have hand sanitizer applied for them by an adult. 

 

Thermometers 

Each program location needs multiple ear thermometers and extra batteries on site if 

temperature checks are needed for participants or staff. Thermometers must not be used 

between camp participants or staff without single use protective covers or the thermometer 

must be properly disinfected, including wait time for disinfectant contact as per the 

manufacturer’s instructions. 

 

Pre-Program Declaration of Health Form  

• Staff will complete a Pre-Program Declaration of Health - Participant (Appendix C.1) for 

each participant over the phone with the listed custodial caregiver that has knowledge of 

participant's health prior to the start of program.  

• All health screening documents must be kept on file in a locked cabinet or scanned and 

filed in a secure location in the event OPH needs access.  

• The primary caregiver or designate will receive a phone call prior to program start date. 

Staff will review new procedures and do an initial health check. Staff will sign off that it 

has been completed.  

• On the first day of the camp participants must sign off on a Participant Declaration of 

Health Rules (Appendix C.2). Each participant will need to aware of the rules to physically 

distance, wash hands, stay home if sick, respiratory etiquette, etc.  
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At Risk Populations 

The level of risk that individuals are comfortable with is different for everyone. Individuals at an 

increased risk of serious outcomes from COVID-19 include those who are older adults and those 

living with a compromised immune system, or one or more chronic conditions. To lower the risk 

of exposure to COVID-19, individuals with one or more chronic conditions, compromised immune 

systems and/or who are older adults are not recommended to attend non-essential outings such 

as summer day camp. This includes staff and primary caregivers who would be dropping off or 

picking up children at camp. 

 

Additionally, any participants who are unable to adhere to the policies, procedures and safety 

controls and therefore impact either their own safety or that of others, may be asked to leave 

the program. 

 

Daily Health Screenings 

Staff will always complete their daily health screening at home, prior to leaving for their shift. 

The preferred method of performing the daily health screening for participants is for the 

screening to be completed at home and submitted electronically prior to coming to the camp 

site.   

Process for Daily Health Screening at Home: 

For Staff: 1) Prior to coming into work for their shift, staff will take their 
temperature and note the results on the online Worker Self-
Assessment (Appendix. K.1) form. 
 

2) Staff will respond to the questions in the online Worker Self-
Assessment form and submit it according to the directions provided. 

 

3) If staff do not pass the Worker Self- Assessment, they will follow the 
steps provided the Staff Illness Reporting Process (Appendix A.2) 

For Participants: 1) Prior to coming to the day camp site, parents/guardians will take the 
temperature of their camp participant and note the results on the 
online Participant Daily Health Screening form (Appendix D.3). 

 

2) Parents/guardians will respond to the questions in the online 
Participant Daily Health Screening form and submit it according to the 
directions provided. 

 

3) Children who do not pass the Participant Daily Health Screening, will 
stay home. Parents/guardians will call the camp phone number 
provided during pre-camp callouts to notify staff that child is staying 
home. 

https://forms.office.com/Pages/ResponsePage.aspx?id=PQPM34ffbkyhuI6qc_G3LpBe0NGjgdhDufF98hmwGq1UNkw4U0wzREE2TUZSTUExRUo1MzdEUjhVUC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=PQPM34ffbkyhuI6qc_G3LpBe0NGjgdhDufF98hmwGq1UNkw4U0wzREE2TUZSTUExRUo1MzdEUjhVUC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=PQPM34ffbkyhuI6qc_G3LpBe0NGjgdhDufF98hmwGq1UQzA3QjhVTDcyTlJRMUJLM1cyR1JWUjRCVi4u
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If the Daily Health Screening cannot be completed at home, the Participant Daily Health 

Screening will be completed on-site following the process below.  

Process for Daily Health Screening on Site: 

1) Site Set-Up: 

a. Screenings should always be conducted outside of the facility. In the case of 

inclement weather, staff should still make every effort to conduct the screening 

outside the facility. If the screening must be done indoors, the best option is a 

location with high ceilings and good ventilation. 

b. Post signage Procedure for Health Screening (Appendix D.1), Physical Distancing 

(Appendix D.2) and physical distancing markers. 

c. Gather supplies needed (thermometers, disinfectant, alcohol-based hand 

sanitizer, PPE, plastic-lined garbage receptables, printed Participant Daily Health 

Screening forms (or access to them electronically). 

d. Table and chairs for staff. 

e. Plexiglass barrier. 

2) Parents/guardians must wait at the appropriate location for their turn to be screened, 

while maintaining physical distancing. 

3) One parent/guardian will approach the screening area with their child(ren) at their turn. 

4) Parent/guardian will use hand sanitizer provided to properly disinfect their hands. 

5) Staff will place a clean thermometer on the table and step back behind their protective 

barrier. 

6) Parent/guardian will take their child’s temperature, note the temperature, place the 

thermometer back on the table, sanitize their hands again and step away. 

7) Staff will retrieve the thermometer, note the temperature on the Participant Daily Health 

Screening form and disinfect it per the manufacturer’s instructions. 

8) If the parent/guardian is unable to take the child’s temperature, then staff must 

undertake this task. 

a. Properly put on full PPE including surgical/procedure mask, gown, gloves, goggles 

or face shield. 

b. Take the child’s temperature. 

c. Remove and dispose of PPE properly. 

9) While maintaining physical distancing, or from behind their protective barrier, staff will 

go through the rest of the Participant Daily Health Screening form with the 

parent/guardian. 
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10) If the participant does not pass the health screening, they will not be admitted to camp 

and will be directed as per the Exclusion of Sick Participants Procedure (Appendix A.1). 

 

Additionally, the management of the screening process will include: 

• Each location will create a site-specific plan and map of their screening area(s) that 

includes the location of the placement of signage and physical distancing markers (e.g., 

pylons, frisbees, hula hoops, etc.). 

• If cohorts must share the same screening location, individuals must be screening by 

cohort and the area disinfected before the next cohort is screened. 

• A late arrivals process will require the parent/guardian to communicate with the camp 

via cell phone in order to be met outside the facility for the health screening.  

• If access to the camp program is required by someone other than camp participants or 

staff a health screening must be completed, the Daily Attendance Record (Appendix E.1) 

signed and proper hand hygiene must take place.  It is recommended that staff and 

participants involved in the camp are the only individuals entering the camp program 

apart from emergencies. 

 

Sign In & Sign Out 

• Programs must designate a separate entrance/exit for each cohort in the facility and 

conduct Sign In outdoors whenever possible. If this is not feasible, cohorts should 

designate separate Sign In spaces (outdoors or indoors) for each cohort to avoid mixing 

cohorts. 

• Staff will sign in and sign out participants in order to minimize the potential of cross 

contamination of shared pens. 

• Programs must keep Daily Attendance Records (Appendix E.1) of anyone attending the 

program who stays for 5 minutes or longer. Records must be kept up to date and available 

to facilitate contact tracing in the event of an outbreak.  

• Documents (e.g. parental consent forms; staff tracking forms and personal information 

forms) will be completed, submitted, updated and stored electronically wherever possible. 

Each cohort should have access to a tablet in order to access this information as needed 

throughout the course of the day. 

• Staff should clearly outline the process for drop off (and screenings should 

parents/guardian not do them at home) specific to their location when doing call outs to 

parents/guardians, and supplement this with signage and physical distancing markers. 
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• Staff should use telephone or video conferencing prior to the first Monday of camp to 

review program guidelines, provide information on required health screenings, and review 

how the process will take place at their specific site with parents or guardians. See 

Communication with Families Checklist (Appendix E.2). 

• Parents or guardians will be given a phone number to call when they arrive to pick up their 

children. A staff member will walk the child to the exit and confirm the identity of the 

parent or guardian prior to releasing the child into their care. Staff will then document the 

time the child was picked up, and confirm they verified their identification. 

• Stop! Do Not Enter signs (Appendix E.3) should be posted reminding persons not to enter 

the facility if they are sick, even if symptoms resemble a mild cold or are unrelated to 

COVID-19. 

• In the event parents/guardians are late picking up their child(ren), staff will complete the 

Late Pick Up Tracking Sheet (Appendix E.4). Staff will submit it to their full-time supervisor 

who will then follow up with the participant’s parent or guardian. Late fees will apply. 

 

Illness at Camp 

Illness at Camp Process: 

For Staff: 1) Staff will immediately put on a surgical/procedure mask and remove 
themselves from the group. 
 

2) Staff will notify their immediate supervisor. 
 

3) Staff will be sent home and asked to go for testing. The staff will 
remain home until the results of the test are known. 
 

4) The staff will fill out a Sick Leave Self Declaration form (Appendix A.4) 
and submit it to their supervisor within 24 hours of being sent home. 

 

5) Staff will follow further processes outlined in the Staff Reporting 
Illness Process (Appendix A.2). 

 

6) Supervisor will inform RCFS Management via the Chain of 
Communication (Appendix F.1). 

 

7) Supervisor will contact the Outbreak (OB) Reporting Line at 613-580-
2424 ext. 26325 and ask to speak with the on-call public health 
inspector for further guidance. (Available 7 days a week, between 8:30 
am and 4:30 pm. Outside of these times, call 3-1-1.) 
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8) Supervisor will complete an Accident, Injury & Workplace Illness 
Report Form (Appendix F.6) and submit it to Employee Health & 
Wellness and notify WSIB as required. 

 

9) At the end of the day, the supervisor will inform parents/guardians of 
children in the rest of the cohort (or cohorts if mixing occurred) that a 
staff has developed a symptom and been sent home pending testing 
and further assessment as needed. Parents should monitor the health 
of their child(ren) and note that provided they are symptom-free, they 
can continue to participate in camp. RCFS will update 
parents/guardians on the results of the testing. 

For Participants: 1) Staff will take the participant’s symptoms seriously. 
 

2) Staff will notify the full-time staff on site and consult with them 
regarding next steps. 
 

3) The participant will be immediately isolated from the rest of their 
cohort and their cohort must be isolated from other cohorts. If 
tolerated, the participant will don a surgical/procedure mask. 
 

4) Identify if the participant had any contact with members of another 
cohort. If they did, isolate those cohorts as well. 

 

5) Notify the participant’s parents/guardians that the child must be 
picked up from camp as soon as possible (within the hour). 

 

6) Notify RCFS Management via Chain of Communication (Appendix F.1). 
 

7) Staff who stay with the child in the isolation room will wear a non-
medical/cloth mask and remain 2 metres away from the participant. 

 

8) If the participant’s symptoms include sneezing, coughing, or the 
production of other bodily fluids, staff will don full PPE including a 
surgical/procedure mask, eye protection, gown and gloves. 

 

9) If the participant’s parent/guardian does not arrive in a timely manner, 
full-time staff should contact their supervisor for further direction. 

 

10) In the event of serious illness (e.g., participant is disoriented, become 
unconscious, is have difficulty breathing), call 9-1-1 and follow 
appropriate emergency procedures. 

 

11) Tissues should be provided to the participant to support proper 
respiratory etiquette, along with proper disposal in a plastic-lined 
garbage receptacle. 

 

12) Staff will complete a Major Incident Report (Appendix F.5b) and 
document in detail the participant’s symptoms throughout isolation. 

 



COVID-19 OPERATIONAL PLAN 

PROCEDURES FOR SUMMER DAY CAMPS 
 

Recreation, Cultural & Facility Services 

©City of Ottawa | Published: June 2020 

22 
 

13) Upon the arrival of parents/guardians, staff should inform them that 
we cannot know whether the child has COVID-19 or not and that the 
child should be tested. It is up the parent/guardian to determine if 
further medical assistance is needed. Following the test, the child 
should stay home and self-isolate while waiting for the results. 

 

14) Environmental cleaning and disinfecting of the isolation space will be 
conducted immediately after the child has been picked up. All items 
used by the sick participant should also be disinfected. Items that 
cannot be disinfected should be disposed of or placed in a sealed 
container for a minimum of 7 days. 

 

15) Staff will contact the Outbreak (OB) Reporting Line at 613-580-2424 
ext. 26325 and ask to speak with the on-call public health inspector for 
further guidance. (Available 7 days a week, between 8:30 am and 4:30 
pm. Outside of these times, call 3-1-1.) 

 

16) At the end of the day, the supervisor will inform parents/guardians of 
children in the rest of the cohort (or cohorts if mixing occurred) that a 
child has developed a symptom and been sent home pending testing 
and further assessment as needed. Parents should monitor the health 
of their child(ren) and note that provided they are symptom-free, they 
can continue to participate in camp. RCFS will update 
parents/guardians on the results of the testing. 

 

17) Staff will keep track of any illness using the Illness & Symptom 
Tracking Form (Appendix. F.7) in the program and record that 
information daily 

 

Managing Anxiety in Symptomatic Children 

Children being isolated at camp may be anxious or fearful. Not all children respond to stress in 

the same way. Some common changes in a child’s behaviour to watch for include: 

• Excessive crying or irritation in younger children. 

• Excessive worry or sadness. 

• Irritability, especially in older children. 

• Refusing to cooperate more than usual. 

• Difficulty paying attention or concentrating. 

• Avoiding activities they previously enjoyed. 

• Unexplained headaches, stomach pain or body pain. 

 

Staff will consider the following measures to best support those participants. 
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• Companionship is essential for a child’s normal psychological development and wellbeing. 

A staff member must remain with the child while awaiting pick up from a parent/guardian. 

Staff should maintain 2 metres away from the child and don appropriate PPE. 

• Though it may feel instinctual to offer reassurance to an anxious child, this can often be 

interpreted as a dismissal of their fears and can have the opposite effect. When in an 

anxious state, we often unconsciously oppose what we’re hearing and seeing, thereby 

making the anxiety much worse. Telling someone not to worry, often causes them to worry 

more. 

• Encourage the child to talk about how they’re feeling, both emotionally and physically. Let 

them know the fear and anxiety they feel is natural. 

• Practice belly breathing. 

o Inhale slowly and deeply for 3-5 seconds through the nose, expanding your belly. 

o Hold your breath for 3-5 seconds. 

o Exhale slowly through the mouth for 3-5 seconds, gently pushing the air out of 

your belly. 

o Repeat as needed. 

• Consider letting the child speak with their parent/guardian on the phone. 

• Offer a distraction for the child. Read to them, play I Spy, etc. 

For more information on coping with anxiety in general, see the Behaviour Management section 

of this Operational Plan. 

 

Testing for COVID-19 

• Symptomatic staff and camp participants will be referred for testing. 

• Symptomatic camp participants and staff should self-isolate while waiting for test results. 

• Close contacts of the child or staff at the camp over the last two days (48 hours prior to 

when symptoms appeared) should be monitored for symptoms and cohorted while results 

are pending. 

• If the parents/guardians or staff choose not to be tested, they must stay home and self-

isolate for 14 days from the first day of symptoms OR until 24 hours (48 hours if vomiting 

and/or diarrhea occurred) after all symptoms have fully resolved – whichever is longer.  

• Determining when the child or staff can return to camp will be done in consultation with 

the OB Reporting Line. 

https://www.ottawapublichealth.ca/en/public-health-topics/self-isolation-instructions-for-novel-coronavirus-covid-19.aspx
https://www.ottawapublichealth.ca/en/public-health-topics/self-isolation-instructions-for-novel-coronavirus-covid-19.aspx
https://www.ottawapublichealth.ca/en/public-health-topics/self-isolation-instructions-for-novel-coronavirus-covid-19.aspx
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• Determining closure and re-opening of the cohort, camp and/or facility will be done in 

consultation with the OB Reporting Line. 

 

Testing Outcomes & Return to Camp/Return to Work 

Negative Test Result: 

Those who test negative for COVID-19 must be excluded from the program until 24 hours after 

symptom resolution, without fever-reducing medication, or 48 hours after resolution of any 

vomiting or diarrhea. Consult with the OB Reporting Line as needed. 

 

If a symptomatic person receives a negative result, a repeat test with 24-48 hours can be 

considered if clinical suspicion is high. 

 

Positive Test Result: 

Ottawa Public Health will be automatically notified of any positive COVID-19 test results. 

 

Day camps must consider a single, symptomatic, laboratory confirmed case of COVID-19 in a staff 

member or camp participant as a confirmed COVID-19 outbreak in consultation with Ottawa 

Public Health. Outbreaks should be declared in collaboration between the program and OPH to 

ensure an outbreak number is provided. 

 

Determining closure and re-opening of the cohort, camp and/or facility will be done in 

consultation with the OB Reporting Line. 

 

The child or staff who tested positive must stay home and self-isolate. Determining when the 

child or staff can return to camp will be done in consultation with the OB Reporting Line.  

 

A child or staff who has been identified as a close contact of a confirmed or probable COVID-19 

case should self-isolate and not attend the camp. Discontinuing self-isolation depends on 

whether they are still in contact with a case of COVID-19 and will be determined in consultation 

with the OB Reporting Line. 

 

  

https://www.ottawapublichealth.ca/en/public-health-topics/self-isolation-instructions-for-novel-coronavirus-covid-19.aspx
https://www.ottawapublichealth.ca/en/public-health-topics/self-isolation-instructions-for-novel-coronavirus-covid-19.aspx
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Outbreak and Tracking 

The tracking and documentation of information is very important. 

• If a participant calls in sick, staff need to call the parent/guardian and ask them to 

complete the online Participant Daily Health Screening (Appendix D.4) and submit it as 

per usual. If they are unable to complete it online, the staff should complete it with them 

over the phone. 

• If a staff member is sick, they should stay home and still complete the online Worker 

Self-Assessment Form (Appendix K.1) and submit it. They must contact their supervisor 

to inform them that they did not pass the health screening. 

• Every day, staff will complete the Illness & Symptom Tracking Form (Appendix. F.7) to 

record participants and staff who are ill with COVID-19 symptoms.  

• All programs need to send this spreadsheet to one designated district Supervisor, who 

will consolidate and send to OPH if needed, in order to conduct contact tracing.  

• If staff notice a pattern or trend in a group or facility the supervisor will notify 

appropriate Chain of Communication (Appendix F.1) to consult with, who will then call 

and report pertinent information to Ottawa Public Health.  

o E.g. 2-3 participants per group are calling in sick over the course of a couple of 

days. 

o Outbreak Flow Chart (Appendix F.8) 

 

OPH will require names, sign in sheets, daily health checks and other documentation. All 

documentation must be kept locked in a secure location daily or saved electronically securely. 

 

Ottawa Public Health will be responsible for declaring an outbreak and will determine and do 

contact tracing where necessary.  

 

If OPH receives a positive test from a staff or participant, they will call senior management at 

the City of Ottawa, RCFS. 

 

  

https://forms.office.com/Pages/ResponsePage.aspx?id=PQPM34ffbkyhuI6qc_G3LpBe0NGjgdhDufF98hmwGq1UQzA3QjhVTDcyTlJRMUJLM1cyR1JWUjRCVi4u
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Use of Shared Space 

• If play structures are to be used by more than one group, the structures can only be used 

by one cohort at a time and must be cleaned and disinfected before and after each use by 

a cohort. Alternatively, cohorts can be assigned separate days to use the play structure. 

• Only one cohort at a time may use the same outdoor play space. Follow physical distancing 

practices when possible. Each cohort should have designated equipment (e.g. balls, loose 

equipment) that is not shared between cohorts. 

• Outdoor space must be within 1 km from the facility. 

• If cohorts are going to share indoor common areas (e.g. gymnasiums), programs must 

ensure the space is cleaned before and after using the space. It is recommended that 

cleaning be done by one person directly before the group enters the space and after it 

exits the space. The Cleaning Log (Appendix H.3) must be posted and used to track 

cleaning. Alternatively, cohorts can be assigned separate days to use these shared spaces. 

• Each child will have their own designated space to keep their belongings while at the 

program. This could be a cubby (using every other one) or 2-meter square marked on the 

floor with tape, or a table. 

• Where space permits, the preferred set up for camp is one 6-foot table per participant 

with 2 feet on either side and 4 feet in front and/or behind the table. Tables would be left 

up throughout the day. Participants can keep their belongings under the table and use it 

exclusively for crafts, snacks, etc.  

 

Prohibited Activities 

The following activities are to be excluded from camps for the safety of participants and staff: 

• Water/sensory tables; 

• Playdough, slime, moon dough, etc.; 

• Swimming; 

• Cooking/baking; 

• Outings; 

• Guests, volunteers and LIT’s; 

• Skating; 

• Transportation (chartered buses, public transit). 
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SECTION THREE: ADMINISTRATIVE CONTROLS 

This document outlines several administrative controls which include training, procedure, policy, 

or work schedule designs that lessen the threat of a hazard to an individual. Administrative 

controls are designed to typically change the behavior of people rather than removing the actual 

hazard or providing personal protective equipment. 

 

Emergency Contacts  

Staff are to be provided the contact information for the following: 

• Full time staff 

• Program Manager 

• Facility Supervisor 

• Corporate Security 

• On-Call Manager 

• Ministry of Labour 

• Telehealth Ontario 

• Ottawa Public Health 

 

Documentation 

Documents (e.g. parental consent forms; staff tracking forms and personal information forms) 

will be completed, submitted, updated and stored electronically wherever possible. Each cohort 

should have access to a tablet in order to access this information as needed throughout the 

course of the day. 

• In addition to the forms required to manage camps during the COVID-19 pandemic, the 

following forms will also be needed for participants: 

o Enrolment Forms & Conditions of Enrolment (Appendix G.1) 

o Medication Administration (as needed) (Appendix G.2) 

o Participant Daily Health Screening Form (Appendix D.3)  

o Daily Attendance Record (Appendix E.1)  

o Illness Tracking & Reporting Form (Appendix F.7) 

o Sign In/Sign Out Forms (Appendix G.3) 

o Notice of Risk Waiver (Appendix G.4) 

• The best practice for all documentation is to strive for electronic delivery, completion, 

submission and management.   

https://forms.office.com/Pages/ResponsePage.aspx?id=PQPM34ffbkyhuI6qc_G3LpBe0NGjgdhDufF98hmwGq1UQzA3QjhVTDcyTlJRMUJLM1cyR1JWUjRCVi4u
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• If electronic delivery is not possible, then staff must maintain physical distancing as forms 

are handed in (e.g., ask parent/guardian to place it on the table and then pick it up, or ask 

the parent/caregiver to bring it in a plastic re-sealable bag).  

• Staff should perform proper hand hygiene after handling documents and disinfect any 

shared pens, clip boards, etc. 

• Staff need to ensure that enrolment forms are updated regularly and ask 

parents/guardians to provide as many emergency contacts as possible in case of 

participant illness. 

 

Registration process  

• Registration for camps will be conducted online at a designated time and will be first come, 

first served.  

• The registration process will include the Notice of Risk Waiver (Appendix G.4). 

• Registration for “Ultra Play” Camps will be conducted by telephone, at a designated time, 

and will be first come, first served. 

• No overrides for exceptions to ages and/or maximum participants will be permitted. 

• Registration for each week of camp will be closed the Monday prior the first day. This is to 

allow staff adequate time to speak with each parent or guardian prior to the first day of 

camp. If space remains, staff can reach out to clients on the waitlist. 

• In addition to the usual forms required for participation in RCFS Extended Programs and 

Camp, parents or guardians will be required to sign a Notice of Risk Waiver (Appendix G.4) 

prior to their children to attending camp.  

• A Handbook on Day Camps (Appendix I.1) operating during the COVID-19 pandemic will 

be provided to all parents or guardians and will done so electronically wherever possible. 

 

Communication with Families 

Staff will contact camp families via telephone to provide information about the camp including 

general information about the camp (location, hours, contact information, etc.) what the 

participant(s) need to bring, programming that will take place and  the new procedures being 

introduced this summer.  Please refer to the Communication with Families Checklist (Appendix 

E.2) to ensure all the necessary information is shared. 
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This conversation will be followed up with an email to families that contains all forms that need 

to be completed as well as information regarding the sign in/out procedure, location and time.    

Emails sent to multiple families at once should be sent using the blind carbon copy (b.c.c.) 

option only so that the email address is not seen by others. Email addresses are considered 

personal information and under no circumstances should they be shared with other camp 

families. 

 

If Enrolment Forms are not received by the Thursday preceding camp, staff must call families to 

follow-up and assist as needed. All forms need to be submitted by the Friday before camp. 

 

Program Planning 

The following guidelines have been developed to mitigate risk and staff will receive training and 

support tools and resources to facilitate safe programming. 

• Camps will operate from 8 am to 5 pm Monday to Friday, except on statutory holidays. No 

extended pre or post care will be offered. 

• Shifts for part time staff will be as follows (per cohort): 

o Staff 1: 7:30 am to 11:30 am and 1:30 pm to 5:30 pm (out of ratio split shift) 

o Staff 2: 8:00 am to 4:30 pm 

o Staff 3: 8:30 am to 5 pm 

• Only Camp-Summer Fun Ottawa (Camp-Plaisirs d’été) and Camp-Summer Fun Ultra Play 

will be offered. 

 

Create programming with physical distancing as the focus. Tools and resources will be created to 

provide guidelines for staff on the adapted schedule, routine and appropriate choices for games, 

crafts, activities which are aligned with COVID-19 control measures. 

• A Programming Guide of physically distant activities will be provided to assist staff. To 

help plan for any additional activities, staff should ask themselves the following questions 

to determine the risk of the activities and whether they are allowed to proceed: 

o Does the activity violate a public health order and/or the Provincial Ministry of 

Health’s COVID-19 Guidance for Summer Day Camps? 

o Does the activity involve shared surfaces or objects frequently touched by hands? 

o Can an activity be modified to increase opportunities for physical distancing? 

• Camps will conduct as many activities outdoors as possible. 

https://ottawacity-my.sharepoint.com/:f:/g/personal/carly_haydt_ottawa_ca/ErAmUhoWGpNCoM868IbeV7kBc6K64iHVfqc0uKKxSRLZRw?e=wvZaz1
http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_summer_day_camps_guidance.pdf
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• Each child will have their own stock of supplies for the week, such as markers, scissors, 

glue, etc. These items will be disinfected at the end of each program day by a staff 

member. Reusable craft supplies that cannot be disinfected (e.g. crayons) should not be 

used. Supplies for each child could be stored in a zipper-sealed plastic baggie, which should 

be disposed of at the end of the week. 

• Sample Daily and Weekly Schedules have been created to assist staff with their planning. 

 

Lunch/Snacks 

• All food is to be supplied by the child’s parent or guardian and will be stored in the area 

designated for that child. 

• Ensure camp participants and staff perform proper hand hygiene before and after eating. 

• Ensure each camp participant has their own drink bottle that is labeled, kept with them 

during the day, and not shared. 

• Fill water bottles rather than drink directly from the mouthpiece of water fountains. 

• Ensure each camp participant has their own individual meal or snack with no common 

food items (e.g., salt and pepper shakers, condiments, etc.). 

• Reinforce “no food sharing” and “no sharing utensils” policies. 

• Physical distancing should be maintained while eating. 

 

Washroom & Toileting  

• Facilities/sites will implement a process for ensuring safe practices for washroom routines 

to include: 

o Ideally allocating separate washrooms for each cohort; 

o Managing number through staggered visits/routines (cohorts cannot overlap in 

washrooms); 

o Adhering to physical distancing; 

o Proper hand hygiene is followed. 

 

 

  

https://ottawacity-my.sharepoint.com/:f:/g/personal/carly_haydt_ottawa_ca/ErAmUhoWGpNCoM868IbeV7kBc6K64iHVfqc0uKKxSRLZRw?e=wvZaz1
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SECTION FOUR: HEALTH & SAFETY CONTROLS 
Summer day camps are required to follow all existing worker health and safety requirements as 

outlines in the Occupational Health and Safety Act and its regulations, public health 

requirements as directed by the Ottawa Medical Officer of Health, and other relevant 

requirements as outlined in policies and guidelines issued by the Ministry of Education and 

Ministry of Heritage, Sport, Tourism and Culture industries. Plans will be in place to respond to 

any staff, camp participant, or parents/guardians exposed to or diagnosed with COVID-19. 

 

Health and Safety Communiqués for summer camps and programs can be found on Ozone: 

• Summer Health & Safety 

• Protect Yourself Against the Sun 

• Footwear Safety 

 

Staff should always be aware of the following: 

• Be sure to bring the appropriate attire for the day including clothing, shoes, sunscreens, 

hats, etc.  

• Be aware of all policies and procedures and know how to work safe.  

• Be aware of summer specific policies including – heat, sun, bugs, etc.  

• Know where you SMS is located and where you H&S board is located.  

• Know your supervisor and your H&S contact.  

• Know your work phone number and address.  

• Be aware of your rights and responsibilities.  

• Know you have the right to refuse unsafe work.  Speak with your supervisor and seek 

assistance if you have questions about your safety.    

 

Personal Protective Equipment (PPE) 

While correctly used PPE can help prevent some exposures, it should not take the place of other 

prevention strategies. 

 

Recommendations for PPE specific to occupations or job tasks may change depending on 

location, updated risk assessments for workers and information on PPE effectiveness in 

prevention the spread of Covid-19.  We will continue to check with our Health and Safety Officers 

and Ottawa Public Health regularly for updates about recommendations. 

 

https://www.ontario.ca/laws/statute/90o01
http://ozonehome.city.a.ottawa.ca/irj/servlet/prt/portal/prtroot/com.stellent.coo.wcmip.getwcmpage?did=IPCT_145212
http://ozonehome.city.a.ottawa.ca/irj/servlet/prt/portal/prtroot/com.stellent.coo.wcmip.getwcmpage?did=IDCT_030072
http://ozonehome.city.a.ottawa.ca/irj/servlet/prt/portal/prtroot/com.stellent.coo.wcmip.getwcmpage?did=IPCT_145211
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PPE for Camp Programs will include: 

• Non-medical or cloth masks; 

• Surgical/procedure masks; 

• Eye protection (goggle or face shield); 

• Gowns; 

• Gloves. 

 

All types of PPE must be: 

• Consistently and properly worn when required; 

• Regularly inspected, maintained and replaced as necessary; 

• Properly removed, cleaned and stored or disposed of as applicable to avoid 

contamination of self, others or the environment. 

 

Each staff will be directed where to find cleaning supplies, masks, gloves and any other PPE as a 

part of their on-site orientation.  

• Staff will check to ensure that their gloves and mask are in good working order.  

• If there is any change to PPE standards or where to find it in the building, staff will be 

informed immediately.  

• Staff will receive one resealable bag that holds one pair of gloves, one medical mask, eye 

protection, one gown and hand sanitizer to use in the event of a major incident. To assist 

in reducing the use of PPE, staff are asked to utilize PPE only on an as needed basis.  

• A designated staff from each cohort will be issued a pack that has extra PPE and first aid 

supplies.  

• OPH recommends the use of non-medical masks when physical distancing cannot be 

maintained. 

o Camps should not rely on cloth masks as a primary means of reducing the risk of 

transmitting COVID-19. In addition, when cloth masks are being used camps 

should seek to minimize the length of time they are worn. 

• Staff my bring their own masks to wear during shifts. OPH recommends that cloth masks 

have at least 2 layers of tightly woven fabric that is breathable. 

• If any staff or participants do wear a mask they need to be used properly. The mask must 

be washed in a hot laundry cycle, carried in a plastic resealable bag and brought back 

and forth to program daily. If the mask becomes soiled throughout the day, it must be 

removed and replaced with a clean, non-medical mask. 
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• Staff doing health checks/screening and while in isolation room must wear a 

surgical/procedure mask, eye protection, gown and gloves. 

• Staff must carry on them a mask, eye protection and gloves for emergency use. 

 

Safely putting on and taking off a non-medical mask (i.e. cloth mask). If you wear a non-

medical mask, be sure to: 

 

PUTTING ON: 

• Perform proper hand hygiene; 

• Place mask on your face so it covers your mouth and nose snugly (no gaps); 

• If applicable, pleats on outer side are facing down; 

• If applicable, pinch metal strip over nose; 

• Do not touch the mask or your face while using it; 

• Do not leave it on your neck, forehead, or hanging from your ear. 

 

REMOVAL: 

• Change your mask as soon as it gets damp or dirty; 

• Perform proper hand hygiene before removal; 

• Remove it without touching the side that faces outwards; 

• Reusable mask: Put the mask directly into the washing machine or a plastic bag for 

cleaning; 

• Disposable mask: Put the mask directly in the receptacle designated for used PPE; 

• Perform hand hygiene and clean any surface the mask touched. 

If full PPE (mask, face shield, gown gloves) is required, please refer to for instructions from 

Public Health Ontario. 

 

Mandatory Training 

It is the responsibility of the full-time staff to ensure that all summer camp staff are trained 

according to the Training Requirements Policy. Mandatory training requirements exist for both 

new and returning staff. Staff will be registered for trainings through the RCFS Training Unit.   

This ensures all training for staff is tracked and documented correctly. Please reference the 

training policies on Ozone under the RCFS Training Unit – Overview for more information. 

 

https://www.publichealthontario.ca/-/media/documents/ncov/ipac/ppe-recommended-steps.pdf?la=en
http://ozonehome.city.a.ottawa.ca/irj/portal/coo_ozone?dDocName=IQCT_002554
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Additional Training 

Customized training covering all mitigation measures will be delivered to all program and support 

staff.  Additional trainings will include site orientation, administration, cleaning protocols, COVID-

19 screening, staff and client safety, physical distancing programming information, and skill 

development to be successful and safe with the job functions they are performing.  

 

Staff will have access to the following: 

• Support via full time staff on site; 

• Health and Safety information on the H&S boards/binders on location; 

• Detailed and comprehensive pre-season training; 

• Program outlines and activity guides; 

• Access to Return to Work guidelines. 

 

Protective Measures  

All sites are required to have a Protective Measures Plan (PMP) that outlines their specific 

emergency procedures.  Staff are to familiarize themselves with their site’s plan and this should 

be covered in site specific training. 

 

Sites will review their Protective Measures plans and update them as needed to reflect the 

current situation with COVID-19 and review the Emergency Response Plan (Appendix F.2) 

 

First Aid  

All staff must have a current First Aid/CPR C/AED certification. 

 

The safety of our staff and participants is of the utmost importance to us. Every precaution will 

be taken in order to prevent injuries and manage the risk in responding to those which arise. 

 

At all times, rescuers should use the lowest risk rescue possible given the situation. Rescues 

that allow for a quick response and recovery while maintaining physical distancing should be 

encouraged. For all rescues, minimize the number of rescuers who have direct contact with 

victims. 
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Physical distancing cannot risk life. Not having proper PPE must not be a hindrance to rescuers 

assisting a victim requiring assistance in an emergency. 

• Staff providing first aid should be equipped with the appropriate PPE required to safely 

manage victim care and provide the required follow-up (at least a Bag Valve Mask (BVM) 

or pocket mask, eye protection, gloves, surgical mask, and hand sanitizer). 

• Following rescues, all rescuers should practice hand hygiene and if appropriate shower 

with soap, change their clothes, bag clothes worn during the rescue (to be washed). 

• Disinfect or replace all equipment used by staff after care has been provided. 

• Please review the Decision Tree for First Aid & Resuscitation (Appendix F.3) for more 

detail. 

 

Administering First Aid During COVID-19 

The following guidelines are COVID-19 adaptations of assessment and treatment actions that 

can be performed in conjunction with any specific intervention required by the victim’s 

condition.  

Scene & Risk Assessment Primary Assessment Secondary Assessment 

• Ensure scene is safe; 

• Minimize number of 
rescuer contacts with 
victim; 

• Where possible maintain 
physical distancing of 2 
metres; 

• Don appropriate PPE; 

• Manage/mitigate hazards 
and risks; 

• Victim health history; 

• Mechanism of injury; 

• Continuous and dynamic 
scene assessment. 

• PPE; 

• ABC’s; 

• EMS; 

• Treat for shock; 

• Prepare for transport. 

Where possible promote self-
treatment or treatment by a 
family member. 

• Vital signs; 

• Head to toe exam; 

• Treatment. 

 

Respiratory hygiene measures for victims: 

• When victim is conscious, have victim turn face away from rescuer. 

• Ensure that all victims cover their nose and mouth with a tissue or elbow when coughing 

or sneezing. 
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First aid for children and minors: 

• Wherever possible, initiate first aid for children and minors by asking parents or 

caregivers to provide aid. 

 

Resuscitation During COVID-19 

The need for resuscitation during a rescue in a camp set-up is rare. Nevertheless, the outcome 

of such an incident depends on how quickly effective resuscitation is performed. Rescuers have 

an obligation to help those in need if it does not risk harm to themselves. The following should 

be considered by staff: 

• Proper personal equipment, hand hygiene and screening at sites can help decrease the 

risk to rescuers. 

• The provision and use of proper PPE, hand hygiene, and modified rescue/ first aid 

protocols can help decrease the risk to rescuers. 

• Rescuers should always assess the risk of providing care. This includes an assessment of 

their own health status – staff with underlying medical conditions are more likely to 

experience complications from COVID-19, and during times with high infection rates 

should consider doing other duties that do not involve direct public interaction. 

 

General recommendations: 

• Rescuers should don gloves for all first aid interventions. It would be reasonable for 

rescuers to wear face masks with eye protection when performing first aid if available. 

• If using Bag Valve Mask (BVM) or face masks, a viral filter can be used to decrease 

possible exposure. 

• Rescuers should minimize the number of people in direct contact with the victim. 

• Follow up procedures should be limited, where possible, to one rescuer. In addition, a 

minimum 2 m radius should be kept clear around the rescuer and victim as an added 

physical distancing precaution, and enhanced access for EMS should they be required. 

• Rescuers should properly discard of all PPE after the rescue and wash their hands before 

continuing with their duties. 

 

CPR resuscitation for a non-drowning victim: 

• If the cause of the victim’s cardiac arrest is not drowning, it is reasonable for the rescuer 

to perform compression-only CPR for adults with early AED use where possible. During 

compression-only CPR, rescuers may use a face shield or another protective covering 



COVID-19 OPERATIONAL PLAN 

PROCEDURES FOR SUMMER DAY CAMPS 
 

Recreation, Cultural & Facility Services 

©City of Ottawa | Published: June 2020 

37 
 

over the victim’s mouth/nose to decrease the possibility contaminating rescue 

environment. 

• If the victim is a child, CPR with ventilations is preferred for all cardiac arrests and 

should use the same precautions as for a drowning victim (above). 

 

Other first aid interventions: 

• Rescuers should adhere to general precautions such as gloves, face mask, eye protection 

and good hand washing for all first aid interventions. 

• If victims can tolerate a mask, they should be encouraged to wear a mask. Masks that 

cover the mouth and nose of a victim may create significant anxiety which the rescuer 

should be aware of and attempt to manage when on scene. 

• Operators should stock additional masks for this purpose. 

 

Personal Protective Equipment (PPE) for Staff: 

Rescuers Interventions may provide a source of COVID-19 transmission. Infection prevention 

and control (IPC) during rescues is essential to prevent or limit transmission. To limit this 

transmission, staff should be directed to follow these guidelines: 

• Staff performing first aid are required to wear at least a surgical mask, eyewear and 

gloves while optional wear includes a gown. 

• Staff should be trained in the appropriate use and fitting of PPE. They should be 

equipped with the appropriate PPE to safely manage victim-care and provide the 

required follow-up. 

• Staff responding to first aid incidents must don appropriate PPE depending on the 

nature of the incident and care being provided. 

• Please consult the Rescuer Personal Protective Equipment (Appendix F.4) document for 

more information on PPE for First Aid. 

 

Cleaning & Disinfection  

Enhanced cleaning procedures for facility and equipment must be established and adhered to 

including pre-camp, during camp and post camp for all facility areas and equipment. 

• High touch points will be cleaned and disinfected at least twice a day. These surfaces, 

(including; doorknobs, water fountain knobs, light switches, toilet and faucet handles, 

electronic devices and tabletops), are most likely to become contaminated. Refer to 

Public Health Ontario’s Environmental Cleaning Fact Sheet. 

https://www.publichealthontario.ca/-/media/documents/ncov/factsheet-covid-19-environmental-cleaning.pdf?la=en
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o High touch points within the camp room will be cleaned and disinfected twice a day 

(or more often if needed) by camp staff. 

o High touch points throughout the rest of the facility will be cleaned and disinfected 

twice a day (or more often if needed), during camp hours by Facility Operations 

staff. 

• Washrooms will be disinfected at least once per day by Facility Operations staff, during 

camp hours of operation. 

• Staff will only use cleaning and disinfectant products that have a Drug Identification 

Number (DIN). Low-level hospital grade disinfectants may be used. Facility Operation 

staff will ensure cleaning and disinfection supplies are available where and as needed. 

• Staff will check expiry dates of cleaning and disinfectant products used and always follow 

the manufacturer’s instructions. They will ensure that the products used are compatible 

with the item to be cleaned and disinfected. 

• Enhanced Pre/During/Post Cleaning Procedures (Appendix H.1) will be rigorously 

followed by camp staff. 

• Staff will ensure all toys and equipment used at the summer day camps are made of 

material that can be cleaned and disinfected (e.g., avoid plush toys, playdough) or are 

single use and are disposed of at the end of the day (e.g., craft supplies). 

• All toys and equipment used during the program need to be cleaned and disinfected at 

the end of each day, when soiled or contaminated.  Proper cleaning and disinfecting 

standards must be followed. For full information, see Toy and Equipment Cleaning 

Procedures (Appendix H.2). 

• Toys that have become visibly dirty or that have come into contact with body fluids must 

be taken out of circulation immediately and cleaned and disinfected immediately. 

• Toys that cannot be cleaned and disinfected immediately will be placed in a designated 

dirty toy bin.  The bin must be clearly labelled and inaccessible to participants.  

 

Sunscreen 

It will be recommended that all participants come with their sunscreen already applied and 

their own bottle in their belongings. Participants will need to apply their own sunscreen. This 

will be discussed with parents/guardians during the pre-camp communication - see 

Communication with Families Checklist (Appendix E.2). 
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Life Threatening Allergies 

• Staff should ask parents/guardians if participants have any life-threatening allergies. 

o Parents/guardians will need to complete the Medication Administration 

(Appendix G.2) for each child with a life-threatening allergy. 

• Any participant with life-threatening allergies are required to bring two current EpiPens 

to camp and a recent photo of themselves. One auto-injector will always be carried by 

the participant and the other will be kept stored in the facility. 

• Children who arrive without their Epi-Pens will not be admitted to camp. Camp staff will 

check every morning to ensure children have them. 

 

Medication Administration 

• All medication must be brought in daily doses and accompanied by a Medication 

Administration (Appendix G.2). 

• Any non-prescription medication must be accompanied by a doctor’s note. 

• All medication taken at camp must be recorded in a log form. 

 

Inclusive Recreation 

• Parents/guardians of children with special needs need to contact the Inclusive 

Recreation representative prior to coming to camp. They must be assessed to determine 

if camp is the right fit for them. Registration for Inclusive Recreation clients will be 

conducted by that unit.  

• Sites that will also support clients and staff from Inclusive Recreation must limit their 

cohort to account for those additional clients and personnel.  

• Parents/guardians should also be reminded to complete Appendix A of the Enrolment 

Form & Conditions of Enrolment (Appendix G.1) with as much detail as possible so that 

staff can adequately support their child(ren). 

• Staff should keep the Program Coordinator/Recreation Supervisor, informed of any 

issues, challenges, etc. with respect to children with special needs. 

 

Sun Sense 

• Wear UVA/UVB unscented sun protection with an SPF of at least 30. 

• Reapply every 2 hours, 30 minutes before exposure. 

• Make a checklist to guarantee that all children have had reapplication of sunscreen. 
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• Wear a hat! Staff may wear plain hats or hats with appropriate logos. 

• If the humidex exceeds 30°C, reduce heavy workload, increase rest and hydrate 

frequently (250mL/20 minutes). 

• If the humidex exceeds 35°C, the City of Ottawa will advise all staff to bring campers 

indoors. 

• Remember that some campers may have medical conditions that may make them more 

susceptible to heat related illness. 

 

Factors that decrease the risk of heat emergencies: 

• Avoid being outdoors for long periods of time in extreme heat. 

• Take tarps or blankets to create shade and ensure that you have an adequate water 

supply. 

• Check city website for heat alerts and follow the guidelines. 

• High humidity, radiant heat and lack of air movement increases the risk of heat 

emergencies and how hot you feel. 

• Reduce the activity level if you cannot avoid being outdoors.  

• History of sun exposure, some medication s and the use of alcohol all increase the effects 

of heat exposure. 

 

Abuse Awareness 

• Abuse can be physical, neglect, emotional, sexual or family violence. 

• If you suspect abuse, believe the child, listen to what they have to say and acknowledge 

them. Write down everything you hear. Keep the child safe and inform them what may 

happen next. If they ask you to keep it a secret, be honest with them and say that you 

will tell someone who can help them.  

• Before calling CAS, please speak with the Program Coordinator/Recreation Supervisor. 

• Report it to CAS.  

• Calls to CAS must be made by the staff who suspects abuse or neglect or to whom the 

child has spoken. 

• Document everything and fill out a Suspected Child Abuse form. 

 

Signs of abuse include but are not limited to: 

• The child being dirty/hungry/thirsty/tired/sick. 
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• Extreme attention seeking, inhibition or withdrawal. 

• Bruises on face, back, arms or back of the legs. 

• Lack of medical/dental care or adequate supervision. 

 

Lost Child 

When a participant is identified as missing, the staff will immediately: 

• Note the time and conduct a ‘mini’ search in the surrounding areas and key locations 

(e.g. washroom); if unsuccessful: 

o Advise the Person in Charge and the full-time staff.  

o Direct at least one staff member to gather the group while a search is conducted. 

 

The Person in Charge will: 

• Notify site staff and ask for their help with the search.  

• Designate a meeting place for everyone to meet before they search a specific area 

• Organize staff to search the site in a systematic way, ensuring all areas are investigated 

and calling for the participant name.  

• Ensure that the remaining participants are safe and accounted for, and appropriately 

supervised by staff not involved in the search. 

 

Staff assisting with the search will investigate their assigned areas twice, calling out the 

participant’s name, before returning to the designated meeting place. 

 

When the participant is found, staff will: 

• Advise all search parties that the participant has been found. 

• Notify the full-time staff/Supervisor and complete a Major Incident Report (Appendix 

F.3a) and include circumstances, names, time, date, etc. 

 

At the end of the program day, the Person in Charge will advise the parent/guardian that the 

participant was lost and should specify the time period in which they were found.  

 

If the participant is NOT found within a reasonable time frame, the Person in Charge will: 

• Notify the police. 

• Contact the full-time supervisor. The full-time supervisor will contact the 

parents/guardians. 
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• Liaise with Police until a City of Ottawa full-time supervisor arrives on the scene. 

• Complete a Major Incident Report (Appendix F.3) and include circumstances, names, 

time, etc. in addition to noting Police Report numbers. 

 

Key Emergency Contacts: 

• Emergency: 911 

• Police (Non-Emergency): 613-236-1222 

• Hydro: 613-738-6411 

• Poison Control: 613-737-1100 

• City of Ottawa: 311 

• Children Aid Society: 613-747-7800 

 

Lost and Found 

Staff will pick up all Lost and Found items every night while wearing gloves. The items will be 

laid out and photographed. The picture of the Lost and Found items will be sent by email to all 

parents or guardians of the camps. The Lost and Found items will then be given to the child 

whose parent or guardian emailed the full-time staff back acknowledging the lost item. 
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Incident Reporting 
Quick Reference Guide: 

Situation Type of Report Who to Notify 
Behaviour Incident 
All behavior incidents that require intervention 
beyond Step 1 of our Behaviour Management Plan 
but are not considered Non-Medical Major 
Incidents. 

Minor Behaviour 
Incident Report 
(Appendix F.9) 

Notify full-time staff via 
phone or email. 

Minor Incident 
Simple First Aid injuries not requiring further 
medical attention. 

Recreation, Cultural 
Facility Services Minor 

Incident Report 
(Appendix F.5b) 

Notify full-time staff via 
phone or email. 

Major Incident ~ Non-Medical Emergency 
Major incidents that do not require medical 
attention beyond First Aid, such as: 

• Operational complaints related to physical 
standards or safety; 

• Fire, smoke, water escape, structural and roof 
collapse; 

• Missing child/adult; 

• Police arrest, bomb threats, kidnapping; 

• Theft and vandalism incidents; 

• Criminal offences to include allegations of 
abuse, threats, intimidation, violence, 
harassment (physical or sexual), assault, 
aggression; 

• Emotional or physical reactions to critical 
situation or experience; 

• Serious behaviour incidents including physical 
altercations, foul language, violence and 
vandalism. 

Major Incident Report 
(Appendix F.5a) 

In all cases where a Corporate 
Incident Report is needed, 
the full-time staff must be 

notified as soon as it’s safe to 
do so.  

 
If staff are unable to reach 

the full-time staff, they must 
call 613-580-2424 ext. 42042 

to speak with the on-call 
manager for RCFS. 

Major Incident ~ Medical Emergency 
All incidents that require immediate action and 
further medical attention beyond First Aid, but do 
not meet the definition of a Critical Injury. 

Major Incident Report 
(Appendix F.5a) 

Death or Critical Injury 
A critical injury is one that occurs to any person on 
City of Ottawa property that: 

• Produces unconsciousness (no matter how 
briefly); 

• Results in a substantial loss of blood; 

• Involves the fracture of a leg or arm (but not a 
finger or toe); 

• Involves the amputation of a leg, arm, foot or 
hand (but not a finger or toe); 

• Consists of burns to a major portion of the 
body; 

• Causes the loss of sight to one or both eyes. 

Major Incident Report 
(Appendix F.5a) 
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SECTION FIVE: STAFF RESPONSIBILITIES 

Worker Self-Assessment 

All staff must complete the online Worker Self-Assessment (Appendix K.1) each day prior to the 

start of their shift and submit it as directed.   

If a staff is sick, they will follow the processes outlined in the Staff Reporting Illness Process 

(Appendix A.2) and the Exclusion of Sick Staff Procedures (Appendix L.2) 

In event staff are not able to work their assigned shift, coverage will be provide following the 

Replacement Strategy Guidelines (Appendix L.2). 

 

Staff Reporting Illness or Close Contact  

If an employee has been contacted by Ottawa Public Health and notified that they are a close 

contact to a positive case; or they themselves are experiencing any of the COVID-19 symptoms 

they will follow the Staff Illness Reporting Process (Appendix A.2) which includes: 

• Immediately notifying your direct supervisor/manager. 

o Staff must ensure actual contact is made through acknowledgement message. 

o Staff will follow Chain of Communication (Appendix F.1) if unable to reach or 

make contact in a timely manner. 

• Provide the details of the symptoms and timeframe and/or contact case information. 

• Schedule a time for a follow up with test results. 

• Staff who have been identified as a close contact of a confirmed or probable COVID-19 

case will self-isolate and not attend the camp. Discontinuing self-isolation depends on 

whether they are still in contact with a case of COVID-19 and will be determined in 

consultation with the OB Reporting Line. 

 

Sick Leave Policy  

See the Resources for Employees re: COVID-19 for the most up to date policy and procedures 

during the COVID-19 pandemic.  

 

Staff Sign In and Out Procedures 

All staff must follow the sign in and out process daily.  Everyone entering the building must sign 

in on the Daily Attendance Record (Appendix E.1) and complete the health check/screening to 

ensure that a complete list is available if Ottawa Public Health requires it for contact tracing. 

• Documents will be kept with a staff or stored securely. 

https://www.ottawapublichealth.ca/en/public-health-topics/self-isolation-instructions-for-novel-coronavirus-covid-19.aspx
https://ottawa.ca/en/health-and-public-safety/covid-19-ottawa/resources-city-staff
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• A designated staff will be responsible for the sign in and out process to avoid cross 

contamination through the document or writing utensil. 

• Sign in will occur at the same time as the health check/screening. 

• Staff must perform hand hygiene or use hand sanitizer prior to entering the facility. 

• All documentation will be properly managed for confidentiality and safety. 

 

Absences 

To avoid the need to cancel programs, it will be imperative to have a roster of relief staff for 

when staff are ill or need to self-isolate.  

 

A scheduling system which will ensure adequate ratios as well as access to emergency and 

replacement coverage will be in place. 

• Replacement staff will be available to cover programs where staff have become ill or 

injured 

• It is optimal to have staff work in one location only, however, if required, staff can move 

from one location to another, provided they complete the Worker Self-Assessment 

(Appendix K.1) at every location, upon arrival. 

 

Staff will be designated with the following daily:  

• To complete health/screening and sign in/out each day. 

• For ensuring all documents required by Ottawa Public Health stated within this guideline 

are kept and filed safely (locked hard copy or electronically secured). 

• To report and track illness. 

• To supervise the isolation room, if needed. 

• To carry the cell phone that parents contact in case of late arrival, early dismissal, sign 

out, or any other concerns.  

• For carrying extra PPE (gloves, masks, hand sanitizer). 

 

Time Off 

Requests for time off during the summer are not guaranteed. If staff need an extended period 

of time off, they are to notify the staffing team upon application. Later requests must go 

through the on-site full-time supervisor who will work with the staffing team. 
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Punctuality 

Staff are to be ready to work at their scheduled time. Staff should arrive at least 15 minutes 

early to ensure they have enough time for their daily health check and screening prior to 

starting their shift. 

 

Scheduling 

Camps will operate from 8 am to 5 pm Monday to Friday, except on statutory holidays. Full 

time staff overseeing the camps at a specific facility will be responsible for assigning the camp 

staff to their respective cohorts. 

 

In order to limit contact between cohorts, camp staff will work with only one cohort per week.  

 

Tentative camp shifts are as follows (per cohort): 

• Staff 1: 8:00 am to 11:00 am and 3:00 pm to 5:30 pm 

• Staff 2: 7:45 am to 3:00 pm 

• Staff 3: 10:30 am to 5:30 pm 

 

Staff schedules will be emailed weekly. Schedules are subject to change. 

 

Dress Code 

• Staff are required to wear their green City of Ottawa camp shirt during every shift. 

• Staff are required to wear closed toe shoes, suitable for running, and shorts of an 

appropriate length or pants. 

• Clothing/bathing suits should be free from inappropriate language and brands. 

• Given that staff are setting an example for campers, staff should also use sunscreen, 

wear a hat and carry a water bottle. 

 

Cohort VS Personal Cell Phones 

In order to easily communicate, each cohort should receive a device (preferably a cell phone, if 

not a radio or tablet). This device will be used to communicate important information between 

cohorts and with the on-site full-time staff. If such devices are not available, on-site staff must 

develop a strategy for communicating while respecting physical distancing procedures. 
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Staff are not permitted to use personal cell phones during their shifts, including snack or lunch 

times. 

 

Staff Evaluations 
Evaluations will be conducted by the full-time staff on site. 

Performance Factors: 
1) Knowledge & Development of Job & Skills:  Possesses sufficient job skills and knowledge 

to perform the job in a competent manner. Is able to demonstrate skills and knowledge 
in day-to-day situations. Learns & adapts to changing requirements.  Makes it a point to 
put new skills and knowledge to use on the job in a timely and effective manner. 
 

2) Quality of Work:  Has established a track record of producing work that is highly 
accurate, demonstrates attention to detail and reflects well on the organization. Is 
committed to service excellence and / or community sustainability.  Looks for ways to 
improve and promote quality and monitors own work to ensure quality.   
 

3) Quantity of Work:  Meets productivity standards and achieves established goals. 
Considers and implements process improvements to increase productivity, ensuring that 
quality does not suffer. Works effectively with peers and carries own share of the team 
workload. 
 

4) Client Experience:  Meets identified standards in delivery of service in every client 
interaction. Looks for ways to improve and promote the client experience. 
 

5) Adherence to Legislative Regulations, Corporate Policies and Procedures, and Code of 
Conduct:  Demonstrates knowledge of all regulations, policies and procedures pertinent 
to the job. Implements accordingly. Stays current with changes. 
 

Core Behaviours: 
1) Client Service Commitment:  Delivers a consistent and positive client service experience 

to internal and external clients. Responds to client needs, inquiries or problems in a 
timely and effective manner demonstrating care and respect. Takes client issues to the 
appropriate people within the organization for resolution and, where possible, following 
up on client requests to ensure that the service meets their expectations. Uses their 
understanding of client needs to continuously improve the service experience. 
 

2) Innovation:  Applies creativity and originality as appropriate. Suggests or applies new 
ways of addressing ongoing work issues and challenges. Sees possibilities that others 
have not yet seen, or combines ideas and approaches suggested by others in a manner 
that results in improvements/ solutions. Understands when to be creative and when to 
stick with what exists now. 
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3) Leadership:  The extent to which an employee demonstrates behaviours that model the 

organization's goals and values, exhibits confidence in self and others, positively 
influences and motivates others, sets an example for excellence and integrity, shows 
courage to take action, inspires trust and shows respect, demonstrates flexibility and 
willingness to change and improve. 
 

4) Teamwork & Collaboration:  Is an effective team player who works collaboratively with 
others; adds complementary skills and contributes valuable ideas, opinions, information 
and feedback. Communicates in an open, candid but respectful manner and can be 
counted on to do his/ her share of the work. 
 

5) Interactive Communication:  Communicates effectively and appropriately, is proficient 
and professional in oral and written communication. Uses good judgment as to what to 
communicate to whom as well as the best way to get that accomplished. Speaks in a 
clear and credible manner, selecting the right tone for the situation and audience. 
Listens to others and allows them to make their point. 
 

Definitions of Level of Performance: 

• UNSATISFACTORY: The level of performance consistently fails to meet the minimum 
performance requirements expected. 

• MARGINAL: The level of performance is sometimes below acceptable standards and fails 
to satisfy the job requirements.  Improvement is necessary. 

• GOOD: The level of performance is average or satisfactory. 

• VERY GOOD: The level of performance always meets the required standards and often 
exceeds them. 

• EXCELLENT: The level of performance consistently and considerably exceeds standards of 
adequate performance.  An occasional instance of superior performance is not sufficient 
justification for an excellent rating. 

 

Media Inquiry Protocol  

Staff are reminded that all media related queries are managed by the Public Information and 

Media department. City staff must be designated as a spokesperson prior to speaking on behalf 

of the City of Ottawa in an official capacity. Should you be contacted, please direct all media 

queries to your supervisor and the City of Ottawa Public Information and Media Relations: 

Email: medias@ottawa.ca or phone 613-580-2450. 

  

mailto:medias@ottawa.ca
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Leadership 

Staff must be a good leader and role model for the participants. They need to lead by example, 

and this is especially important for camps operating in the COVID-19 period.  

• Active Supervision: Staff are to participate in the activities with the kids. By actively 

supervising, more kids will engage, and staff will have better control of the activity. This 

will minimize unwanted behaviours. 

• Role Models: Kids look up to their camp counsellors. It is important for staff to lead by 

example and demonstrate good behaviour and proper physical distancing practices. 

Practice what you preach! 

• Know how to lead games and activities well. For more information see Games 

Leadership. 

o Be Enthusiastic 

o Develop a Sense of Humor 

o Overlook Mistakes 

o Anticipate Blunders 

o Be Lenient 

o Develop Confidence Through Preparedness 

▪ Know your activity inside and out. 

▪ Practice teaching it to others first. 

▪ Have your equipment ready. 

▪ Keep your description short and simple. 

o Guard Against Overconfidence 

 

  

http://www.inquiry.net/outdoor/games/leadership.htm
http://www.inquiry.net/outdoor/games/leadership.htm
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SECTION SIX: BEHAVIOUR MANAGEMENT 

It is anticipated that behaviour management could be more challenging due to physical 

distancing, changes in routines for children, anxiety level of children and staff, etc. 

• Programming tools, strategies and training will be provided to staff. 

• Expectations for participant behavior and code of conduct will be included in the camp 

handbook for parents. 

• A Procedure for managing those participants who are unable to cope or manage and 

follow the rules for physical distancing or other camp protocols will be established. 

 

Policies and Procedures are in place to assist staff with behaviour concerns. Guidelines and 

procedures help to accurately track and monitor inappropriate behaviour(s) with the goal of 

managing inappropriate behaviour(s) and improving the program experience and safety for all 

participants and staff.  

• Managing Participant Suspensions and/or Discharges related to 

Inappropriate Behaviour Policy   

• Managing Participant Suspensions and/or Discharges Related to 

Inappropriate Behaviour Procedures  

 

Program Guidelines 

1) Respect 

Respect for self, for other children, for staff and the facility. 

Using positive speech, tone of voice, attitude, facial expressions and actions. 

2) Hands to Yourself 

No pushing, kicking, hitting or generally aggressive behaviour. 

3) No Sharing Food/Utensils 

Be mindful of bringing in food from outside that is made in facilities that also process 

peanuts and tree nuts (e.g., Tim Horton’s). Model healthy habits – staff shouldn’t 

purchase food from vending machines. 

4) Have Fun/Participate 

The more you put into something, the more you’ll get out of it.  

Staff need to participate with enthusiasm. 
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Behaviour & The Zones of Readiness 

When a child misbehaves, it’s rarely a case of the child being a problem. Rather they’re having 

a problem. This slight but distinct difference can help staff stay focused on the child’s needs in 

that moment rather than their behaviour. Sometimes it’s the staff who is having a problem and 

there is nothing wrong with the child’s behaviour. Often a child most in need of connection and 

support will seek it out in undesirable ways. 

 

Very few people wake up one day and decide or choose to hurt someone else by their words or 

actions. It’s important that staff remember to assume the best about the children in their care, 

and their colleagues. Think of behaviour management as a negotiation. You and the child want 

something different. How can you compromise?  

 

Consider the Zones of Readiness or Zones of Self-Regulation – this is a tool already in use in 

many schools across Canada. Teachers are using it to help children understand their feelings 

and how those feelings have an impact on their play, learning and behaviour. 

• Green: Happy, calm, interested. Ready to play and learn. 

• Yellow: Hungry, bored, distracted or silly. Getting there but play and learning will be 

more challenging in this zone. 

• Blue: Sad, tired or sick. Play and learning will be extremely difficult right now. 

• Red: Angry, frustrated, overwhelmed. Play and learning is impossible. 

The chart can be simplified or made more complex, based on the developmental stage of the 

children you’re working with. You can use the information about where the children in our 

programs are at in order to better meet their needs. The tool can gauge the overall mood of an 

entire group and/or individual children. Staff can use it for themselves too! 
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Behaviour Management Steps 

1) Redirection & Review 

Have a conversation with the participant keeping in mind that we should assume the 

best about one another. Review the guideline that was broken redirect the participant. 

Encourage them to commit to trying again. No written report is required. 

DO: 

• Have a chat about the missed 

guideline. 

• SMILE! 

• Assume the best. 

• Listen with consideration. 

• Encourage the child to try again. 

• Encourage the child to make it up 

when practical. 

DON’T: 

• Lecture the child. 

• Assume you’re aware of all 

mitigating factors. 

• Make judgements without getting 

all the facts. 

• Threaten the child with future 

discipline. 

 

 

2) Consequence 

Repeat step one and impose a relatable/natural consequence. Staff may use their 

discretion and skip step one altogether if the behaviour warrants it. A Behaviour 

Incident Report (Appendix F.9) is required. 

DO: 

• Repeat step one with a reminder 

of the missed guideline. 

• Impose a natural or relatable 

consequence. 

• Encourage the child to make it 

up. 

DON’T: 

• Lecture or threaten the child 

with future discipline. 

• Insist on an apology. 

• Do the work for the child . . . let 

them figure out something that 

makes sense in the situation. 

This may take time – be patient. 

It’s okay to walk away, carry on 

with camp activities and then 

circle back to this piece. 

• Impose an unduly harsh 

consequence. 
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3) Full Time Staff Involvement 

Repeat steps one and two (if applicable) and seek the involvement of the full-time staff. 

A “Time Out” or “Time In” (if the child is having a problem, sometimes some one-on-

one time with a staff is helpful instead of sending them away) may be imposed. Staff can 

use their discretion and skip steps one and two if the behaviour warrants it. A Behaviour 

Incident Report (Appendix F.9) is required and a Major or Minor Incident Report 

(Appendix F.5) may also be needed. 

DO: 

• Repeat steps one and two. 

• Involve full time staff. 

• Try a “Time Out” or “Time In”. 

DON’T 

• Lecture or threaten the child with 

future discipline. 

• Insist on an apology. 

• Do the work for the child when it 

comes to making up for their 

behaviour.  

 

Zero Tolerance Behaviours 

1) Physical violence. 

2) Swearing/inappropriate language. 

3) Bullying. 

4) Running away (unsafe)** 

5) Theft/vandalism 

A Major Incident Report (Appendix F.5a) should be completed for any of these behaviours. 

** Running away is considered serious if the child leaves the property or is in danger. Running 

out of the room into the hallway should be addressed as a matter of disrespect. 

 

Coping Skills: Emotions & Anxiety 

1) Feelings 

• Feelings are neither right nor wrong – they just are. 

• Anytime our emotions are disproportionate to the immediate situation, anxiety is at 

play. 

• Anxiety can look like nervousness, fear, anger, frustration, dread or avoidance – just 

to name a few. 

• Anxiety can feel like increased heart rate, heat rushing to the head, shaking hands or 

voice – just to name a few. 
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• When we’re feeling anxious, it’s hard to do or say the right thing. Discipline needs to 

be administered neutrally. You will find it very challenging to be neutral when you’re 

anxious. 

 

2) Anxiety 

• You can’t go over your anxiety . . . yelling or losing your cool leads to inappropriate 

discipline. 

• You can’t go around your anxiety . . . avoid the situation isn’t fair for coworkers or 

the child. 

• You must go through your anxiety. But how? 

o Let it run through you. Follow it to the end by asking yourself “and then 

what” until there are no more options. That will lead you to the true source 

of your anxiety. 

o Complain it out. Yell or throw things – IN YOUR HEAD – to burn through your 

anxiety. 

o When you find the source, face it. Avoiding it leads to a repeat of the anxiety 

the next time a child pushes your buttons. 

 

3) Rethinking discipline 

• Why do the children need to be quiet for 5 seconds before going outside to play? 

• Listening with consideration means putting aside your own wants to truly hear what 

the child is asking for. 

• How can you get what you want without saying “no”? Negotiate and compromise. 

• Let kids do the work of self-correcting and being accountable for their behaviour. 

• Participate, don’t anticipate. Don’t correct or discipline something that isn’t a 

problem now, just because you think it might be one later. 

 

Responding to Inconsideration 

When someone avoids answering your question, respond with a gentle, “Please answer my 

question.” 

 

When someone says, “I don’t know” and you know they do but are avoiding something, 

respond with a gentle, “You must have some idea.” 
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When someone ask a question, they already know the answer to, respond with a gentle, “What 

do you think?” 

 

Strategies for Behaviour Management 

Make camp rules together. This allows for more buy-in from your group. Ask the children what 

is important to them. Spend some time on the first day talking about why guidelines are 

important and what they feel should be followed. 

 

Get their attention. Try clapping games, call and respond, I say you say, raise your hand (high 

five) or whisper instructions to change things up. 

Call & Respond 

• Scooby Dooby Doo…Where Are You?  

• Oh me…Oh my!  

• Ready Set…You bet!  

• Hocus pocus…Time to focus!  

• Holy moly…Guacamole!  

• Macaroni and cheese…Everybody freeze!  

• One, two, three, eyes on me…One, two, eyes on you!  

• To infinity…And beyond!  

• Hakuna…Matata!  

• Hands on top…That means stop! 

• Stop…Collaborate and listen!  

• Sponge Bob…Square Pants!  

• Make it rain…Shhhhh!  

• Marco…Polo!  

• Peanut butter…Jelly!  

• All set…You bet!  

• Bum, bada bum bum…Bum, bum!  

• Ready to Rock…Ready to Roll!  

• Hot fudge…Sundae!  

• Banana…Split!  

• Shark bait…Oooh ha! 
 
I Say You Say 

• When I say banana, you say split. Banana (split!). Banana (split)! 

• When I say what, you say louder. What (louder!). What (louder!). 

• When I say ice cream, you say mmmm. Ice cream (mmmm!). Ice cream (mmmm!). 

• When I say go, you say stop. Go (stop!). Go (stop!) 
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Keep it short. Children don’t have the attention span to sit and listen or participate in an 

activity for a long period of time. 

 

Take a body break. Have the group stand up and stretch, have a 2-minute dance party, sing a 

song or play a quick transition type game. 
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SECTION SEVEN: CONCLUSION 

Communication 

Information management and dissemination will be critical for ensuring that all employees, 

parents, participants and stakeholders are informed in a timely, effective and efficient manner. 

Some key communications will include but not be limited to the following: 

• RCFS Communications team will work with program staff to develop and implement 

material, key messages and other supports required to effectively convey information 

required for the safe delivery of summer camps.  

• This communication strategy will educate our clients on proper safety measures as well 

as assure them that the summer camp operation is safe and in compliance with OPH 

directives and advice.  

• Communication strategy and material in the event of a positive COVID-19 case among 

staff and or participants. 

•  General signage and visible marker templates. 

• Communication strategy and mechanisms for feedback, successes and challenges at a 

departmental level. 

• Liaison list of contacts of stakeholders and resources for operations. 

 

Management and Monitoring of New COVID-19 Camp Lens 

The procedures and guidelines have been developed to provide a framework and all the tools 

and resources necessary to offer a quality and safe program to our community.  Given the 

nature of the changing landscape it is important to note that this is a living document which 

may need to adopt new procedures or adapt existing ones to better meet the needs of the 

program, staff or participants. 

• A mechanism for ongoing feedback and evaluation of the plan will be implemented 

• A team of staff dedicated to providing support and tracking/amending elements within 

the guidelines or policies/procedures will be formed 

• Sites will have direct access to this team via email or phone to assist with 

troubleshooting of interpretation, administration or any possible pivoting which may be 

necessary 

• We are invested in the City of Ottawa adopting best practices which meet or exceed the 

governmental guidelines and recommendations from Ottawa Public Health. 
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Possible Challenges 

Clients (Parents/Guardians and Children) 

• Screening clients prior to participating in the program gives a lot of room for 

human error as the information is provided by the families and evaluated by an RCFS 

staff. 

• Clients may be reluctant to have their child undergo a health screening conducted by a 

part time staff, particularly if the family is told the child failed the screening process. 

• Children may be distressed or anxious when seeing staff in PPE, experiencing changes to 

routines, having to maintain physical distancing, etc. 

We will continue to monitor the procedures in place and address any outstanding concerns in a 

thoughtful manner. 

 

Staff 

• Securing and maintaining adequate staffing levels. 

• Enforcing the physical distancing guidelines. 

• Implementation of all the new guidelines and procedures successfully. 
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SECTION EIGHT: APPENDICES 
 

A.1 Exclusion of Sick Participants Procedure (Appendix A.1)  

A. 2 Staff Reporting Illness Procedure (Appendix A.2) 

A. 3 COVID-19 Symptoms Process (Appendix A.3) 

A. 4 Sick Leave Declaration Form (Appendix A.4) 

 

B.1 SIGN: Cover Your Cough (Appendix B.1) 

B.2 SIGN: Hand Hygiene (Appendix B.2) 

B.3 SIGN: Hand Sanitizer (Appendix B.3) 

 

C.1 Pre-Program Declaration of Health - Participant (Appendix C.1) 

C.2 Participant Declaration of Health Rules (Appendix C.2) 

 

D.1 SIGN: Procedure for Health Screening (Appendix D.1) 

D.2 SIGN: Physical Distancing (Appendix D.2) 

D.3 Daily Participant Health Screening Form (Appendix D.3) 

 

E. 1 Daily Attendance Record (Appendix E.1) 

E. 2 Communication with Families Checklist (Appendix E.2) 

E.3 SIGN: Stop! Do Not Enter signs (Appendix E.3) 

 

F. 1 Chain of Communication (Appendix F.1) 

F.2 Emergency Response Plan Policy (Appendix F.2) 

F.3 Decision Tree for First Aid & Resuscitation (Appendix F.3) 

F.4 Rescuer Personal Protective Equipment (Appendix F.4) 

F.5a Minor Incident Reports (Appendix F.5a)  

F.5b Major Incident Reports (Appendix F.5b) 

F.6 Accident, Injury and Workplace Illness Report Form (Appendix F.6) 

F.7 Illness & Symptom Tracking Form (Appendix. F.7) 

F.8 Outbreak Flow Chart (Appendix F.8) 

F.9 Behaviour Incident Report (Appendix F.9) 
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G.1 Enrolment Forms & Conditions of Enrolment (Appendix G.1) 

G.2 Medication Administration (Appendix G.2) 

G.3 Sign In/Sign Out Forms (Appendix G.3) 

G.4 Notice of Risk Waiver (Appendix G.4) 

 

H.1 Pre/During/Post Cleaning Procedures & Checklist (Appendix H.1) 

H.2 Toy and Equipment Cleaning Procedures (Appendix H.2) 

H.3 Cleaning Log (Appendix H.3) 

 

I.1 Handbook on Day Camps (Appendix I.1) 

 

K.1 Worker Self-Assessment (Appendix K.1) 

K.2 Exclusion of Sick Staff Procedure (Appendix K.2) 

K.3 Replacement Strategy Guidelines (Appendix K.3) 
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Appendix A.1: Exclusion of Sick Participant 
 

For participants who exhibit one or more COVID-19 related symptoms, staff will ensure the 
following:  
 
1) Participants who display one or more symptoms, will be separated from other program 

participants. They will be sent to the designated isolation space, and will be supervised by a 
staff until they are picked up from care by a parent/guardian  

 
2) Symptoms need to be "greater than normal". E.g. If a participant or staff has a runny 

nose/watery eyes consistent with allergies, AND an additional symptom presents itself, such 
as lethargy or fever, then they are to be sent home.  

 
3) Symptoms of illness will be recorded on Minor Injury/Incident Form  
 
4) The parent/guardian of the participant will be notified of the participant's symptoms and of 

the need to pick him/her up immediately; or  
 
5) If it appears that the participant requires immediate medical attention, call 911 to have the 

participant taken to the hospital by ambulance and examined by a legally qualified medical 
practitioner or registered nurse.  

 

6) Participants should be referred to a COVID-19 Assessment Centre and self-isolate. 

 

7) Ottawa Public Health will be automatically notified of a positive test result. Participant 
should inform camp program of test results. 

 

8) Participants who refuse testing will be required to self-isolate for 14 days, or 24 hours after 
all symptoms have resolved (48 hours in the case of vomiting or diarrhea), whichever is 
longer.  

 

9) In all possible outcomes (positive test, negative test, no test) the participant’s return to the 
program will be made in consultation with the Ottawa Public Health’s Outbreak Reporting 
Line. 
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Participant 

Clearance from 
OPH OB 

Reporting Line 
for both 

positive & 
negative results 

required

Positive test 
results will 

exclude staff 
to self-isolate

Negative test 
results will 

exclude staff 
for 24 hours 

after symptom 
resolution

Refer staff to 
testing sites

Contact 
parent if staff 

is not well 

Staff sent 
home 

immediately

Symptomatic 
Staff

Follow the 
return to work 
process after 
clearance by 

OPH

Follow up 
with the 

employee

Send all forms 
to Health and 

Wellness

Inform all 
contact of 

employee’s 
illness

Fill out the 
employee 
illness and 

accident form

Notify the 
Portfolio 
Manager

Supervisor 
duties

COVID-19 Symptom Process
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Ottawa’s health
is in your hands

Proper hand washing helps prevent the spread of germs!

La santé d’Ottawa
est entre vos mains

Bien se laver les mains aide à prévenir la propagation des germes!
    

Wet hands
Mouillez-vous les mains

Use liquid soap
Utilisez du savon liquide

Lather and rub for
at least 15 seconds
Savonnez et frottez
pendant au moins 15 secondes

Rinse hands
Rincez-vous les mains

Towel or air dry hands
Séchez vos mains avec
une serviette ou un séchoir

Turn off taps with 
towel or your sleeve
Fermez le robinet 
avec une serviette
ou votre manche



Ottawa’s health
 is in your hands

Proper hand sanitizing helps prevent the spread of germs!

La santé d’Ottawa
 est entre vos mains

Bien se désinfecter les mains aide à prévenir la propagation des germes!

Place a quarter-size drop of alcohol-based 
hand sanitizer in your palm
Versez du gel désinfectant à base d’alcool 
dans votre paume, de la grosseur d’un 
vingt-cinq sous

Rub hands together; palm to palm
Frottez vos main, paume contre paume

Rub back of each hand with palm  
and fingers of the other hand
Frottez le dos de chaque main avec 
la paume et les doigts de l’autre

Rub around each thumb
Frottez autour de chaque pouce

Rub fingertips of each hand back and forth 
in the other hand
Frottez le bout des doigts de chaque main 
dans la paume de l’autre

Rub until your hands are dry  
(at least 15 seconds)
Frottez jusqua’à ce que vos mains 
soient sèches  
(au moins 15 secondes)
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Pre-Program Declaration of Health (Participant) 

Participant Information   

First Name: Last Name: 

Date of Birth (dd/mm/yyyy):  Name of Parent/Guardian confirming Health Declaration 

(if under the age of 18 years):  

Phone Number: Program Location:  

Program Week of (dd/mm/yyyy):  

  

Pre-Program Screening Questions  

1   Does the participant, or any member of your household have 1 

or more of the following COVID-19 symptoms:  

  Yes   No 
• cough 

• difficulty breathing 

• fever 

• muscle aches 

• headaches 

• chills 

• loss of taste or 

smell 

• sore throat 

• difficulty 

swallowing 

• diarrhea 

• disorientation, 

confusion 

• sleeping more 

than usual 

• nausea, 

vomiting 

• running nose 

• dizziness, 

weakness or 

falls (falling 

down) 

If yes to any circle them 

 

2 Inflammatory conditions- A doctor's note is required, however A COVID-19 test is not 

required to return to program if symptoms of inflammatory disorder are present  

If yes to any circle them • rashes 

• prolonged fever 

• red eyes 

• abnormal swelling in the hands and feet 

that need medical attention 

 

3   Yes   No Has the child travelled outside of Canada within the last 14 days 

 

4 
  Yes   No 

Has the child had close contact with a confirmed or probable COVID-

19 case 
 

5 
  Yes   No 

Has the child had close contact with a person with acute respiratory 

illness who has been outside Canada in the last 14 days 
 

6 
  Yes   No 

Parent/Guardian acknowledges that a Parent/Guardian with 

knowledge of the participant's health and a minimum of 18 years old 

must be present at drop off and pick up daily 
 

7 
  Yes   No 

Parent/Guardian acknowledges that if participants are ill (non COVID-

19 related) they cannot return to program until participant(s) are 

symptom free for 48 hours i.e. allergies, chickenpox 
 

8 
  Yes   No 

Parent/Guardian acknowledges they will call and report any illness 

and not send the participant to the program until symptom free 
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9 
  Yes   No 

Parent/Guardian acknowledges that participant will have a health 

check upon arrival to the program every day 
 

10 
  Yes   No 

Parent/Guardian acknowledges that if a participant shows symptoms 

of illness during a program, a parent/guardian will pick up the child 

within 1 hour and take them to an assessment centre. 
 

11 

  Yes   No 

Parent/Guardian acknowledges that the child must be sent with a 

packed lunch, snack and refillable water bottle each day for the 

program.  **Parent/Guardians will not be able to deliver a lunch once 

program has started. 
 

12 

  Yes   No 

Parents/Guardian acknowledges that if their child becomes ill during 

program with any COVID-19 like symptoms they must pick the child 

up within one hour of being notified and take them to be tested.  They 

can return to the program once a negative test result has been given 

and they are symptom free for 24 hours.  A doctor's note or negative 

report must be shown upon return.  
 

13 
  Yes   No 

Parent/Guardian acknowledges that any changes to their contact 

information or the those they have listed as emergency contacts must 

be updated with staff within 24 hours for emergency/sick calls 
 

14 
  Yes   No 

Parent/Guardian acknowledges that while on City of Ottawa property 

or designated City of Ottawa program space they will stay a minimum 

of 2 meters distance from any other family group, staff or participants 
 

15 
  Yes   No 

Parent/Guardian agrees to read all materials provided to them, 

including Parent Handbooks, fact sheets, policies and forms and be 

familiar with their contents 
 

16 
  Yes   No 

Parent/Guardian understands that all drop off and pick up areas will 

be located outdoors where possible. 
 

17 

  Yes   No 

Parent/Guardian agreed that they understand if they are dropping 

participants off late or picking up early, they MUST call the program 

location phone number provided to them and they will be able to meet 

them at the designated pick up spot. Visitors are restricted from the 

program & facility to reduce cross contamination. 
 

18 

  Yes   No 

Parent/Guardian acknowledges that participants must adhere to 

Public Health's physical distancing rules, personal hygiene, participant 

declaration of health rules and Recreation, Cultural and Facility 

Services Recreation's behavior guidance policy to ensure the safety 

of your child and all other participants and staff.  Failure to adhere to 

these rules may result in the removal of your child from the program. 
 

 

Office Use Only (Completed by Recreation Staff)   

Staff Name (Staff who completed the form) Please Print.  Date:  
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Participant Declaration of Health Rules 

To be completed at the beginning of each week at camp. 

  

_____________________________    ________________________  

Child’s Name                                Camp Week   

  

   

  Circle your answer 

YES NO 

1. I understand that I MUST wash my hands after every 
activity, when I have been to the washroom and when 

asked by my counselor. 

  

2. I will always stay at least one hockey stick (2 meters) 
away from the other campers and my counselors. 

  

3. If I feel sick, I will tell my counselors right away. 

  

4. I understand that I must listen and follow the rules of 
camp every day! 

  

5.  I understand that if I do not follow the Camp rules,  
I will be asked to leave camp. 
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6.  

If I need to cough or sneeze,  
I will cover my mouth with my elbow or a tissue.   

After I will wash my hands right away.  

    

 

 

 

 

7.  I understand if I am not feeling well that will go to the 
"quiet room" until I am picked up.  

  

 

 

 

 

8.  I understand that I cannot go to the washroom  
on my own and must let my counselor know if I need to 

use the washroom.  

  
  

 

 

 

 

9.   I understand that I should try to keep my hands away 
from my face and try not to touch it.  

 

 

 

 

 

 

If child is unsure or answers no to any of the above statements a staff member 

must review them with the parent/guardian present at the end of the first day. 

  
  
  
  
  
  
  
  
  
  

https://www.google.ca/url?sa=i&url=https://www.clipart.email/clipart/quiet-space-clipart-97705.html&psig=AOvVaw0lQvX5ROjwqTpT4Z9pZd_W&ust=1590176749851000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCPjg-6TcxekCFQAAAAAdAAAAABAD
https://www.google.ca/url?sa=i&url=https://webstockreview.net/explore/bathroom-clipart-elementary-school/&psig=AOvVaw1nHMdXv5Q1v128HVx0SFBs&ust=1590176854170000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCOj3iM3cxekCFQAAAAAdAAAAABAD
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
https://www.google.ca/url?sa=i&url=https://www.freepik.com/free-vector/coronavirus-prevention-tips_7421195.htm&psig=AOvVaw2StPkA1ZGFHRKNyjYGeq53&ust=1590178006341000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCJDh_PjgxekCFQAAAAAdAAAAABAE
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Appendix D.1 SIGN: Process for Onsite Health Screening: 
 

1) Parents/guardians must wait at the appropriate location for their turn to be screened, while 
maintaining physical distancing.  Please adhere to the physical distancing markers. 

 
2) One parent/guardian will approach the screening area with their child(ren) at their turn.  

 

3) Parent/guardian will use hand sanitizer provided to properly disinfect their hands.  
 

4) Staff will place a clean thermometer on the table and step back behind their protective 
barrier.  
 

5) Parent/guardian will take their child’s temperature, note the temperature, place the 
thermometer back on the table, sanitize their hands again and step away.  
 

6) Staff will retrieve the thermometer, note the temperature on the Participant Daily Health 
Screening form and disinfect it per the manufacturer’s instructions.  
 

7) If the parent/guardian is unable to take the child’s temperature, then staff will undertake 
this task and will take the child’s temperature while wearing full Personal Protective 
Equipment. 
 

8) While maintaining physical distancing, or from behind their protective barrier, staff will go 
through the rest of the Participant Daily Health Screening form with the parent/guardian.  
 

9) Any participant that does not pass the health screening will not be admitted to camp.  They 
will be directed to a Covid-19 Assessment Centre and will need to self-isolate.   

 

 



Practise physical 
distancing

* We recommend avoiding crowds and maintaining a distance of 2 metres (6 feet) from those around you. 
Make an e�ort to step-aside, or pass others quickly and courteously on sidewalks. Passing someone on the 
sidewalk is not considered close contact or a signi�cant risk for exposure to COVID-19.

While you may not feel sick, and while we know these measures are an inconvenience, please be mindful of the 
members of our community who are more vulnerable to COVID-19 than others.

Take care of yourself. It’s OK to NOT be Ok. Please know that help is available, and we encourage you to reach 
out to Distress Centre of Ottawa to connect with someone at 613-238-3311.

We are all in this together. For more information, visit: OttawaPublicHealth.ca/PhysicalDistancing

SAFE
Watch Movie at Home

Read a Book
Listen to Music

Games Night at Home
Video Chat

Take an Online Class
Virtual Tour a Museum

Cook
Go for a Walk or Hike*

USE CAUTION
Grocery Stores
Takeout Food

Picking Up Medications

AVOID
Playdates

House Parties
Sleepovers

Group Hangouts
Weddings

Ottawa Public Health.ca
Sante Publique Ottawa.ca

613-580-6744
TTY/ATS : 613-580-9656

/Ottawa Health
/Ottawa Sante
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D.3 Participant Daily Health Screening Form 
 

PARTICIPANT INFORMATION 

First Name: 
 

Last Name: 

Date of Birth (YYYY-MM-DD): 
 

Name of Parent/Guardian Confirming Health 
Screening: 
 

Phone Number: 
 

Camp Location: 

 

DAILY HEALTH SCREENING QUESTIONS 

If a participant has one or more of the following symptoms, staff will direct the participant 
and/or parent/guardian as per the Exclusion of Sick Participants Procedure. If a participant has 
a runny nose/watery eyes consistent with allergies and an additional symptom presents itself 
such as lethargy or fever, then admittance to the program will be denied and testing for COVID-
19 recommended. 

 

Disease symptoms may be different depending on age. Children and adults with COVID-19 may 
also have non-specific symptoms. Participants presenting with one or more symptoms will be 
sent home to self-isolate and referred for testing. Return to the program will be made in 
consultation with the Ottawa Public Health's Outbreak Reporting Line. 

Does the participant any one or more of the following symptoms? Check all that apply. 

 Fever (feeling hot to the touch of a 
temperature of 37.8°C or higher) 

 Chills 

 Cough that is new or worsening 

 Barking cough 

 Shortness of breath 

 Sore throat 

 Difficulty swallowing 

 Runny, stuffy or congested nose (unrelated 
to allergies) 

 Loss of sense of taste or smell 

 Pink eye 

 Headache that is unusual or long lasting 

 Digestive issues (nausea, vomiting, 
diarrhea, etc.) 

 Muscle aches 

 Extreme fatigue 

 Falling down often 

 Sluggishness or loss of appetite 

 None of the above 

 

Inflammatory condition: Participants will not be permitted to stay at camp. A doctor's note is 
required to return to the program. 

Does the participant have one or more of the following symptoms? Check all that apply. 

 Rashes 

 Prolonged fever 

 Red eyes 

 Abnormal swelling in the hands or feet 
that requires medical attention 

 None of the above 

https://forms.office.com/Pages/ResponsePage.aspx?id=PQPM34ffbkyhuI6qc_G3LpBe0NGjgdhDufF98hmwGq1UQzA3QjhVTDcyTlJRMUJLM1cyR1JWUjRCVi4u
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Travel & Contact: Participants will not be permitted to stay at camp and must self-isolate. 
Return to the program will be made in consultation with Ottawa Public Health’s Outbreak 
Reporting Line. 

Has the participant experienced any of the following? Check all that apply. 

 Participant has travelled outside of Canada (including to the United States) within the last 
14 days. 

 Participant has had close contact with a confirmed or probable COVID-19 case. 

 Participant has had close contact with a person with acute respiratory illness who has been 
outside of Canada (including the United States) in the last 14 days. 

 

Notes: 
 
 
 
 
 
 
 

 

OFFICE USE ONLY 

Staff Name: 
 

Date: 
 

Staff Signature: 
 

 
 
Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
Personal information collected on this form or by other means (such as orally, by phone or by email) will be used 
by authorized Recreation, Culture & Facility Services staff for the purposes of administering and managing the 
Extended Recreation and Cultural Programs. My personal information may also be shared with other City of 
Ottawa departments and agencies in accordance with the “Permissions Granted” section above. Questions about 
the collection and use of information for sharing information with other city departments may be addressed to 
Inclusive Recreation City Wide, (613) 580-2424 ext. 29283, RCFS-InclusiveRecreationBranch@ottawa.ca. All other 
inquiries can be addressed by contacting 3-1-1. Personal information collected on this form is also collected for the 
administration and management of the City of Ottawa Risk Management and Insurance Program. Questions about 
this collection and use of information may be addressed to Recreation, Cultural and Facility Services Risk, 100 
Constellation Dr., Ottawa, Ontario, K2G 6J8, RCFSDGLCIRisk@ottawa.ca. 

 

mailto:RCFS-InclusiveRecreationBranch@ottawa.ca
mailto:RCFSDGLCIRisk@ottawa.ca
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Appendix E.1: Daily Attendance Tracking 
 

Camp Name: ____________________________________________ Start Date: _____________________________ 

Camp Barcode: __________________________________________ End Date: ______________________________ 

Camp Location: __________________________________________  
 
Camp Participants 

Participant Name 
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

Time 
In 

Time 
Out 

Time 
In 

Time 
Out 

Time 
In 

Time 
Out 

Time 
In 

Time 
Out 

Time 
In 

Time 
Out 

           

           

           

           

           

           

           

           

           

           

           

           

 
Staff & Visitors 

Full Name Purpose of Visit Date of Visit Time In Time Out 
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APPENDIX E.2: Communication with Families Checklist 

Opening Greeting 

 Introduce yourself and welcome family to camp.

 Provide general camp information:
o Location
o Hours of Operation
o Child needs to bring a nut-free lunch and snacks, sunscreen, a hat, a water bottle, shoes

appropriate for running and play.
o Does your child have any special needs or life-threatening allergies we should be aware of?
o Will your child require any medication while at camp?

 Acknowledge how camp will be different this year.
o As I’m sure you’re aware, camp will look different this year. I’d like to let you know what measures

we have put in place to ensure the safest environment possible for the participants and staff.

COVID-19 Safety Measures 

We will conduct a Pre-Program Declaration of Health for your camp participant(s) right now.

Camp Sign In & Sign Out
o Sign in and sign out will take outside the entrance to the facility. Once cohorts have been 

established, staff will send you detailed information via email regarding where your sign in/sign 
out location will be each day.

o When you arrive to pick up your child at the end of the day, please call _________________. A 
staff member will walk your child to the exit and confirm your identity before releasing the
child(ren) to your care.

o We will note the time your child was picked up and confirm that we’ve verified the identification 
of the person doing pick up.

Screening:
o We ask that children not attend the camp if they are sick, even if symptoms resemble a mild cold. 

Symptoms to look for include: new or worsening fever, cough, shortness of breath, sore throat, 
runny nose*, nasal congestion*, headache and general feeling of being unwell. *In the absence of 
underlying reason for these symptoms such as seasonal allergies and post-nasal drip.

o Please complete the online Participant Daily Health Screening before leaving for camp each day.
o A temperature of 37.8°C or higher is considered a fever and children should not attend camp.
o Upon your arrival at camp, please follow the directions of staff and/or follow the directions on the 

signage posted.
o If you cannot complete the online screening, it will be done with you by our staff prior to entering 

the facility.
o The screening will take place outside of the building at sign in and participants will only be granted 

permission to enter the facility if they pass the screening.
o We ask everyone to maintain 2 metres distance between themselves and other families waiting to 

sign in and be screened.

Physical Distancing:
o Physical distancing markers will be on the floor.
o Children and staff will always be asked to remain 2 meters (6 feet) from one another.
o Camps will be split into cohorts with a priority on keeping siblings together.
o Cohorts will not be permitted to inter-mingle and will have their own designated space, entrance/

exit and washroom facilities.
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o Any shared space will be disinfected before and after each use (e.g. gymnasium). 
o Food sharing is not permitted. 
o Frequent handwashing will take place throughout the day. 
o Equipment will be sanitized regularly and only materials that can be readily cleaned and sanitized 

will be used (e.g. no plush toys, books, puzzles, play dough, etc.). 
o High touch surfaces will be sanitized multiple time throughout the day. 

 
Closing 

 In addition to the information provided in this phone call, I will be sending you an email containing 
important forms to complete, as well as a Parent Handbook.  To reduce the handling of paper and the 
exchanging of items between staff and parents, I ask that you please complete the forms and send them 
back to me electronically.   

 If you are unable to send the forms back electronically, can we please complete the enrolment form over 
the phone now?  The waiver will be provided to you for signature at sign in. 

 

If you have any questions or concerns, please do not hesitate to contact me at (insert phone number). 



20
20

-C
O

VI
D1

9_
05

STOP!
Do not enter this 
facility if:
You or your child(ren) think you may have been 
exposed to COVID-19, 
or 
You or your child(ren) have any symptoms such 
as fever or cough or difficulty breathing
or 
You or your child(ren) have travelled outside of 
Canada in the last 14 days
or
You or your child(ren) live with, provided care 
for (without appropriate Personal Protective 
Equipment), or spent extensive time with 
someone who:

• has tested positive for COVID-19
• is suspected to have COVID-19
• has a fever, cough or shortness of breath 

that started within 14 days of travel 
outside of Canada

Otherwise, before entering
• Wash your hands or use hand sanitizer
• Proceed to reception for further screening 
• Maintain a 2 metre (six feet) distance from 

others

To learn more about how you can help 
prevent the spread of COVID-19, visit 
ottawapublichealth.ca/coronavirus

ARRÊTEZ!
N’entrez pas dans cet 
établissement si :
Vous ou votre votre enfant(s) croyez que vous avez été 
exposé au COVID-19, 
ou
Vous ou votre enfant(s) présentez l’un des symptômes 
suivants : fièvre, toux ou difficultés à respirer
ou
Vous ou votre enfant(s) avez voyagé à l’extérieur du 
Canada au cours des 14 derniers jours
ou
Vous ou votre enfant(s) vivez avec, fournissez des soins 
(sans équipement de protection individuelle appropriée) 
ou passiez beaucoup de temps avec quelqu’un qui :

• a été testé positif au COVID-19
• est soupçonné d’avoir COVID-19
• a de la fièvre, de la toux ou un essoufflement qui 

a commencé dans les 14 jours suivant le voyage à 
l’extérieur du Canada

Si non, avant d’entrer 
• Lavez-vous les mains ou utilisez le désinfectant  

pour les mains
• Rendez-vous à l’accueil pour un dépistage 

supplémentaire
• Maintenir une distance de 2 mètres (six pieds)  

des autres. 

Pour en savoir plus sur la façon dont vous pouvez 
aider à prévenir la propagation du COVID-19, visitez :  
santepubliqueottawa.ca/coronavirusFR
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2020 Summer 

Late Pickup Tracking Sheet 

 

 

Camp Name: ____________________________________________________________ 
 

Camp Barcode: ______________________ 

 

Location: ___________________________ 

Start Date: ____________________ 
 

End Date:  ____________________

 

# Name/Nom 
MON/LUN TUE/MAR WED/MER THU/JEU FIR/VEN 

In Out In Out In Out In Out In Out 

1            

2            

3            

4            

5            

6            

7            

8            

9            

10            

11            

12            

13            

14            

15            
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Appendix F.1: Chain of Communication 

 

Full time staff should complete the Chain of Communication per their specific location and provide a 

copy to each cohort. 

 

 

RCFS Duty Manager 
613-580-2424 ext. 42042 

Program Manager: 
Chantal Laporte 

 

Portfolio Manager: 

Full Time Recreation Staff: 

 

Summer Student 
Camp Staff 

 

Program Manager: 
Michelle Morrisey 
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About this guide
The purpose of this booklet is to provide City of Ottawa employees 
with basic procedures that should be followed in the event of a 
security or emergency situation at a City of Ottawa facility. The 
information provided in this booklet is to be used in conjunction with 
existing policies, procedures and legislative requirements, as well 
as any fire safety plans or building evacuation plans that have been 
developed for a specific facility. 

Read this guide carefully. Knowing what to do in the event of a 
security or emergency incident can prevent panic and save lives. No 
matter what type of situation you are experiencing, act as best you  
can but never put yourself in danger needlessly. 

  

Reporting incidents 
In the event of an emergency, call 9-1-1 immediately.  
When it is feasible to do so, report the incident to Corporate Security 
at 613-580-2580.

To report a security incident (non-emergency), please complete an 
online Incident Report on Ozone or call the Security Operations Centre 
at 613-580-2580. 

Questions?
If you have any questions about this booklet, please email Corporate 
Security at CorSec@ottawa.ca.

Introduction

Remember:      Keep calm, think clearly and act decisively.  
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Persons Requiring 
Assistance

Persons requiring assistance in the event of an 
emergency may include:

• Someone who uses a wheelchair or other mobility assistance 
device

• Someone who has an illness or injury
• An expectant mother or someone with young children 
• Someone who uses a hearing device
• Someone with vision loss
• Someone with a mental health disability
• Someone with a non-visible disability or cognitive disability

 

The City has developed Workplace Emergency Response Information 
and Individualized Workplace Emergency Response Plans (IWERIs) 
for employees with disabilities who request one. If you have a 
disability, whether permanent or temporary, and need help during 
an emergency, please let your manager or supervisor know. They 
will contact you to set up a meeting to discuss your individual needs 
and work with you to develop an IWERI customized to meet your 
needs in emergency situations. 

3
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Protective Measures

The City of Ottawa may take the following protective measures in 
response to a security or emergency situation at a City facility to  
eliminate or reduce an immediate threat to life, public health or safety:

Action

• Exit from building  
is required

EXITBuilding Evacuation

• Threat is inside the building

• Access to building  
is prohibited

Action

• Exit from building  
is discouraged

• Continue with daily 
routine

Shelter in Place

• Threat is outside 
(typically environmental/
atmospheric)

• Exterior doors are to 
remain closed

Action

• Exit from building  
is strongly discouraged

• Continue with daily  
routine

Secure Facility

• Threat is outside

• Exterior doors are locked

• Access to building is 
prohibited 

Action

• Persons inside the 
building are to move  
to a safe location, lock 
and barricade the door

RUN

HIDE

FIGHT

Lockdown

• Threat is inside the building

• Threat is immediate
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Building Evacuation

Building Evacuation
A response to an immediate or imminent threat or hazard inside 
a facility. Occupants are required to exit the facility to a safe location. 

In the event of a Building Evacuation:
1 Exit the building calmly using the nearest and safest 

emergency exit. 
2 Do NOT use the elevator.  
3 Proceed to a safe area outside the building.  
4 Await further instruction.

Examples of security and emergency situations 
affecting a City facility which may lead to a Building 
Evacuation include:

• Fire / smoke
• Hazardous material release inside the facility
• Suspicious package inside the facility 

EXIT
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Shelter in Place

Shelter in Place
A response to a threat or hazard external to a facility (typically 
atmospheric or environmental in nature). Exterior doors will be 
closed. Exit from the facility is discouraged. 

If your facility is placed in Shelter in Place: 
1 Stay inside. 
2 Stay in your work area. 
3 Encourage clients and visitors to stay inside. 
4 Await further instruction.

Examples of security and emergency situations 
affecting a City facility which may lead to a Shelter 
in Place include:

• A hazardous material release outside the facility
• Severe weather such as strong winds, lightning, hail, heavy 

rain, freezing rain, fog and flooding
• A wild animal outside the facility 
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Secure Facility

Secure Facility
A response to an immediate or imminent threat or hazard 
external to a facility. Exterior doors will be secured. Exit from  
the facility is strongly discouraged.

If your facility is placed in Secure Facility all exterior 
doors will be locked:

1 Do NOT attempt to leave the facility. 
2 Strongly encourage clients and visitors to remain inside.  
3 Await further instruction. 

A facility may be placed in Secure Facility if:
• An active threat, demonstration or occupation is present 

outside the facility
• Another City facility or facility in close proximity has been 

placed in Secure Facility
• Another City facility or facility in close proximity is in 

Lockdown
• If the City has been requested by law enforcement to do so
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Lockdown
A response to an immediate threat inside a facility. Daily routine  
is suspended.

A City facility is considered to be in Lockdown when an active  
threat is present inside a City facility.  An active threat refers to  
one or more individuals who enter a City of Ottawa facility  
and pose a violent threat to the safety and security of individuals 
within that facility. 

If an active threat is present inside your facility, act quickly and 
decisively – run, hide or fight and call 9-1-1 when it is safe  
to do so.

RUN – if safe to do so. 
• Evacuate the building
• Do NOT pull the fire alarm
• Do NOT use elevators
• Help others escape

HIDE – if safe to do so. 

• Move to a secure location such as a room with a door
• Lock and barricade the door or block entry points
• Turn off lights
• Silence personal electronic devices
• Attempt to cover and conceal yourself
• Ignore fire alarms if safe to do so
• Wait for law enforcement instruction

Lockdown
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Lockdown

FIGHT – as a last resort. 

• Use improvised weapons
• Commit to your actions



Emergency 
Situations

Security



11

Bomb Threat

A bomb threat may be verbal or written indicating that an explosive 
device has been placed in a specific location or will be detonated at 
a given time. 

If you receive a bomb threat:
1 Notify your manager/supervisor immediately and call 9-1-1.
2 Do NOT discuss the threat with any other colleagues or 

building occupants to avoid panic. 
3 Await further instruction. 
4 When it is feasible to do so, report the incident to Corporate 

Security by calling 613-580-2580 or by completing an online 
Incident Report.

Special instructions for bomb threats received by:
Letter/package 
Do NOT throw the letter/package away and avoid excessive 
handling of the item.

Email 
Do NOT delete the email.

Voicemail 
Do NOT erase the recorded message.
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Bomb Threat

Telephone call

• Be courteous and permit the caller to say as much as 
possible without interruption.

• Listen carefully, noting as much information as possible 
including the telephone number displayed on the caller 
ID window, the location of the bomb and/or time it will 
detonate and characteristics of the caller.

In person

• Do NOT touch anything that you think could be a bomb. 
• Be courteous and permit the individual to say as much as 

possible without interruption.
• Listen carefully, noting as much information as possible 

including the location of the bomb and/or time it will 
detonate and physical characteristics of the individual.
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Demonstrations are a means of expressing views on political and 
social issues.

During a demonstration at a City of Ottawa facility:
1 Inform your supervisor/manager and call 9-1-1.
2 Call the Security Operations Centre at 613-580-2580 

for assistance if required to place your facility in a secure 
facility status.

3 Avoid the demonstrators.
4 Do NOT intervene.
5 Do NOT become involved in any activities of the 

demonstrators.
6 Protect sensitive information and assets by removing them 

from the immediate area or locking them up.
7 Await further instruction.
8 When it is feasible to do so, report the incident to Corporate 

Security by calling 613-580-2580 or by completing an online 
Incident Report.

Demonstration 
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If you are inside when an earthquake strikes, stay 
inside and: 

1 Drop under heavy furniture such as a table, desk, bed or any 
solid furniture. 

2 Cover your head and body to prevent injury from falling 
objects.

3 Hold on to the object that you are under so that you remain 
covered. Be prepared to move with the object until the 
shaking has finished. 

4 Be prepared for aftershocks.
5 Await further instruction. 

 
If you can’t get under something strong, or if you are in a hallway, 
crouch against an interior wall and protect your head and neck with 
your arms.

If you are in an elevator get out as soon as you can.

Do NOT pull the fire alarm unless there is a fire.

Earthquake
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Upon discovery of smoke or fire:
1 Leave the affected area immediately. 
2 Do NOT attempt to extinguish the fire unless you are 

trained to use a fire extinguisher and the fire is small. 
3 Close all doors behind you (if possible). 
4 Pull the nearest Fire Alarm Pull Station (if available)
5 Exit the building calmly using the nearest and safest 

emergency exit. Do NOT use the elevator. If you encounter 
smoke, use an alternate exit. 

6 Proceed to a safe area outside the building. 
7 Call 9-1-1.
8 Wait for further instruction. 

Note: Occupants are encouraged to familiarize themselves with 
facility-specific Fire Safety/Evacuation Plans.

Fire
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If hazardous material is released inside a facility, a building 
evacuation may be required.  

Inside:
1 If there is immediate danger to life or health, call 9-1-1. 

Otherwise, report the incident to 3-1-1 immediately. 
2 Alert others and evacuate the area and/or building.
3 Await further instruction. 

If a hazardous material is released outside, one or more  
City facilities may be placed in Shelter in Place or Secure 
Facility to limit the amount of air moving from the outside 
of a building to the inside.

Outside:
1 If there is immediate danger to life or health, call 9-1-1. 

Otherwise, report the incident to 3-1-1 immediately. 
2 Stay inside.
3 Close all windows and exterior doors.
4 Turn off all heating, ventilation and air conditioning  

(HVAC) systems.
5 Await further instruction. 

Hazardous  
Material Release
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Power outages can occur for a variety of reasons and may last 
anywhere from a few minutes to days. 

In the event of a power outage: 
1 Keep calm. 
2 If possible, turn off unnecessary electrical equipment and 

appliances to avoid a power surge once the electricity 
returns. 

3 Stay where you are, or if you are in an unlit area, proceed 
cautiously to an area where there is emergency lighting.

4 Await further instruction.

Power Outage
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Severe weather can include damaging winds, lightning, large hail, 
heavy rain, freezing rain, fog, flash flooding and winter storms.  

In the event of severe weather:
1 Stay inside until the weather improves.
2 Stay away from windows and exterior doors.
3 Await further instruction.

In the event of a tornado:
1 Get to the lowest floor of the building, such as a basement 

or underground parking garage.
2 Take shelter in an interior room, closet or stairway.
3 Take cover under a piece of sturdy furniture, such as a heavy 

table or desk and hold on to it. 
4 Stay close to the ground and protect your head from flying 

glass and debris.
5 Await further instruction.

Severe Weather
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A suspicious package may include a letter, bag, briefcase or 
parcel which raises the concern that it could contain a chemical, 
biological, radiological, nuclear, explosive or other dangerous 
substance.

If you come across a suspicious package:
1 Do NOT touch the package
2 Do NOT let others near the package.
3 Inform your supervisor/manager and call 9-1-1.
4 Await further instruction. 

If substances such as powder or liquid are released 
from the package:

1 Do NOT leave the area.
2 Do NOT touch anything.
3 Do NOT let others come near the area.
4 Await further instruction from emergency responders.

When it is feasible to do so, report the incident to Corporate 
Security by calling 613-580-2580 or by completing an online 
Incident Report.

Suspicious Package
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A threat is a stated intention to cause harm or injury whether 
presently or in the future.

A threatening message may be directed at you or another 
individual and may be received in a letter, email, voicemail 
message, in person or by telephone.  

If you receive a threatening message:
1 Notify your manager/supervisor immediately and call 9-1-1.
2 Do NOT discuss the threat with any other colleagues or 

building occupants to avoid panic. 
3 Await further instruction. 
4 When it is feasible to do so, report the incident to Corporate 

Security by calling 613-580-2580 or by completing an online 
Incident Report.

Special instructions for threatening messages 
received by:

Letter/package 
Do NOT throw the letter/package away and avoid 
excessive handling of the item.

Email 
Do NOT delete the email.

Voicemail 
Do NOT erase the recorded message.

Threatening Messages
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Telephone call

• Be courteous and permit the caller to say as much as 
possible without interruption.

• Listen carefully, noting as much information as possible 
including the name of the caller, the name of the person 
that the threat is aimed at, the telephone number 
displayed on the caller ID window and characteristics of 
the caller.

In person

• Be courteous and permit the individual to say as much as 
possible without interruption.

• Listen carefully, noting as much information as possible 
including the name of the person that the threat is aimed 
at and physical characteristics of the individual.

Threatening Messages

Contact Information

Emergency Services:  9-1-1 

City Services: 3-1-1

Corporate Security: 613-580-2580 



Appendix F.2.1: COVID-19 Decision Tree for First Aid & Resuscitation 
 
Legend: EMS Emergency medical service 
  LOC Level of consciousness 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
References Lifesaving Society guidelines for reopening aquatic facilities after COVID-19 closure June 2020 
 



Appendix F.2.2: Rescuer Personal Protective Equipment 
 

 Legend: BVM Bag, valve, mask 

 

NO CONTACT DIRECT CONTACT 

 

2 m physical distancing 

is maintained between 

the rescuer and victim 

LOW-RISK 

Non-aerosol- generating 

treatment 

2 m physical distancing will 

compromise victim outcome 

HIGH-RISK 

Aerosol-generating treatment 

2 m physical distancing will compromise 

victim outcome 

RESCUER: RESCUER: RESCUER: 

gloves, surgical mask 

with face shield/goggles 

gloves, surgical mask with 

face shield/goggles  

gloves, surgical mask, with face shield/ 

goggles, gown optional 

VICTIM: VICTIM: VICTIM: (in order of preference) 

surgical mask if possible surgical mask if possible BVM with viral filter & continuous seal 

OR 

  Pocket mask with viral filter & continuous 

seal 

  OR 

  Non-rebreather face mask with 

supplemental oxygen and open airway 

  OR 

  Pocket mask with viral filter and head 

strap (single rescuer only) 

  OR 

  Surgical mask (compression-only CPR) 

  NOTE: When continuous seal cannot be 

maintained during compressions, a 

pocket mask with a head strap to 

maintain a seal must be put over the 

victim’s mouth and nose (i.e. while the 

AED is being applied). 

 

References Lifesaving Society guidelines for reopening aquatic facilities after COVID-19 closure June 2020 
 



 

Ref:  Parks & Recreation Branch Policy 9.13.0  11-2005 

PARKS & RECREATION BRANCH / DIRECTION DES PARC ET DES LOISIRS 

MINOR INCIDENT REPORTING FORM / SIGNALEMENT D’INCIDENT MINEUR 

Retain per internal procedure/Conserver conformément aux procédures internes. 

Place/ Endroit : Date : Time/Heure : 

Name of Injured Person/ Nom de la person blessée :  Gender/Sexe : 

Age : Address/Adresse : Telephone/ Numéro de téléphone :  

Type of Injury/Type  de Blessure:  

How did it happen? / Explication de 
l’incident : 

 

Treatment / Action Taken: 
Traitement assuré/mesures prises : 

 

Reported by (Staff Signature)/ 
Signature de l’auteur du rapport: 

      Date and Time: 
      Date et heure : 

ADVISE PARENT/GUARDIAN/EMERGENCY CONTACT/ COMMUNICATION AVEC UN PARENT, UN 
TUTEUR OU LA PERSONNE À JOINDRE EN CAS D’URGENCE 

If patron is under the age of 18 advise at time of incident 
Si le client a moins de 18 ans, communiquer avec ces personnes dès l’incident. 

Name of person contacted/ Nom de la personne jointe :  Relationship to client/Relation avec le client :  

Details of Conversation/  
Détails de la conversation : 

 

 

Further action to be taken if required/ 
Mesures subséquentes,  

le cas échéant :  

 

 

 

Reported by (Staff Signature)/ 
Signature de l’auteur du rapport: 

      Date and Time: 
      Date et heure : 

FOLLOW-UP CALL (If required) / APPEL DE SUIVI (au besoin) 

Date: Time / Heure: Name of Person Contacted / Nom de la personne jointe :  

Details of Conversation/  
Détails de la conversation : 

 

 

Reported by (Staff Signature)/ 
Signature de l’auteur du rapport: 

      Date and Time: 
      Date et heure : 

 

Appendix A 



Risk Management – Legal Services 
110 Laurier Ave. W 
Mail Code: 22-83 
Phone Number: 613-580-2655   
Fax Number: 613-580-2654 
E-Mail:  claims@ottawa.ca 
 

Corporate Security 
110 Laurier Ave, 1st Floor, 
Mail Code: 01-91 
Phone: 613-580-2580 (24hr.) 
Fax Number: 613-580-2634 
E-Mail: corsec@ottawa.ca 
For all security related incidents 

 
 
 

 

City of Ottawa Incident Report (Computer) Page 1 of 2 

INCIDENT REPORT 
(Please forward the report within 24 hours to Risk Management and Corporate Security) 

NOTE:   1. EMPLOYEE INJURIES SHOULD BE REPORTED USING THE OCCUPATIONAL HEALTH & SAFETY EMPLOYEE INCIDENT/ACCIDENT REPORT FORM. 
  

Department:       Branch:        Division:        

Location/Facility:       

Date of Occurrence: (YYYY-MM-DD)        Time of Occurrence:      hr      min.    am    pm 

Reported to (Name of Staff Person or Supervisor)        Phone #        

Were the Authorities Notified?  Yes  No Which Authority?   Fire    Police     Security    Ambulance    Other       

Time Authority Arrived:      hr.      min.    am    pm Police Report #:          

Other Report # (i.e. Security, Ambulance)        
C a u s e  o f  I n c i d e n t  

 Fire    Theft    Accidental Loss    Vandalism    Injury to Public    Personal Incident/Threats 
 Medical Condition    Other (please describe):       

P e r s o n  I n v o l v e d  /  D e p a r t m e n t  I n v o l v e d  ( i . e .  N a m e  o f  I n j u r e d  P a r t y ;  O w n e r  o f  P r o p e r t y )  

Name:        Phone #:        
Date of Birth (YYYY-MM-DD): 

      

Address:         

Were Next of Kin Notified:  Yes   No Name/Relationship:        Phone #:        
2 n d  P e r s o n  /  D e p a r t m e n t  I n v o l v e d  ( i . e .  N a m e  o f  I n j u r e d  P a r t y ;  O w n e r  o f  P r o p e r t y )  

Name:        Phone #:        
Date of Birth (YYYY-MM-DD): 

      

Address:         

Were Next of Kin Notified:  Yes  No Name/Relationship:       Phone #:       
D e s c r i p t i o n  o f  I n c i d e n t :   W r i t e  y o u r  o b s e r v a t i o n s  o f  t h e  i n c i d e n t ,  i n  c h r o n o l o g i c a l  o r d e r ,   

i n  a s  m u c h  d e t a i l  a s  p o s s i b l e .   U s e  s u p p l e m e n t a l  f o r m  i f  n e c e s s a r y .  

      

 



Risk Management – Legal Services 
110 Laurier Ave. W 
Mail Code: 22-83 
Phone Number: 613-580-2655   
Fax Number: 613-580-2654 
E-Mail:  claims@ottawa.ca 
 

Corporate Security 
110 Laurier Ave, 1st Floor, 
Mail Code: 01-91 
Phone: 613-580-2580 (24hr.) 
Fax Number: 613-580-2634 
E-Mail: corsec@ottawa.ca 
For all security related incidents 

 
 
 

 

City of Ottawa Incident Report (Computer) Page 2 of 2 

 

E x t e n t  o f  D a m a g e / I n j u r y :  

      
 

A c t i o n  T a k e n  ( i . e .  F i r s t  A i d  G i v e n ,  S t e p s  T a k e n  t o  S e c u r e  A r e a ,  A r e a s  t o  b e  A d d r e s s e d ) :  

      
 

I n j u r e d  P a r t y  T a k e n / S e n t :  

  Home    Hospital    Clinic 
  Other    Refusal of Treatment 

 

Taken by: _______________________     Phone #:_________________  
Taken to:  __________________________________________ 

Transported how: ___________________________________ 

Follow-up 
Call (to be 
made 
within 48 
hours): 

Date (YYYY-MM-DD)  :        Time:      hr.      min.    am    pm 

With Who:        Phone #        

Details:        

List all items vandalized, damaged, stolen, or lost (if applicable): 

Items owned by:    City    Personal     Other       Items to be:   repaired   to be replaced 

Building/Item Make Model # Serial # Cost 

a)                                

b)                                

c)                                

d)                                

e)                                

W i t n e s s e s :  
Name Address Phone # 

1)                    

2)                    

3)                    

Reported By (Signature):       Phone #:        
Date (YYYY-MM-DD)  :  
      

Supervisor (Signature):        Phone #:        
Date (YYYY-MM-DD)  :  
      

 
Personal information is collected on this form pursuant to s. 191 and 207(50) of the Municipal Act, R.S.O. 1990, c.M.45, as amended, and 
s.25(2) of the Occupational Health and Safety Act, R.S.O. 1990, c.O.1, and will be used to administer the City of Ottawa’s Risk Management 
and Insurance Programs.  Questions regarding this collection may be addressed to: Administrator, Claims, at 580-2424, ext. 43093. 



Risk Management – Legal Services 
110 Laurier Ave. W 
Mail Code: 22-83 
Phone Number: 613-580-2655   
Fax Number: 613-580-2654 
E-Mail:  claims@ottawa.ca 
 

Corporate Security 
110 Laurier Ave, 1st Floor, 
Mail Code: 01-91 
Phone: 613-580-2580 (24hr.) 
Fax Number: 613-580-2634 
E-Mail: corsec@ottawa.ca 
For all security related incidents 

 
 
 

 

City of Ottawa Incident Report (Computer) Supplement Page __ of __ 

 

SUPPLEMENTAL TO INCIDENT REPORT 

W r i t e  y o u r  o b s e r v a t i o n s  o f  t h e  i n c i d e n t ,  i n  c h r o n o l o g i c a l  o r d e r ,  
i n  a s  m u c h  d e t a i l  a s  p o s s i b l e .     ( U s e  e x t r a  p a p e r  i f  n e c e s s a r y )  

      
 

D i a g r a m  ( I f  A p p l i c a b l e ) :  

     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
     .     .    .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .     .      
 

Reported By (Signature):       Phone #:       
Date (YYYY-MM-DD)  :  
      

Supervisor (Signature):        Phone #:       
Date (YYYY-MM-DD)  :  
      

 
Personal information is collected on this form pursuant to s. 191 and 207(50) of the Municipal Act, R.S.O. 1990, c.M.45, as amended, and 
s.25(2) of the Occupational Health and Safety Act, R.S.O. 1990, c.O.1, and will be used to administer the City of Ottawa’s Risk Management 
and Insurance Programs.  Questions regarding this collection may be addressed to: Administrator, Claims at 580-2424, ext. 43093. 



Page | 1 of 4  Employee Health, Safety & Wellness Branch   613-580-2645 (Fax)  
  accidentreporting@ottawa.ca (email) 

Accident, Injury and Workplace Illness Report 

Completed form shall be faxed to 613-580-2645 or emailed to accidentreporting@ottawa.ca  
within 48 hours of accident/incident 

For assistance in completing form, click here 
 

  New Report    Updated Report – Date of Original Report ________________   Recurrence 
 

A. Accident Type  (Complete Identified Sections) 
 

  Incident (No injury) (B, C, D, E, F, H, I, J, N)   Minor Injury / First Aid (B, C, D, E, F, G, H, I, J, N) 
  Injury with External Health Care (B, C, D, E, F, G, H, I, J, K, M, N)   Critical Injury (All Sections) 
  Injury with Lost Time beyond date of accident (All Sections)   Fatality (All Sections) 

 

B. Employee Information 

Employee Name (Surname, Given names) Employee  number Home / Cell Phone Number 

                                                                                                                 

Home Address City Province Postal Code 

                                                                                                                       
    

Department / Branch Primary work location Occupation  Length of time in position 

                                                                                                                     Years 

 
Immediate Supervisor(Surname, Given names) Position Phone Number 

                                                                                                                                    

 

C. Reporting Details 

Date of Occurrence (Y/M/D) Time of Occurrence Date Reported (Y/M/D) Time Reported 

Click to enter a date.                        
 
 

am 
pm 

Click enter date.       
 
 

am 
pm 

 

Reported to (Surname, Given names) Position Phone Number 

                                                                                                                                    
 

D. Description of Accident/Illness 
Describe what happened to cause the accident/illness and what the worker was doing. Include all details of the process, equipment, 
materials, and environmental conditions. For conditions that occurred gradually over time, please describe the physical activity to do 
the work 
 

  Sudden specific event/occurrence    Gradually occurring over time    Occupational disease 
 

      

 

Exact location where accident occurred:                                                                                                          
 

Witness(es) 

Name (Surname, Given names) Phone Number 
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E. Activity at Time of Incident (Check all that Apply) 
 

  Adjusting    Kneeling   Bending   Lifting   Carrying / Holding  
  Pushing / Pulling    Climbing   Running / Walking   Driving   Twisting   

  Other  
 

F. Type of Accident/Illness 
 

  Struck / Caught    Slip / Trip    Fall 
  Overexertion    Repetition    Assault 
  Motor Vehicle Incident    Harmful substance / Environmental    Fire / Explosion 

  Other   
 

G. Area of Injury (Body Part) 
 

  Lt Rt  Lt Rt   Lt Rt  
  Head   Upper Back Eye(s)       Forearm       Thigh      
  Face   Lower Back Ear(s)       Wrist     Knee     
  Teeth   Abdomen Shoulder    Hand      Lower Leg      
  Neck   Pelvis Arm     Finger(s)      Ankle     
  Chest     Elbow      Hip      Foot      

        Toe(s)      

  Other         
 

H. Accident / Incident Investigation 
 

What, if any, People Factors contributed to the accident/illness? 
  

  Lack of training    Improper lifting technique    Unsafe working position   Used wrong tool 
  Improper use of PPE    Inattentive/distracted    Fatigue   Busy / Rushed 

  Other  
 

What actions can be taken to address the People Factors that contributed to the accident/illness? 

      

 

What, if any, Equipment Factors contributed to the accident/illness? 
  

  Defective tools/equipment   Equipment/Workstation design    Inadequate guards/barriers  
  Correct tool not available   Equipment failure    Inadequate/improper PPE 

  Other  
 
 

What actions can be taken to address the Equipment Factors that contributed to the accident/illness? 

      

 

What, if any, Material Factors contributed to the accident/illness? 
  

  Substandard material/substance   Unlabelled material/substance    Insufficient supply material/substance 

  Improper material/substance   Other  
 
 

What actions can be taken to address the Material Factors that contributed to the accident/illness? 
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What, if any, Environment Factors contributed to the accident/illness? 
  

  Weather   Temperature   Noise   Lighting 
  Uneven / Slippery surfaces   Housekeeping   Physical layout of workplace 

  Other  
  
 

What actions can be taken to address the Environment Factors that contributed to the accident/illness? 

      

 

What, if any, Process Factors contributed to the accident/illness? 
  

  Inadequate procedures   Inefficient work system design/flow   Inadequate instruction 

  Timelines/deadlines   Other  
 

What actions can be taken to address the Process Factors that contributed to the accident/illness? 

      

 

   
After reviewing the investigation information detailed above, I have deemed the accident to be “Non-Preventable”.  
No action required. 

 

I. Corrective Action Work Plan 

Actions to be taken to prevent recurrence. 

Corrective Action Assigned To 
Proposed 

Completion Date 
Date Completed 

              Enter date. Enter date. 

            Enter date. Enter date. 

            Enter date. Enter date. 

            Enter date. Enter date. 

            Enter date. Enter date. 

 

J. Investigation Details 

Investigation completed by: (Surname, Given names) 
Date Investigation 
Completed (Y/M/D) 

Phone Number 

                                                                                  Enter date.       

 

K. Treatment Information 
 

Did worker receive treatment for injury/illness from external health care provider? 
  Yes 
  No 

  

Was the worker transported to hospital by ambulance? 
  Yes 
  No 

   

Hospital, Health Professional, Clinic where worker receive treatment for injury/illness 

Name Address Phone Number 
                                                                  
Date treatment received for injury/illness (Y/M/D) Date employer informed of treatment for injury/illness (Y/M/D) 

Enter date. Enter date. 
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L. Lost Time / Return to Work 
 

After the day of accident/awareness of illness, the worker 
  Returned to regular job and has not lost any time and/or earnings. 
  Returned to modified work and has not lost any time and/or earnings. 

 

  Has lost time and/or earnings. 
 

Date worker first lost time (Y/M/D)  Date worker returned to work (Y/M/D) if known  

Enter date.   Enter date. 
  Regular Duties 
  Modified Duties 

   

Complete worker schedule information related to Lost Time and Modified Duties 
 

Hours normally scheduled to work per week    20   35   37.5   40   42   Other  
 
Normal schedule worked    Regular Schedule   Repeating rotational shift   Varied or irregular work schedule 
 

Regular schedule (indicate hours per day, example: 8 hours per day Monday to Friday) 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

                                          
 

Repeating rotational shift (example: 4 days on, 4 days off, 12 hours per shift 8 weeks cycle) 

Number of Days On Number of Days Off Hours per shift(s) Number of Weeks in Cycle 

                        
 

Varied or irregular work Schedule (provide the total number of regular hours and shifts for each week for the 4 weeks prior to the 
accident/illness (do not include overtime hours or overtime shifts here) 

From/To Dates (Y/M/D) 
(i.e. 2013/01/06 - 2013/01/13) 

Week 1 Week 2 Week 3 Week 4 

                        

Total Hours Worked                         

Total Shifts Worked                         

 

M. Early and Safe Return to Work Requirements 
 

The following information has been discussed and provided to the employee: 

   Employee Responsibility Checklist and a copy of the Note to the Health Care Provider. 

  The requirement to return Page 2 of the WSIB Form 8 after appointment with Health Care Provider (if medical 
attention was required). 

 

N. Supervisor Sign-off 

 
It is an offence to make false statements to the Workplace Safety and Insurance Board.  I declare that all the 
information provided in this report is true and accurate. 

Do you have any reason to doubt that the injury/disease is work-related?   Yes    No 
If yes, please attach a letter of explanation. 
 

Supervisor Name  Date (Y/M/D) Signature 

      Enter date.                     

 

Employee Health, Safety and Wellness Branch Use Only 

WSIB Consultant Date Entered in Parklane (Y/M/D) 

  

Safety Consultant Date Entered in Parklane (Y/M/D) 
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Appendix F.7 Illness & Symptom Tracking Form 
 

Camp Location: 
 
 

Cohort: Date: 

 

Name of Child/Staff: 
 
 

Time: 

Symptoms Noted (Check all that apply): 

 Fever (feeling hot to the touch of a 
temperature of 37.8°C or higher) 

 Chills 

 Cough that is new or worsening 

 Barking cough 

 Shortness of breath 

 Sore throat 

 Difficulty swallowing 

 Runny, stuffy or congested nose (unrelated 
to allergies) 

 Loss of sense of taste or smell 

 Pink eye 

 Headache that is unusual or long lasting 

 Digestive issues (nausea, vomiting, 
diarrhea, etc.) 

 Muscle aches 

 Extreme fatigue 

 Falling down often 

 Sluggishness or loss of appetite 
 

 
 

Name of Child/Staff: 
 
 

Time: 

Symptoms Noted (Check all that apply): 

 Fever (feeling hot to the touch of a 
temperature of 37.8°C or higher) 

 Chills 

 Cough that is new or worsening 

 Barking cough 

 Shortness of breath 

 Sore throat 

 Difficulty swallowing 

 Runny, stuffy or congested nose (unrelated 
to allergies) 

 Loss of sense of taste or smell 

 Pink eye 

 Headache that is unusual or long lasting 

 Digestive issues (nausea, vomiting, 
diarrhea, etc.) 

 Muscle aches 

 Extreme fatigue 

 Falling down often 

 Sluggishness or loss of appetite 
 

 



Outbreak Flow Chart 
 

 
 

Reporting

Fill out the participant or employee illness and 
accident form

Send all forms to Health and Wellness Inform all identified close contacts

Camp participants or staff who have been exposed to a confirmed case of COVID-19 should be excluded from the 
program setting for 14 days.

Those who test negative for COVID-19 must be excluded from the program until 24 hours after symptom resolution. If a symptomatic person 
receives a negative result, a repeat test with 24-48 hours can be considered if clinical suspicion is high.

Day camps must consider a single, symptomatic, laboratory confirmed case of COVID-19 in a staff member or camp 
participant as a confirmed COVID-19 outbreak in consultation with Ottawa Public Health. 

Outbreaks should be declared in collaboration between the program and OPH to ensure an outbreak number is provided.

Camp participants/staff with symptoms should be tested for COVID 19.

Other camp participants and staff should be identified as a close contact 
and further cohorted.

Testing of asymptomatic persons should only be performed as directed 
by Ottawa Public Health as part of a case/contact and outbreak 

management.

Environmental cleaning/disinfection of the space and items used by the camp should be conducted once the camp 
participant or staff has been picked up. 

Items that cannot be cleaned and disinfected (e.g., paper, books, cardboard puzzles) should be removed from the program and stored in a sealed 
container for a minimum of 7 days.

Activate Chain of Communication.

The on-site, Full-Time Staff 
must be informed 

immediately.

The Full Time Staff will 
inform/consult:

The Program Manager or 
the On-Call Manager

Ottawa Public Health The Facility Supervisor

Camp Participants or Staff with Suspected COVID-19.

Symptomatic camp participants/staff be 
immediately separated from others in a 
supervised area until they can go home.

Maintain a 2 metre distance.
Ill participants/staff and anyone providing care 

should wear appropriate PPE.
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Minor Behaviour Incident Report 
 

Name of Participant: 
 
 

Age: 

Location: 
 
 

Date: Time: 

Address: 
 
 

Telephone: Gender: 

   

Type of Behaviour (check all that apply): 

 Disrespect 

 Screaming or yelling 

 Physical altercation 

 Refusal to comply with instruction 

 Inappropriate language 

 Broken rule 

 Bullying 

 Verbal altercation 

 Running from room 

 Other: _____________________________________________________________________________________ 

Action Taken: 

 Reminder of rules 

 Redirection 

 Deferred to Full Time Staff 

 Time In 

 Time Out 

 Natural consequence: ________________________________________________________________________ 

 Other: _____________________________________________________________________________________ 

 

Description of incident (continued on next page):  
(Include only the facts and be specific about what was said and done. Think about how the incident happened and if you saw what triggered the 
behaviour, please speak to that. Include information related to both the child’s response to the incident and the action you undertook.) 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Details of follow up conversation with parent/guardian (continued on next page): 
 
 
 
 
 
 
 

 

Report completed by: 
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Description of incident (continued):  
(Include only the facts and be specific about what was said and done. Think about how the incident happened and if you saw what triggered the 
behaviour, please speak to that. Include information related to both the child’s response to the incident and the action you undertook.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Details of follow up conversation with parent/guardian (continued): 
 
 
 
 
 
 
 
 
 
 
 
 

 

Reported completed by: 
 

  

Follow up by full time staff if necessary: 
 Verbal warning 

 Written warning 
 
Details: 
 
 
 
 
 
 

 

 Suspension 

 Referral to Special Needs 
 

 

Signature of full time staff: _____________________________________________________________________ 
 

 



ENROLMENT FORM 
for extended Recreation & Culture Programs 

Re: Department of Recreation, Cultural & Facility Services, Policy 8.5.0 Conditions of Enrolment 
 

Please take the time to complete this form carefully. This information is personal and confidential, and, with the exception of certain situations set out in this form, will 
only be used by Recreation, Cultural & Facility Services (RCFS) staff to ensure that proper care and attention is given the health and safety of the participant. 

 

PROGRAM INFORMATION 

Program/Activity Name:  

Barcode (if available):  

Date(s) of Program:  

Location of Program:  
 

PARTICIPANT INFORMATION 
Last Name: 
 

Middle Initial: First Name: 
 

Home Phone: 
 

Gender: School & Grade: 
(where applicable) 

Address: 
 

Date of Birth: 
________      ________        ________ 
 (Month)           (Day)               (Year) 

City: 
 

Province: Postal Code: Age: 

For Applicable Programs/Activities: Can the participant swim in deep water (water over their head) without assistance and without the 
use of a lifejacket for 25 meters? Swim test may be required. Participants using lifejackets will not be permitted to swim in deep water. 

☐ Yes         ☐ No          Last swimming level achieved (if known):  

May we have permission to take the participant’s photograph or video, which may be used on the City of Ottawa’s public website, in print, 

electronic media and/or community newspapers for the promotion of City program and services?   ☐ Yes         ☐ No           
 

PARENT/GUARDIAN/AGENCY INFORMATION 
First & Last Name of Parent/Guardian: 
 

First & Last Name of Parent/Guardian: 
 

First & Last Name of Emergency Contact: 
 

Relationship to Participant: 
 

Relationship to Participant: 
 

Relationship to Participant: 
 

Cell Phone: 
 

Cell Phone: 
 

Cell Phone: 
 

Home Phone: 
 

Home Phone: 
 

Home Phone: 
 

Work Phone: 
 

Work Phone: 
 

Work Phone: 
 

Email Address: Email Address: 
 

Email Address: 
 

 

AUTHORIZED PROGRAM ARRIVAL & DEPARTURE 
Arrival – The participant will: 

☐ Be dropped off         ☐ Arrive on their own           
 

Departure – The participant will: 

☐ Be picked up             ☐ Leave on their own            At what time: _____________ 

                                          ☐ Walk  ☐ Bike  ☐ Other: ________ (time authorized to leave)     

Note: Supervision will not be provided outside of designated registered program times. Participants are to arrive and depart solely during 
the times of the registered program as outlined in the registration confirmation. 
 

AUTHORIZED PARTICIPANT PICK-UP 
List the full name of people(s) who are permitted to pick up the participant. The person picking up the participant may be asked to show 
picture I.D. daily. Persons not listed below will not be permitted to pick up the participant: 
1. _____________________________________________________________________________ 

2. _____________________________________________________________________________ 

3. _____________________________________________________________________________ 

4. _____________________________________________________________________________ 

☐ The parent(s), guardian(s) and 

emergency contact(s) as named 
above are permitted to pick up 
the participant. 

If there are any access or custody restrictions, please provide legal documentation to the Full Time Staff. 
 



HEALTH/SPECIAL NEEDS INFORMATION 
1. Is the participant taking any medication (oral, inhaler, injections, auto-injectors, prescription, non-prescription)? 

☐ Yes         ☐ No          If yes, please specify: ________________________________________________________ 
If yes, complete the 
Medication 
Administration 
Request Form. 

2. Does the participant have any life-threatening allergies? 

☐ Yes         ☐ No          If yes, please specify: ________________________________________________________ 

3. Does the participant have any disease or condition for which they are receiving on-going medical treatment? 

☐ Yes         ☐ No          If yes, please specify: ___________________________________________________________________________ 

4. Does the participant receive support at school or have an accommodation? 

☐ Yes         ☐ No          If yes, please specify: ___________________________________________________________________________ 

5. Does the participant have a medical condition or disability (physical, mental health or developmental) that may affect their participation 
or integration into the program: 

☐ Yes         ☐ No          If yes or if registered in an Inclusive Recreation program, please note below AND complete APPENDIX A. 

If YES, it is necessary for you contact the Admin Clerk, Inclusive Recreation Unit at (613) 580-2424 extension 29283 to discuss program and 
support requirements prior to registration.  
Please allow two weeks prior to program start date. For detailed contact information please refer to www.ottawa.ca.   
 

DISCLOSURE 

In order to ensure the safest mode of transportation is provided to a participant, it is essential that the Recreation, Cultural & Facility 
Services staff have the ability to exchange information regarding the participant’s current and ongoing ability to travel in various types of 
transit vehicles with the following entities: 
1. OC Transpo & Para Transpo 
2. School bus transportation including the Ottawa Student Transportation Authority (OSTA) and Consortium de transport scolaire 

d’Ottawa (CTSO) 
Therefore, by submitting this Enrolment Form for Extended Recreation & Culture programs, I hereby consent to RCFS staff collecting 
personal information specific to the participant’s ability to travel in various types of transit vehicles from the City departments and 
agencies noted above for the purpose of administering and managing the Extended Recreation & Culture program. 

It is a City of Ottawa policy to allow staff to assist participants with the application of sunscreen provided. Upon submitting this Enrolment 
Form for Extended Recreation & Culture programs: 
 

I, as the parent or legal guardian of the participant named above, give permission for the staff of the City of Ottawa to assist in the 
application of sunscreen to the participant as named above. I understand that adequate sunscreen coverage will be my full responsibility 
and not that of the staff. I also understand that I must provide a clearly labeled bottle of approved sunscreen. The City recommends that 
sunscreen be waterproof, provide UVA/UVB protection, have an SPF of at least 30 and that it contain no peanut or tree nut products. 

 

PERMISSION TO PARTICIPATE, ASSUMPTION OF RISKS, WAIVER OF LIABILITY & INDEMNIFICATION OBLIGATION 
Please read carefully. By signing this document, you will be assuming risks and waiving certain rights. 

 

Permission to Participate: 
I, as the parent or legal guardian of the participant named above, confirm that this individual is a minor pursuant to the Age of Majority & 
Accountability Act, and provide permission for them to participate in the program or activity noted above. I also confirm that I have been provided 
with the Conditions of Enrolment for this activity, and agree with these conditions. 
 

Assumption of Risk and Waiver of Liability:  
I fully understand that the program or activity for which I have enrolled the participant may involve personal risk, dangers, and hazards that all 
participants are required to assume including but not limited to some risk of personal injury caused by physical activity or other participants. 
Understanding this, I hereby accept on behalf of the participant all risks, dangers, and hazards as well as the possibility of personal injury or other 
loss resulting from the participant’s participation in this program or activity. I agree to release, waive, and discharge the City of Ottawa, as well as 
its employees, officials, agents, and volunteers, from all liability to me, and to the participant, and to my heirs, executors and administrators, that 
we have, or may have in the future, for all loss or damage and from any claims or demands for such loss or damage on account of personal illness, 
injury, and damage including death or property loss, however caused, as a result of the participant’s participation in this program or activity.   
 

Indemnification: 
I hereby agree to indemnify and save harmless the City of Ottawa and its employees, officials, agents, and volunteers from any and all liability for 
any property damage or personal injury to any third party resulting from the participant’s participation in this program or activity.  
By signing below, I agree with the terms of the permission to participate, the assumption of risk, the waiver of liability, and the indemnification set 
out above.  
 

 

Parent/Guardian Printed Name 

 

Parent/Guardian Signature 

 

Date 

 
 

Participant Printed Name if 16 or 17 years of age 

 
 

Participant Signature if 16 or 17 years of age 

 
 

Date 
 

Personal information collected on this form or by other means (such as orally, by phone or by email) will be used by authorized Parks, Recreation and Cultural Services staff for the purposes of administering and managing the 
Extended Recreation and Cultural Programs.  My personal information may also be shared with other City of Ottawa departments and agencies in accordance with the “Permissions Granted” section above.  Questions about the 
collection and use of information for sharing information with other city departments may be addressed to Inclusive Recreation City Wide, (613) 580-2424 ext. 29283, SpecialNeedsCityWide@ottawa.ca.  All other inquiries can 
be addressed by contacting 3-1-1. Personal information collected on this form is also collected for the administration and management of the City of Ottawa Risk Management and Insurance Program.  Questions about this 
collection and use of information may be addressed to Recreation, Cultural and Facility Services Risk, 100 Constellation Dr., Ottawa, Ontario, K2G 6J8, prcsrisk@ottawa.ca.  

http://www.ottawa.ca/
http://www.ottawa.ca/
mailto:SpecialNeedsCityWide@ottawa.ca
mailto:SpecialNeedsCityWide@ottawa.ca
mailto:prcsrisk@ottawa.ca
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ENROLMENT FORM – APPENDIX A 
for extended Recreation & Culture Programs 

Re: Department of Recreation, Cultural & Facility Services, Policy 8.5.0 Conditions of Enrolment 
 

Please complete only if you answered “Yes” to Question 5 in the “Health/Special Needs Information” section. 
 
1. Does the participant require assistance with any of the following? Please be specific as to what accommodation is required. 

 

a. Toileting: __________________________________________________________________________________________ 
 

b. Eating: ____________________________________________________________________________________________ 
 

c. Dressing: __________________________________________________________________________________________ 
 

d. Vision/Hearing: ____________________________________________________________________________________ 
 

e. Mobility: 

☐ Yes         ☐ No         If yes, do they:   ☐ Use a mobility device independently       ☐ Requires assistance   
  

f. Ability to communicate: 

☐ Yes         ☐ No           

If yes:  ☐ Verbal         ☐ Non-Verbal        ☐ Required Supports (such as ASL, PEC’s, Visual Schedule) 

 
g. Participation: 

☐ Transitions         

☐ Changes to Routine        

☐ Motivation      

☐ Remaining with the Group 

☐ Following Instruction 

☐ Sensory Overload 

☐ Other: __________________________________________________________________________________________    

 
h. Behaviour/Conduct: 

☐ Aggression toward self        

☐ Aggression toward others        

☐ Verbal Aggression      

☐ Physical Aggression 

☐ Ability to Control Emotions 

☐ Coping Skills (such as isolating themselves or running away) 

☐ Other: __________________________________________________________________________________________      

         
2. The participant’s likes: 

_________________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________________ 
 

3. The participant’s dislikes/fears/or is triggered by: 
_________________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________________ 
 

4. What support does the participant receive at school? 

☐  Traditional Class 

☐  Traditional Class with Shared Support 

☐  Traditional Class with 1:1 Support 

☐  Specialized Class

 
5. What other agencies or service providers does the participant and/or family receive? 

☐  Funding 

☐  Occupational Therapy 

☐  Speech Therapy 

☐  Physiotherapy 

☐  Other:_________________________________________________________________________________________________ 
 

6. Can you provide any additional information that would increase the success of participation? 
_________________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________________ 



  



 
 

CONDITIONS OF ENROLMENT 
 
 

1. An Enrolment Form must be completed for each participant. If a participant suffers from severe allergies, parents or legal 
guardian must complete the Medication Administration Request Form, provide two auto-injectors of epinephrine (i.e. 

Epipen) and a current photo of the participant. 
 

2. Parents or legal guardians must notify Program Staff of any changes to the information given on the Enrolment Form including 
medical, physical and emotional health issues and/or custody arrangements.  
 

3. Parents or legal guardians must notify Program Staff if the participant will be late attending the program or absent. 
 

4. Those authorized on the Enrolment Form to pick up the participant will be requested to follow the program’s signing-out 
procedures.  Staff will not release a participant to any person who is not authorized by the parent or legal guardian to do so.  
Participants walking to and from the program site will have their arrival and departure information recorded by a staff person. 
 

5. Participants must be picked up and dropped off by the agreed upon time and by those persons authorized to do.  In cases 
where the participant is underage and has permission to leave on their own, parents or legal guardians will provide the time 
the minor should be expected to arrive and the time they are allowed to leave the program.  
 

6. Parents or legal guardians are responsible for the participant before the start of the program and upon arrival when picking 
up the participant at the end of the program. 
 

7. City of Ottawa attempts to offer an allergen-safe environment.  Please do not send the participant with lunches or snacks that 
may contain nuts, traces of nuts or nut by-products.  
 

8. Participants are responsible for their own belongings. The City of Ottawa shall not be responsible for loss or damage to 
property belonging to program participants. 
 

9. Participants are not to bring electronic devices, iPods, smart phones, tablets, toys or similar items unless requested to do so 
by staff. 
 

10. All electronic equipment with photographic capabilities (including cellular telephones) is strictly prohibited. 
 

11. Participants are to be capable of utilizing the washroom facilities with little to no prompting. Participants in a non-parented 

program must be toilet trained prior to the start of the program. 

 

12. Participants with behavioral difficulties may require additional support and may be referred to City of Ottawa City Wide 
Special Needs Services for specialized and individual program planning.  
 

13. Parents/guardians agree to pay for any and all damages intentionally caused by the participant to facility property and/or the 
property of others. 
 

14. Illegal drugs, alcohol, or weapons are forbidden on City of Ottawa property.  
 

15. Participants are expected to demonstrate basic respect for the dignity and rights of other program participants and staff. The 
City of Ottawa reserves the right to immediately suspend or terminate the enrolment of any participant who displays any 
behavior that violates the following guidelines: 

a. Inappropriate behaviour, foul language and aggressive behaviour to other participants and staff. 
b. Respect for City of Ottawa property and the property of others. 

 
16. All participants must comply with Federal, Provincial and Municipal laws and all rules, regulations, policies, procedures and 

by-laws of the City of Ottawa. 
 

Non-compliance with the Conditions of Enrolment will result in a written warning. If the Conditions of Enrolment continue to be 
breached, the City of Ottawa reserves the right to discharge the participant.  A participant may be discharged immediately after a 
one-time occurrence where the behaviour is deemed serious, i.e. violent and/or abusive. 



FORMULAIRE D’INSCRIPTION 

Programmes récréatifs et culturels continus  
Référence : Politique 8.5.0 – Conditions d’inscription – Direction générale des loisirs, de la culture et des installations 

 

Prenez le temps de bien remplir le formulaire. Vos renseignements personnels demeureront confidentiels, sauf dans certains cas précisés dans le formulaire, et ne seront utilisés 
que par le personnel de la Direction générale des loisirs, de la culture et des installations (DGLCI) pour garantir comme il se doit la santé et la sécurité du participant. 
 

RENSEIGNEMENTS SUR LE PROGRAMME 

Titre du programme ou de l’activité :  

Code à barres (si disponible) :  

Dates auxquelles le programme est offert :  

Lieu où le programme est offert :  
 

RENSEIGNEMENTS SUR LE PARTICIPANT 

Nom Initiale Prénom 

Numéro de téléphone (domicile) Sexe École / année d’études 
(s’il y a lieu) 

Adresse 
 

Date de naissance 
________      ________        ________ 
    (jour)             (mois)              (année) 

Ville Province Code postal Âge 

Activités et programmes concernés : Le participant peut-il nager sur une distance de 25 mètres en eau profonde (eau par-dessus la tête) 
sans aide et sans gilet de sauvetage? Une épreuve de natation pourrait être exigée. Les participants portant un gilet de sauvetage ne seront 

pas autorisés à nager en eau profonde. ☐ Oui         ☐ Non          Dernier niveau de natation réussi (si connu) : 

Nous autorisez-vous à prendre des photographies ou des vidéos du participant pour promouvoir les programmes et services de la Ville 

d’Ottawa sur son site Web ou dans diverses publications, la presse électronique ou les journaux communautaires? ☐ Oui         ☐ Non 
 

RENSEIGNEMENTS SUR LES PARENTS OU LE TUTEUR LÉGAL 
Prénom et nom du parent ou tuteur 
 

Prénom et nom du parent ou tuteur 
 

Prénom et nom de la personne à joindre en 
cas d’urgence 

Lien avec le participant 
 

Lien avec le participant 
 

Lien avec le participant 
 

Nº de téléphone (cellulaire) 
 

Nº de téléphone (cellulaire) 
 

Nº de téléphone (cellulaire) 
 

No de téléphone (domicile) 
 

No de téléphone (domicile) 
 

No de téléphone (domicile) 
 

No de téléphone (travail) 
 

No de téléphone (travail) 
 

No de téléphone (travail) 
 

Courriel Courriel Courriel 

 

ARRIVÉE ET DÉPART AUTORISÉS POUR LE PROGRAMME 
Arrivée – Le participant : 

☐ sera déposé.         ☐ arrivera seul. 
 

Départ – Le participant : 

☐ sera ramassé. ☐ partira seul à ________________ (heure de départ autorisée) 

 ☐ à pied.  ☐ à vélo.  ☐ autre : _______________________     

N.B. : Aucun service de supervision ne sera fourni hors des heures désignées du programme accrédité. Les participants doivent arriver et 
partir pendant les heures du programme accrédité, comme indiqué dans la confirmation d’inscription. 

 

PERSONNES AUTORISÉES À VENIR CHERCHER LE PARTICIPANT 
Inscrivez le nom complet des personnes autorisées à venir chercher le participant. Elles pourraient devoir présenter une pièce d’identité avec 
photo chaque jour. Les personnes dont le nom ne figure pas dans la liste ci-dessous ne seront pas autorisées à venir chercher le participant. 
1. ______________________________________________________________________ 

2. ______________________________________________________________________ 

3. ______________________________________________________________________ 

4. ______________________________________________________________________ 

☐ Les parents, tuteurs et personnes à 

joindre en cas d’urgence indiqués ci-
dessus sont autorisés à venir chercher le 
participant. 

En cas de restrictions quant aux droits de garde ou de visite, veuillez transmettre les documents juridiques pertinents au personnel à 
temps plein. 



RENSEIGNEMENTS SUR L’ÉTAT DE SANTÉ ET LES BESOINS SPÉCIAUX 
1. Le participant doit-il prendre des médicaments (par voie orale ou respiratoire, par injection ou auto-

injecteur, avec ordonnance, sans ordonnance)? 

☐ Oui    ☐ Non    Dans l’affirmative, précisez : _______________________________________________ 

Dans l’affirmative, 
remplissez le Formulaire de 
demande d’administration 
de médicaments. 

2. Le participant souffre-t-il d’allergies pouvant mettre sa vie en danger? 

☐ Oui    ☐ Non    Dans l’affirmative, précisez : _______________________________________________ 

3. Le participant souffre-t-il d’une maladie ou d’un trouble pour lequel il est régulièrement traité par un médecin? 

☐ Oui    ☐ Non    Dans l’affirmative, précisez : __________________________________________________________________________ 

4. Le participant bénéficie-t-il de mesures de soutien ou d’adaptation à l’école? 

☐ Oui    ☐ Non    Dans l’affirmative, précisez : __________________________________________________________________________ 

5. Le participant a-t-il une incapacité physique ou mentale, une déficience développementale ou un problème de santé particulier qui 
pourrait influer sur sa capacité à intégrer pleinement le programme ou à y participer? 

☐ Oui    ☐ Non    Dans l’affirmative ou si le participant est inscrit à un programme de loisirs inclusifs, veuillez lire ce qui suit ET remplir 
l’ANNEXE A. 

Dans L’AFFIRMATIVE, vous devez communiquer avec le commis administratif, Loisirs inclusifs au 613-580-2424, poste 29283, pour discuter 
de l’aide requise pour la participation aux programmes, et ce, avant d’envoyer le formulaire d’inscription. 
Vous devez communiquer avec le commis au moins deux semaines avant le début du programme. Pour obtenir les coordonnées 
complètes des Loisirs inclusifs, consultez ottawa.ca. 

 

AUTORISATION 
Afin d’offrir le moyen de transport le plus sécuritaire au participant, il est primordial que le personnel de la DGLCI puisse échanger des 
renseignements sur la capacité actuelle et permanente du participant à voyager à bord des divers types de véhicules de transport en 
commun offerts par les organismes suivants : 
 

1. OC Transpo et Para Transpo 
2. Autobus scolaires, notamment ceux de l’Ottawa Student Transportation Authority (OSTA) et du Consortium de transport scolaire 

d’Ottawa (CTSO) 
 

Par conséquent, en envoyant le présent formulaire d’inscription aux programmes récréatifs et culturels continus, vous consentez à ce que 
le personnel de la DGLCI recueille des renseignements personnels sur la capacité du participant à voyager à bord des divers types de 
véhicules de transport en commun offerts par les directions générales de la Ville et les organismes indiqués ci-dessus, et ce, aux fins de 
l’administration et de la gestion du programme. 

Les politiques de la Ville d’Ottawa autorisent les membres du personnel à aider les participants à appliquer l’écran solaire fourni. En 
soumettant le présent formulaire d’inscription aux programmes récréatifs et culturels continus : 
 

Je soussigné(e), en tant que parent ou tuteur du participant susnommé, autorise les membres du personnel de la Ville d’Ottawa à l’aider à 
appliquer de l’écran solaire. Je comprends que l’application adéquate de l’écran solaire relève de mon entière responsabilité et non de 
celle des employés. Je comprends aussi que je dois fournir une bouteille d’écran solaire approuvée et clairement étiquetée. La Ville 
recommande que l’écran solaire soit hydrofuge, qu’il protège contre les rayons UVA/UVB, qu’il ait un FPS d’au moins 30 et qu’il ne 
contienne aucune trace d’arachide ou de noix. 

 

PERMISSION DE PARTICIPER, ACCEPTATION DES RISQUES, 
EXONÉRATION DE RESPONSABILITÉ ET OBLIGATION D’INDEMNISATION 

Veuillez lire attentivement. En signant le présent document, vous assumez des risques et renoncez à certains droits. 
 

Permission de participer 
Je soussigné(e), en tant que parent ou tuteur légal du participant susnommé, confirme qu’il est mineur au sens de la Loi sur la majorité et la 
capacité civile, et lui accorde la permission de participer au programme ou à l’activité mentionnée ci-dessus. Je confirme également que j’ai été 
informé(e) des conditions d’inscription à ce programme ou à cette activité, et que j’accepte ces conditions. 
 

Acceptation des risques et exonération de responsabilité 
Je comprends parfaitement que le programme ou l’activité auquel le participant est inscrit peut comporter des risques, des dangers ou des 
menaces que tous les participants doivent accepter, y compris sans s’y limiter des risques de blessures causées par des activités physiques ou 
d’autres participants. Ceci étant bien compris, j’accepte par la présente, au nom du participant, tous les risques, dangers et menaces ainsi que la 
possibilité de blessures ou d’autres pertes découlant de sa participation à ce programme ou à cette activité. J’accepte de libérer, d’exonérer et de 
dégager la Ville d’Ottawa, ainsi que ses employés, représentants, agents et bénévoles, de toute responsabilité envers moi et le participant, ainsi 
qu’envers mes héritiers, mes exécuteurs et mes administrateurs, que nous avons, ou pourrions avoir dans l’avenir, pour quelque perte ou 
dommage que ce soit et de toute réclamation ou demande pour les pertes ou dommages subis par suite de maladies, de blessures ou de 
dommages, y compris le décès ou des pertes matérielles, quelle qu’en soit la raison, découlant de la participation du participant à ce programme 
ou à cette activité. 
 

http://ottawa.ca/fr
http://ottawa.ca/fr


Indemnisation 
J’accepte, par la présente, de tenir quitte et d’exonérer la Ville d’Ottawa et ses employés, représentants, agents et bénévoles de toute 
responsabilité pour les dommages matériels ou blessures subis par un tiers découlant de la participation du participant à ce programme ou à cette 
activité. En signant ci-dessous, j’accepte les conditions relatives à la permission de participer, à l’acceptation des risques, à l’exonération de 
responsabilité et à l’indemnisation énoncées ci-dessus. 
 

 

Nom du parent ou du tuteur légal (en caractères 
d’imprimerie) 

 

Signature du parent ou du tuteur légal 
 

 

Date 
 

 
 

Nom du participant, s’il est âgé de 16 ou de 
17 ans (en caractères d’imprimerie) 

 
 

Signature du participant, s’il est âgé de 16 ou 
de 17 ans 

 
 

Date 
 

 

Les renseignements personnels recueillis dans le présent formulaire ou autrement (en personne, au téléphone ou par courriel) seront utilisés par le personnel autorisé de la DGLCI pour 
l’administration et la gestion des programmes récréatifs et culturels continus. Les renseignements personnels du participant pourront aussi être échangés avec d’autres directions générales de 
la Ville et organismes, conformément à la section « Autorisation » ci-dessus. Les questions concernant la collecte et l’utilisation des renseignements à des fins d’échange avec d’autres 
directions générales de la Ville peuvent être adressées à Loisirs inclusifs à l’échelle de la Ville, au 613-580-2424, poste 29283, ou à BesoinsSpeciauxEchelleVille@ottawa.ca. Pour toute autre 
demande de renseignements, téléphonez au 3-1-1. Les renseignements personnels recueillis dans le présent formulaire seront aussi utilisés pour l’administration et la gestion du programme 
d’assurance et de gestion des risques de la Ville d’Ottawa. Les questions concernant cette collecte et cette utilisation des renseignements doivent être adressées au groupe risques de la 
direction générale des loisirs, de la culture et des installations, à risquesDGLCI@ottawa.ca, ou au 100, promenade Constellation, Ottawa (Ontario) K2G 6J8. 
  

mailto:BesoinsSpeciauxEchelleVille@ottawa.ca
mailto:BesoinsSpeciauxEchelleVille@ottawa.ca
mailto:risquesDGLCI@ottawa.ca
mailto:risquesDGLCI@ottawa.ca


FORMULAIRE D’INSCRIPTION – ANNEXE A 

Programmes récréatifs et culturels continus  
Référence : Politique 8.5.0 – Conditions d’inscription – Direction générale des loisirs, de la culture et des installations 

 

À remplir uniquement si vous avez répondu « Oui » à la question 5 de la section intitulée « Renseignements 
sur l’état de santé et les besoins spéciaux ». 
 

1. Le participant a-t-il besoin d’aide pour les fonctions suivantes (veuillez être le plus précis possible)? 
 

a. Aller aux toilettes : _________________________________________________________________________________ 
 

b. Manger : __________________________________________________________________________________________ 
 

c. S’habiller : ________________________________________________________________________________________ 
 

d. Voir/entendre : ____________________________________________________________________________________ 
 

e. Se déplacer : 

☐ Oui         ☐ Non         Dans l’affirmative :   ☐ Il se déplace par lui-même avec un appareil d’aide à la mobilité. 

☐ Il a besoin d’aide pour se déplacer. 
 

f. Capacité à communiquer : 

☐ Oui         ☐ Non          

Dans l’affirmative : ☐ Verbal  ☐ Non-verbal ☐ Aides requises (langue des signes, échange d’images, horaires visuels) 
 

g. Participation : 

☐ Transitions 

☐ Changements de routine 

☐ Motivation 

☐ Rester avec le groupe 

☐ Suivre les instructions 

☐ Hypertension sensorielle 

☐ Autres : ________________________________________________________________________________________ 
 

h. Comportement : 

☐ Auto-agression 

☐ Agression envers les autres 

☐ Agression verbale 

☐ Agression physique 

☐ Contrôle de ses émotions 

☐ Gestion des situations difficiles (s’isoler, prendre la fuite…) 

☐ Autres : ________________________________________________________________________________________ 
 

2. Ce que le participant préfère : 
________________________________________________________________________________________________________ 
 

________________________________________________________________________________________________________  
 

3. Ce que le participant n’aime pas ou craint, ou ce qui le provoque : 
________________________________________________________________________________________________________ 
 

________________________________________________________________________________________________________ 
 

4. Quel soutien le participant reçoit-il à l’école?  

☐ Classe ordinaire 

☐ Classe ordinaire avec soutien partagé 

☐ Classe ordinaire avec soutien individuel 

☐ Classe spécialisée
 

5. Quel soutien le participant ou sa famille reçoivent-ils d’autres organismes ou fournisseurs de services?  

☐ Financement 

☐ Ergothérapie 

☐ Orthophonie 

☐ Physiothérapie 

☐ Autres : _______________________________________________________________________________________________ 
 

6. Disposez-vous d’autres renseignements qui aideraient le participant à profiter des activités? 
________________________________________________________________________________________________________ 
 

________________________________________________________________________________________________________ 
 

________________________________________________________________________________________________________ 
 

________________________________________________________________________________________________________ 

  



 

 
 

CONDITIONS D’INSCRIPTION 
 

 

1. Un formulaire d’inscription doit être rempli pour chaque participant. Si un participant souffre d’allergies graves, ses parents ou 
son tuteur légal doivent remplir le Formulaire de demande d’administration de médicaments, remettre deux auto-injecteurs 
d’épinéphrine (p. ex. EpiPenMD) et fournir une photo récente du participant. 
 

2. Les parents ou le tuteur légal doivent aviser le personnel du programme de tout changement aux renseignements fournis sur le 
formulaire d’inscription, notamment en ce qui concerne les problèmes médicaux, physiques ou émotifs du participant ou les 
dispositions relatives à sa garde légale. 
 

3. Les parents ou le tuteur légal doivent aviser le personnel du programme en cas de retard ou d’absence du participant. 
 

4. Les personnes autorisées sur le formulaire d’inscription à venir chercher le participant doivent respecter les procédures de 
départ du programme. Le personnel ne laissera pas un participant partir avec une personne non autorisée au préalable par le 
parent ou le tuteur légal. Les renseignements sur l’arrivée et le départ des participants qui se rendent à pied au lieu du 
programme seront consignés par un membre du personnel. 
 

5. Le participant doit arriver et partir aux heures convenues avec l’une des personnes autorisées. Dans le cas d’un participant 
mineur ayant la permission de voyager seul, les parents ou le tuteur légal doivent indiquer au personnel l’heure d’arrivée prévue 
ainsi que l’heure de départ autorisée. 
 

6. Les parents ou le tuteur légal sont responsables du participant avant le début du programme ainsi que dès leur arrivée, 
lorsqu’ils viennent le chercher à la fin de la journée. 
 

7. Comme la Ville d’Ottawa cherche à offrir un milieu libre de substances allergènes, nous vous demandons de ne pas donner au 
participant de repas ou de collations contenant des noix, des traces de noix ou des sous-produits de noix. 
 

8. Les participants sont responsables de leurs effets personnels. La Ville d’Ottawa ne peut en aucun cas être tenue responsable de 
la perte d’objets appartenant à un participant d’un programme ni des dommages qui leur sont causés. 
 

9. À moins que le personnel le demande, il est interdit aux participants d’apporter un appareil ou un jouet électronique (p. ex. 
iPod, téléphone intelligent, tablette électronique) ou tout autre objet semblable. 
 

10. Il est strictement interdit aux participants d’apporter de l’équipement électronique permettant de prendre des photos (y 
compris un téléphone cellulaire). 
 

11. Les participants doivent pouvoir utiliser les toilettes de manière entièrement ou pratiquement autonome. Les participants aux 
programmes sans parents doivent être propres avant le début du programme. 
 

12. Les participants qui présentent des problèmes de comportement peuvent avoir besoin d’une surveillance plus étroite et être 
dirigés vers l’Unité des besoins spéciaux de la Ville d’Ottawa afin qu’on élabore pour eux un programme spécialisé et 
personnalisé. 
 

13. Les parents ou le tuteur légal acceptent de payer pour tout dommage causé intentionnellement par le participant au matériel 
des installations et à la propriété d’autrui. 
 

14. Les drogues illicites, l’alcool et les armes sont interdits sur les propriétés de la Ville d’Ottawa. 
 

15. Les participants doivent respecter la dignité et les droits des autres participants au programme et du personnel. La Ville 
d’Ottawa se réserve le droit d’exclure temporairement un participant ou d’annuler son inscription immédiatement s’il 
contrevient aux règles suivantes concernant le comportement : 

a. Un comportement inadéquat ou agressif, ou encore un langage grossier à l’égard d’autres participants ou de membres 
du personnel, ne seront pas tolérés. 

b. Le respect à l’égard de la propriété de la Ville d’Ottawa et celle d’autrui est de mise. 
 

16. Tous les participants doivent respecter les lois et la réglementation fédérales, provinciales et municipales de même que les 
politiques, les procédures et les règlements de la Ville d’Ottawa. 
 

Le non-respect des conditions d’inscription sera sanctionné par un avertissement écrit. Si les manquements aux conditions 
d’inscription se poursuivent, la Ville d’Ottawa se réserve le droit d’expulser le participant du programme. Un participant qui pose un 
acte répréhensible dont la gravité est jugée sérieuse, tel que violence ou mauvais traitements, peut être expulsé du programme 
immédiatement, même s’il s’agit d’une première occurrence. 



 

 

MEDICATION ADMINISTRATION REQUEST FORM 
Recreation, Cultural and Facility Services Policy 9.2.0. Medication Administration 

Recreation, Cultural and Facility Services Policy 8.5.0. Conditions of Enrolment 

 
 
TO BE COMPLETED BY THE PARTICIPANT OR PARENT/LEGAL GUARDIAN OF THE PARTICIPANT: 
 

Participant’s Name:   
 
 
Participant/parent/guardian signature: 
 

_____________________________________ 
 

Participant’s Date of Birth:  
 
 
______ / ______ / _______ 
DD           MM          YYYY 

Participant address:  Participant Emergency Contact Name: 
 
 
Phone Number: 

 
Name of Medication 
as it Appears on the  

Label 

P = 
Prescription 
NP = Non-

Prescription 

Medication 
Expiry Date 

Treatment 
End Date 

Possible Side 
Effects  
(if any) 

Administration 
Schedule  

(time to be given) 

Dosage & Route Storage Instructions 

 
 
 
 

       

 
 
 
 

       

 
 
 
 

       

Please indicate special instructions for taking medication (i.e. with meals, drink plenty of water): 
 
 
 
 
 
 

 

 



 

 
***Attach signed terms and conditions form to the registration form*** 

PART 2 – Terms and Conditions for Recreation, Cultural and Facility Services staff to administer, supervise the administration or store participant medication 
PLEASE READ CAREFULLY 

1. I agree to provide the Recreation, Cultural and Facility Services (RCFS) staff with: 
a. In the case of Non-prescription Medication and Natural medicine  

i. Staff will ask for and receive a physician’s written order before agreeing to administer, store or supervise the administration of Non-Prescription 
Medication/ Alternative Medicine.  All non-prescription medication must be supplied in its original container, dated and labelled with the participant’s 
name. 

b. In the case of Prescription medication 
i.  Will have the original pharmacist’s label with the participant’s name, the physician’s name, the name of the medication, the dose, the medication route, 

the schedule for administration and instructions for storage.  
c. Photograph – in the case of epinephrine auto-injectors 

i. ONE photograph that will be affixed to the Medication Administration Request Form. 
d. Two auto-injectors of epinephrine if my child suffers from life threatening allergies.  The epinephrine must be prescribed by a physician and labelled with the 

pharmacist label. I understand that I am responsible for regularly checking my child’s epinephrine for expiration and discoloration.   
2. The City of Ottawa will refuse participation in the registered program if the above Terms and Conditions have not been followed. 
3. The City of Ottawa will refuse participation in the registered program to the client that requires the use of emergency medication (i.e.  Nitroglycerin, inhaler, epinephrine) 

and comes to the program without their medication. 
4. I agree that City of Ottawa staff may refuse to administer, supervise the administration or store medication where the labels on the medication container(s) do not contain 

all the information specified above.  
5. Any directions that deviate from the City of Ottawa policy will be reviewed through consultation with the Training Specialist or his/her designate on a case-by-case basis. 
6. I understand that not all City of Ottawa staff participating in the Medication Administration policy are trained health professionals and that the administration of medication 

is being provided by or, on behalf of the City of Ottawa, on a purely voluntary and gratuitous basis.  As the Participant or Parent/Legal guardian of the Participant/Client 
receiving medication, I fully understand the nature and extent of the risks involved in administering medication. 

 
I confirm that I have read, understood and completed this agreement and the Enrolment form. I am aware that by signing this agreement I have agreed to assume full legal 
liability for all risks involved in having the City of Ottawa administer medication under the provisions of this agreement to the named participant. 
 
I authorize the City of Ottawa’s Recreation, Cultural and Facility Services Department staff to (please check the appropriate box):      

 Supervise the named participant in the administration of his/her own medication. 

 Administer medication to the named participant. 

 Share personal and confidential information in the case of an emergency responder. 
 
_______________________________________________________________________________________________________________________________ 
Name of Participant or Parent/Guardian if Participant is under the age of 18 or an adult who lacks the capacity to provide informed consent (please print). 
 
_______________________________________________________________________________________________________________________ 
Signature of Participant or Parent/Guardian if Participant is under the age of 18 or an adult who lacks the capacity to provide informed consent. 
 
Date:   ________ /___________ / ____________ 
             DD              MM                    YYYY 

Personal information contained on this form is collected under the Authority of the Municipal Act., 2001, S.O. 2001, c.25, sections 8 and 11(1) 5.).  This information is collected 
for the administration and management of the City of Ottawa’s Recreation and Cultural Programs.  Questions about the collection and use of this information should be directed 
to the City of Ottawa by calling 3-1-1.  
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2020 Summer 

Camp Sign In/Sign Out Sheet 

 

 

Camp Name: ____________________________________________________________ 
 

Camp Barcode: ______________________ 

 

Location: ___________________________ 

Start Date: ____________________ 
 

End Date:  ____________________

 

# Name/Nom 
MON/LUN TUE/MAR WED/MER THU/JEU FIR/VEN 

In Out In Out In Out In Out In Out 

1            

2            

3            

4            

5            

6            

7            

8            

9            

10            

11            

12            

13            

14            

15            
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Notice of Risk Waiver (Appendix G.4) 

 When children from multiple families attend a single day camp, there is an increased risk of the 

COVID-19 virus coming into the camp.  

 Children who are infected with the COVID-19 virus are more likely than adults to have a very mild 

infection, or to have no symptoms at all. Nevertheless, these children can still transmit the infection 

to other children and to adults in the camp.  

 This means that children can bring home an infection acquired in the camp and put other persons at 

risk. 

 Recreation, Culture and Facility Services Day Camps have a screening process to help detect 

infections when there are symptoms, however this screening process cannot detect infected 

children or adults who are asymptomatic at the time of the screening. 

 The risk of serious COVID-19 infection increases with age, which older day camp staff should 

consider in terms of the risk to themselves, particularly if working in camps with children from 

multiple families. This caution also applies to those persons of any age who have chronic medical 

conditions that may put them at increased risk for serious illness with COVID-19 infection. 

 



Recreation, Cultural & Facility Services 
©City of Ottawa | Published: June 2020 

COVID-19 OPERATIONAL PLAN 

PROCEDURES FOR SUMMER DAY CAMPS

Appendix H.1: Enhanced Pre/During/Post Cleaning Procedures for Camp Staff 

Commonly touched surfaces and items should be cleaned and disinfected frequently to limit the 
potential spread of germs. With the current situation of COVID-19, cleaning and disinfection of these 
surfaces and items will be required multiple times per day depending on use.

High-touch surfaces and shared spaces (e.g. gymnasiums, washrooms) will be disinfected at least 
once per day by Facility Operations staff during camp hours. Each site should develop a checklist 
specific to their facility using this document as a guide. A sample log is available in Appendix H.3.

Camp Staff and FOS Staff need to work together to ensure that the building and all amenities are 
cleaned and sanitized on a regular basis.

Space/Area Camp Staff FOS Staff 

General 
Areas 

High traffic areas in program rooms: 

• Doorknobs/frames/handles/other
frequently touched areas on the door

• Desks/tables/chairs/counter
tops/benches

• Hand railings

• Light switches

• Shared equipment

• Telephones/faxes/photocopiers/etc.

• Floors

General high traffic areas (e.g. elevator, 
stairwells, lobby, hallways, entrances, 
gymnasiums) 

• Doorknobs/frames/handles/other
frequently touched areas on the door

• Desks/tables/chairs/counter tops/benches

• Hand railings

• Light switches

• Water fountains

• Elevator buttons

• Shared equipment

• Telephones/faxes/photocopiers/etc.

• Floors

Washrooms 

Assist FOS when needed 
• Stall door edges and locks

• Coat hooks

• Paper towel dispensers

• Soap dispensers

• Taps/faucets

• Toilet seats

• Toilet bowls and urinals

• Floors

Kitchen, 
Staff Room 

& Office 
Space 

• Counter tops

• Fridge handles

• Microwaves

• Tables/Chairs

• Sinks/taps

• Computer/printer/mouse/etc.

Assist Camp staff when needed 

Equipment, 
Toys & 
Camp 

Supplies 

• Toys

• Craft supplies (e.g. markers, scissors,
glue)

• Sports equipment (e.g. balls, hockey
sticks, pylons, nets)

• Electronics (e.g. computers,
televisions, music system, printers)

• Other miscellaneous camp supplies.

Assist Camp staff when needed 
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Appendix H.2: Toy and Equipment Cleaning Procedures 

As mentioned in the guidelines, each child will have their own bin of supplies for the week, 
such as markers, scissors, glue, etc. These items will be disinfected at the end of each program 
day by a staff member. Reusable craft supplies that cannot be disinfected (e.g. crayons) 
should not be used. 

FOS Staff: Ensure a thorough cleaning/sanitizing of high touch points and shared spaces (e.g. 
gymnasiums, washrooms) once per day during camp hours. 

Camp Staff: Ensure an ongoing cleaning/sanitizing of used equipment and rooms as required 
(minimum once per day and before and after cohorts share a common space (e.g. gymnasium). 

Cleaning and Disinfecting 
Clean first then disinfect: 

 Cleaning refers to the removal of dirt, grim and impurities. Cleaning does not kill germs but
helps remove them from the surface. Use a mixture of soap and water (or a specified
surface cleaner).

 Disinfecting refers to using a chemical to kill germs on surfaces. This is most effective after
surfaces are cleaned. Enhanced disinfectant will be provided for each site.

 If available, use disinfectant wipes that have a combined cleaner and disinfectant in one
solution where separate cleaners and disinfectant are not possible. Wipes should be
discarded if they become dry are not recommended for heavily soiled surfaces.

Wear gloves, and wash your hands: 

 PPE such as gloves are essential when cleaning and disinfecting as they can keep germs off
your hands and protect your skin from any products being used. Throw them out when
you’re done so you don’t spread disease, and always wash and sanitize your hands
thoroughly afterward.

Cleaning and disinfecting toys and other camp supplies: 

 Remove toys/supplies from the play area after use and place them in a collection box for
cleaning and disinfection.

 Clean and disinfect the collection box while toys are being cleaned and disinfected.

 Clean toys in hot soapy water prior to using a disinfectant if visibly soiled (use a brush to
clean crevices or hard to reach areas).

 Rinse toys well under running water as soap may neutralize the disinfectant.

 Soak toys in an appropriate disinfectant for required amount of time (contact time). Use a
solution of 10 ml (2 tsp) sodium hypochlorite (household bleach) per 1 liter (4 cups) of
water as a disinfectant. This solution requires a contact time of 2 minutes. Only mix bleach
with water and never with other disinfectants or cleaners. In the context of the COVID-19
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pandemic, it would be reasonable to instead use a mixture of 20 mL of bleach with 1 litre 
of water (or 4 tsp of bleach with 4 cups of water) to disinfect hard surfaces with 1 minute 
of contact time. It is important to remember to make a fresh bleach solution each time you 
disinfect, or at least everyday. *Note: The contact time, also known as the wet time, is the 
time that the disinfectant needs to stay wet on a surface to make sure it can kill all the 
germs. It is the length of time you leave the solution on the surface before wiping it down. 

 Rinse toys with clean water to remove any disinfectant solution, if indicated on the label;
bleach does not require rinsing.

 Completely air-dry toys before they are returned to use.

 Keep a record of when toys were cleaned and disinfected.

Tracking Cleaning and disinfecting: 

In order to maintain a high level of cleanliness in our camps, we will need to track and 
monitor the frequency for which we clean and sanitize our buildings, rooms and equipment.

Your tracking sheet should have the following information:
o Room being cleaned (ex: Gymnasium)
o Equipment/supplies in the room being cleaned
o Time it was cleaned
o Staff initial

A template tracking list can be found in Appendix H.3 but will need to be modified for site 
specifics.

Follow instructions 
It might be tempting to mix cleaning products to make sure your facility is germ-free -- but 
don’t. Mixing some cleaners and disinfectants (like chlorine bleach and ammonia) can be 
harmful, even deadly. Others can irritate your eyes, nose, or throat and cause breathing 
problems. 

For more information, call Ottawa Public Health at 613-580-6744. 
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Appendix H.3: Cleaning Log 

Date: ________________________________________________ 

CAMP STAFF 
Time 
(AM) 

Camp Staff 
Time 
(PM) 

Camp Staff 

General High Touch Points 

Doorknobs/frames/handles 

Desk/tables/counter tops 

Chairs/benches 

Hand railings 

Light switches 

Buttons (elevator, accessible, etc.) 

Telephones 

Floors 

Equipment, Toys & Supplies 

Toys 

Craft Supplies 

Sports Equipment 

Electronics 

Musical Instruments 

Other camp supplies 

Washrooms (if in camp room) 

Stall door edges and locks 

Coat hooks 

Paper towel dispensers 

Soap dispensers 

Taps/faucets and sinks 

Toilet seats 

Toilet bowls and urinals 

Other Items 

Item A 

Item B 

FOS 
Time 
(AM) 

FOS 
Time 
(PM) 

FOS 

General High Traffic Areas 

Washrooms 



 

  



Welcome to Summer Camp! 

Thank you for registering in the City of Ottawa Summer Camps. We know that a safe and high-quality 

program is important to your family and we look forward to welcoming your child this summer. This 

handbook will help parents by providing important information about our program and how it 

operates. If you require additional information, please inquire with the recreation staff at your 

location. 

 

Our Team  

Our team includes full-time recreation staff, as well as summer students in the roles of Camp 

Directors/Camp Coordinators and Camp Counsellors.  
 

Staff are trained in leading activities, communication, problem solving and Recreation, Cultural and 

Facilities Services (RCFS) policies and procedures. Supervisory staff work with camp counsellors to plan 

and organize programs, ensuring children are active, engaged and safe. 
 

Our staff have current Standard First Aid/CPR C/ Automated External Defibrillator (AED) certification 

and a valid Vulnerable Sector Check.   

 

All program staff have High Five 
TM 

certification.  Summer camps follow healthy child development 

practices and use the Parks & Recreation Ontario, High Five 
TM 

Principles of Healthy Child 

Development:  

- A caring  

- Friends 

- Play 

- Mastery 

- Participation 

 

What we offer:  

Our programs have an overall focus on physical activity, social, intellectual and creative needs. We play 

indoors and outdoors, depending on the weather.  Activities are designed for children 4 to 12 years 

old. A typical day could include active play, games, creative interests, as well as small and large group 

activities.  

 

Hours of Operation: 

All camps will be offered from 8:00 am to 5:00 pm, Monday to Friday, except for statutory holidays. 

 

 



Personal Belongings  

Staff are unable to take responsibility for or provide safe keeping for personal belongings brought to 

programs. If an item is valued or important it should remain at home. This summer we are requesting 

that children do not bring anything to camp apart from the list below. 
 

What to bring: 

Each day, your child should bring the following items with them to camp: 

 A nut free lunch and snacks 

 Sunscreen 

 Water bottle 

 Hat 

 Shoes appropriate for playing and running 

Please ensure that all items are clearly labelled with your child’s name.   
 

What Not to Bring  

 Money or other valuables  

 Electronic devices such as cell phones, iPods, iPads or video games  

  

Enrolment Forms 

An individual Enrolment Form must be completed for every child attending camp. Please ensure that 

all sections are completed. We require the name, phone number, cell phone number and email 

address of three people (including parents/guardians) that we can contact in case of emergency. 
 

If your child has any Special Needs, please fill out Appendix A and contact our Inclusive Recreation 

department. 
 

Please note the Terms & Conditions of Enrolment as well. 

 

Medication Administration Procedures  

Staff are authorized to administer prescribed medication only after the Medication Administration 

forms have been completed and signed by the parent/guardian. Please also complete the authorization 

form here. 
 

In the event of any change in medication, new medication administration forms must be completed 

prior to administration.  
 

If auto-injectors (such as EpiPen®) are required, provide two current prescribed auto-injectors and 

regularly check the medication’s expiration and integrity.  

 

https://app06.ottawa.ca/online_services/forms/parks_recreation/recreation-culture-program-enrolment-form_en.pdf
https://ottawa.ca/en/recreation-and-parks/inclusive-recreation
https://ottawa.ca/en/recreation-and-parks/recreation-programs#conditions-enrolment
https://app06.ottawa.ca/online_services/forms/parks_recreation/medical_form_en.pdf
https://app06.ottawa.ca/online_services/forms/parks_recreation/terms_conditions_en.pdf


Life-Threatening Allergies  

Our goal is to minimize the risk of exposure to life threatening allergens in our facilities. Please let us 

know if your child has any allergies by identifying this on the Enrolment Form. If your child does have a 

life threatening allergy, they will be required to have two auto-injectors with them at camp, and a 

Medication Administration form will be needed. 

 

Behaviour Management  

Staff use positive child behavior management practices and make every effort to work with children on 

an individual basis.  
 

Should your child be involved in an unacceptable behaviour incident, he/she may be suspended until a 

specific behavior management strategy can be established. Intent and severity of the incident will be 

reviewed before a child is discharged from the program.  Parents will be consulted, and your 

involvement and input are important. 
 

Due to concerns associated with the potential transmission of Covid-19, we ask that parents remind 

their children of the importance of physical distancing and being respectful of the safety of others.  If a 

participant purposely puts the safety of another child and/or staff at risk, parents will be contacted to 

pick up their child immediately.  This behaviour may result in immediate discharge from the camp. 

 

Response to COVID-19  

Given that there are active cases of COVID-19 in Ottawa, there is a risk that both symptomatic and 

asymptomatic transmission may occur. While measures to attempt to control these risks have been 

implemented in our summer camp environment, it is important that parents/guardians are made 

aware of and understand these risks.  
 

Notice of Risk: 

When children from multiple families attend a single day camp, there is an increased risk of the COVID-

19 virus coming into the camp. Children who are infected with the COVID-19 virus are more likely than 

adults to have a very mild infection, or to have no symptoms at all. Nevertheless, these children can 

still transmit the infection to other children and to adults in the camp. This means that children can 

bring home an infection acquired in the camp and put other persons at risk. All day camps have a 

screening process to help detect infections when there are symptoms, however this screening process 

cannot detect infected children or adults who are asymptomatic at the time of the screening. 

The risk of serious COVID-19 infection increases with age, which older day camp staff should consider 

in terms of the risk to themselves, particularly if working in camps with children from multiple families. 

https://app06.ottawa.ca/online_services/forms/parks_recreation/medical_form_en.pdf


This caution also applies to those persons of any age who have chronic medical conditions that may 

put them at increased risk for serious illness with COVID-19 infection. 

 

Active Screening of Children and Staff  

The Ontario Ministry of Health recommends that all Summer Camps have the following measures in 

place to avoid the spread of COVID-19:  
 

Active screening is required for anyone entering the facility.  

• Active screening is the process of proactively checking for symptoms (e.g., temperature checks), 

travel history and the contact with or care of a person(s) who may have COVID-19.  

 

A participant will not be permitted to attend camp if the child or a household member fits the criteria 

below and will need to self-isolate. The decision on when to return to camp is made in consultation 

with the Ottawa Public Health Outbreak Reporting Line. 

• If you or your child(ren) have any symptoms such as a fever and/or cough or difficulty 

breathing; 

• If you or your child(ren) have travelled outside of Canada in the last 14 days (including the 

United States of America); 

• If you or your child(ren) live with, provided care for or spent extensive time with someone who 

has tested positive for COVID-19, suspected to have COVID-19 or who has a fever, cough or 

shortness of breath that started within 14 days of travel outside of Canada (including the 

United States of America). 
 

Symptoms being actively screened for COVID-19 include:  

• Fever 

• Cough 

• Difficulty breathing or shortness of breath 

• Nasal congestion* 

• Nasal discharge* 

• Sneezing* 

• Sore throat 

*Unless common due to allergies, etc. 
 

Any child/staff who has any symptoms of illness OR whose parent or other household members are 

showing any symptoms of illness as described above, will be asked to stay home from the summer 



camp and self-isolate. The decision on when to return to camp is made in consultation with the 

Ottawa Public Health Outbreak Reporting Line. 

 

Sign In/Out procedures 

Sign in/out will take place outside of the entrance to the facility after screening has been completed. 
 

To limit exposure, we are only allowing camp participants and staff into the building.  Parents and 

guardians are not permitted to enter. A camp staff will take your children in and bring them to the exit 

upon pick up. 
 

At pick up, please call the camp number provided to you, and a staff will bring your child to you. You 

will be required to show identification and only those adults listed on the Enrolment Form can pick up 

the child. 

 

Attendance and Absenteeism  

Attendance will be taken daily as children arrive and leave. A parent or guardian is required to sign in 

the child at the designated location between 8:00 am and 9:00 am. Children must be picked up 

between 4:00 pm and 5:00 pm. Please notify camp staff if you need to pick up your child earlier. 
 

Please notify facility staff if your child will not be attending the program. If your child is absent or late 

and we have not been notified, staff will attempt to contact the parent or guardian. 

 

Ratios 

Camps will be divided into groups of 10, including staff, per the direction from the Ontario Ministry of 

Health. Groupings will be created by staff in advance of camp and will place a priority on keeping 

household members in the same group. 
 

The ratio is 1 staff to 4 participants with an out of ratio staff for each 8 children.  The out of ratio staff 

will assist with sanitization and helping to ensure that the children maintain the required 2 metres of 

physical distance. 
 

Each room will be large enough to provide each person with 4.5 square metres to allow for physical 

distancing. 

 

Enhanced safety protocols 

Physical distancing markers will be on the floor. 
 

Sites offering multiple camps will not allow camps to intermingle.  If outdoors, 10 metres will be 

maintained between camps. Each camp will have its own designated space, entrance/exit and 



washroom facilities. If sharing common spaces (i.e. gymnasium) the space will be cleaned and 

disinfected before and after each use.   
 

Food sharing is not permitted.   

Frequent handwashing will take place throughout the day. 
 

Equipment will be sanitized regularly and only materials that can be readily cleaned and sanitized will 

be used. Plush toys, books, puzzles, board games, play dough, etc. will not be used. 
 

High touch surfaces in the camp room and throughout the common areas of the facility will be 

sanitized frequently throughout the day. 

 

Programming 

Activities will take place outside whenever possible. All activities programmed will allow for 

participants to maintain a physical distance of 2 metres.   
 

There will be no swimming, skating, outings, cooking/baking or special guests at camp.   
 

Children will be provided with their own supplies for use over the week (for example, markers, scissors, 

glue, etc.).  These items will be disinfected by a staff member at the end of each day.   

 

Procedure for Illness at Camp 

If a participant begins showing symptoms of illness at camp, they will be brought to a room away from 

other campers.  Parents/guardians will be contacted and asked to pick up the child immediately. The 

child will remain in this separate space with a staff member until their parent/guardian arrives.  This 

area and all items used by the participant will be sanitized once the child leaves. 
 

Ottawa Public Health will be contacted, and their protocols followed when there is a suspected or 

confirmed case of COVID-19 in the facility.  
 

Please refer to Ottawa Public Health to stay up to date on the latest information on COVID-19.  

 

Consent  

Ottawa Public Health recommends that those who enroll their children summer camps should be 

actively informed (e.g. through sign-off of a consent form) of the possibility of exposure to COVID-19 in 

the camp. While most transmissions occur from people who have symptoms, there is the possibility of 

asymptomatic transmission, and individuals should be aware of this.  

 

 

https://www.ottawapublichealth.ca/en/index.aspx


What Can Parents/Guardians Do to Reduce the Spread of COVID-19 

Evaluate your health and that of your child constantly. If either of you are sick, stay home. If either of 

you have a temperature (38°C or above), stay home. If someone at home is sick, or you’ve come into 

contact with someone who became sick, stay home and keep your child home too. 

 

Talk to your children about COVID-19 and the changes in routine they will find at camp. Let them know 

that camp groups will be smaller, that they will need to keep apart from other staff and children, that 

will need to wash their hand frequently. Talk to children about the sign in process, about Personal 

Protective Equipment and the possibility of needing to be separated from the group with a staff should 

they become ill. 
 

Our staff will receive additional training this summer to help them successfully manage any anxiety or 

stress our campers might encounter this summer. Your support with this is invaluable. 
 

For more information on COVID-19 and mental health, please visit Ottawa Public Health’s website or 

Anxiety Canada’s website. 

 

Program Evaluation  

We welcome feedback. Your input and ongoing communication is appreciated to assist with improving 

our services. Please speak with the camp staff at your site, or email us. 

 

 

 

https://www.ottawapublichealth.ca/en/public-health-topics/mental-health-and-covid-19.aspx
https://www.anxietycanada.com/covid-19/
mailto:CampSummerFun@ottawa.ca
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Appendix K.1: Worker Self-Assessment 

City of Ottawa COVID-19 Self-Assessment (adapted from Provincial Self-Assessment Tool) 
I hereby declare that information provided below will be/is truthful.  

If you answer NO to EVERY question, you can report to work. Upon arrival at work, you may be asked to 
complete an additional workplace self-assessment. 

While at work, practice physical distancing as much as possible. This means keeping 2 meters (6 feet) 
away from other people. 

1) Are you experiencing any of the following symptoms?

 Severe difficulty breathing (struggling for each breath, speaking in single words).
 Severe chest pain.
 Confusion (unsure of where you are).
 Losing consciousness.

❖ If you answered YES to ANY OF THE ABOVE, call 911 or go directly to the nearest emergency
department.

2) Are you experiencing any of the following symptoms (or combination of these symptoms)?

 Fever (visual presentation of temperature of 38°C or higher).
 New cough.
 Shortness of breath (even when you are not active).
 Muscle aches.
 Fatigue
 Headache
 Sore throat
 Runny nose* (*In the absence of underlying reason for these symptoms such as seasonal

allergies and post-nasal drip.)
❖ If you answered YES to ANY OF THE ABOVE, do not report to work. Notify your manager or

supervisor of illness.

3) Have you travelled outside of Canada in the last 14 days?
4) Does someone you are in close contact with have COVID-19?
5) Are you in close contact with a person who is sick with respiratory symptoms (fever, cough or

difficulty breathing)?
❖ If you answered YES to ANY OF THE ABOVE, speak to your manager or supervisor. You will need to

self-isolate for 14 days OR until 24 hours after the symptoms have fully resolved, whichever is
longer.
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Appendix K.2: Exclusion of Sick Staff 
 

1) If a staff member begins to exhibit symptoms of COVID-19 while at work, they must be 

immediately removed from the program, put on a surgical/procedure mask and isolate in 

the designated isolation room. 

2) For COVID-19 symptoms please refer to OPH website. Symptoms must be ‘greater than 

normal’, e.g., if a staff has a runny nose/watery eyes consistent with allergies, AND an 

additional symptom presents itself such as fever or lethargy. 

3) The supervisor needs to be notified immediately and if medical attention is required, 

provide First Aid and if serious, call 9-1-1.  

4) Anyone interacting with this staff must wear required PPE and adhere to required social 

distancing requirements, if possible. 

5) Work with the staff to arrange transportation home and refer them for testing at COVID-19 

Assessment Centre. The staff should wear a mask while traveling during this time. The staff 

must self-isolate. 

6) An Accident, Injury & Workplace Illness Form must be completed and submitted to the 

Health and Safety liaison and Employee Health and Wellness, as per the departmental 

employee illness process. 

7) MOL should be informed at the discretion of the manager or designate. 

8) Staff will notify parents/guardians in the ill participant’s cohort (and other cohorts if mixing 
occurred) that a child has been sent home with COVID-19 symptoms. It remains safe for the 
other participants to continue participating at camp, however parents/guardians should 
monitor them for symptoms. Parents/guardians will be informed of a positive test result. 
 

9) Ottawa Public Health will be automatically notified of a positive test result. Staff should 
inform supervisor of test results. 

 

10) Staff who refuse testing will be required to self-isolate for 14 days, or 24 hours after all 
symptoms have resolved (48 hours in the case of vomiting or diarrhea), whichever is longer.  

 

11) In all possible outcomes (positive test, negative test, no test) the participant’s return to the 
program will be made in consultation with the Ottawa Public Health’s Outbreak Reporting 
Line. 
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Proper PPEs should always be worn when in contact with the ill staff. 

Please refer to the Staff Illness Reporting Procedure for the timelines to return to work and 

follow up. 

Supervisor will be responsible for gathering all Daily Health Assessment and Pre-

shift/program declaration forms for this staff, and any other required related documentation 

for health tracking. This documentation will need to be made available to the Manager or 

designate, and other stake holders in this process. 
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Appendix K.3 Replacement Strategy Guidelines 

 

A list of summer camp replacement staff will be made available per district. Due to the COVID-19 

restrictions, staff will not be able to move between sites nor cohorts within that camp week.  

 

For example, if Replacement Staff A covers a shift in the Blue Cohort at Walter Baker Sports Centre on 

Tuesday, that staff will be unable to work at another cohort or location for the rest of the week other 

than the Blue Cohort. 

 

Tracking of date, location and cohort a replacement staff reports to work for is mandatory to ensure 

compliance with provincial guidelines. 

 

Procedures: 

1) Call staff on list to see if available to work. There will be a minimum of 1 replacement staff with 

ability to work at each site in the district. (As per survey results) 

2) If staff is not available, call next name on list. 

3) Record date and location and name of cohort on tracking sheet and send to Portfolio Manager 

in charge of your district. 

4) If staff works multiple days in a row, please enter a new entry per day. 

 


