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SECTION 1: INTRODUCTION 

 

PREAMBLE 

Mnaasged Child and Family Services has a responsibility to provide high quality care and 
supervision of all Children/Youth placed in our Care, in accordance with the Ministry of 
Children, Community and Social Services Standards and with the Child, Youth and Family Service 
Act. This provision will take into consideration the inherent rights of communities to care for 
and speak on behalf of their Children/Youth. The Children’s Circle of Care Services will focus on 
the following: 

1. Promote the best interest, protection, and well-being of Children/Youth 

2. Provide Children/Youth with a sense of identity and belonging 

3. Ensure continuity of relationships and connectedness with family and community 

4. Be Child-/Youth-focused, and family-centred within the context of community and cultural 
identity 

5. Ensure that interventions are focused on the need to reduce the risk of abuse and neglect, 
while working with all members of the family, wherever possible 

6. Provide the Child/Youth with a sense of stability with family and community supports 

7. Provide planning that is Child-/Youth-centred and will meet the Child’s/Youth’s 
developmental needs 

8. Always ensure the Child’s/Youth’s health and safety when planning 

Mnaasged Child and Family Services’ Child in Care Services provide culturally intelligent services 
rooted in the culture and based on community values and beliefs. Mnaasged Child and Family 
Services ensures that the Assigned Helper/Children’s Circle of Care Helper provides culturally 
based service for the Child/Youth to offer a sense of stability, continuity, socialization, identity, 
and spirituality. The Child’s/Youth’s needs—mentally, spiritually, physically, and emotionally—
are a priority for all Employees of Mnaasged. To that end, Children/Youth placed in Customary 
Care Homes will be subject to all the Child in Care benefits, policies, and procedures despite not 
being legally “in care.” 
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SECTION 2: ADMISSION INTO CARE 

Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Admission into Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standard, Child, Youth and Family Services Act 

ADMISSION INTO CARE 

POLICY 

Mnaasged Child and Family Services will ensure that the decision to admit a Child/Youth 
into care includes the following: 

Based on the preliminary assessment that includes an assessment of the functioning of 
the Child/Youth in the family (with the family) and the level of risk to the Child/Youth  

Required by the lack of success, availability, or appropriateness of less intrusive 
interventions 

Made on an emergency basis if the Child/Youth is at immediate risk 

Involves consultation with the Band Representative as per Child, Youth and Family 
Services Act, sections 72 and 73, and Protocol that are established with each First 
Nation or Indigenous community Mnaasged Child and Family Services serves 

Where the admission into Care is a result of an involuntary admission, the Helper and 
the Supervisor will ensure that they consult with the Executive Director (and in absence, 
the Director of Services) within 24 hours to seek approval for proceeding with a court 
application.  

The Admitting Helper is authorized under the authority of the Executive Director and 
will, in consultation with a Supervisor, consider the risk to a Child/Youth when making 
the decision to bring the Child/Youth into Care. The criteria for admission to care may 
include one or more of the following, as cited in section 74 (2) of the Child, Youth and 
Family Services Act: 
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Child in need of protection 

(2) A child is in need of protection where, 

 (a) the child has suffered physical harm, inflicted by the person having charge of the 

child or caused by or resulting from that person’s, 

 (i) failure to adequately care for, provide for, supervise or protect the child, or 

 (ii) pattern of neglect in caring for, providing for, supervising or protecting the child; 

 (b) there is a risk that the child is likely to suffer physical harm inflicted by the 

person having charge of the child or caused by or resulting from that person’s, 

 (i) failure to adequately care for, provide for, supervise or protect the child, or 

 (ii) pattern of neglect in caring for, providing for, supervising or protecting the child; 

 (c) the child has been sexually abused or sexually exploited, by the person having 

charge of the child or by another person where the person having charge of the child 

knows or should know of the possibility of sexual abuse or sexual exploitation and 

fails to protect the child; 

 (d) there is a risk that the child is likely to be sexually abused or sexually exploited 

as described in clause (c); 

 (e) the child requires treatment to cure, prevent or alleviate physical harm or 

suffering and the child’s parent or the person having charge of the child does not 

provide the treatment or access to the treatment, or, where the child is incapable of 

consenting to the treatment under the Health Care Consent Act, 1996 and the parent 

is a substitute decision-maker for the child, the parent refuses or is unavailable or 

unable to consent to the treatment on the child’s behalf; 

 (f) the child has suffered emotional harm, demonstrated by serious, 

 (i) anxiety, 

 (ii) depression, 

 (iii) withdrawal, 

 (iv) self-destructive or aggressive behaviour, or 

 (v) delayed development, 

  and there are reasonable grounds to believe that the emotional harm suffered by 

the child results from the actions, failure to act or pattern of neglect on the part of the 

child’s parent or the person having charge of the child; 

 (g) the child has suffered emotional harm of the kind described in subclause (f) (i), 

(ii), (iii), (iv) or (v) and the child’s parent or the person having charge of the child 

does not provide services or treatment or access to services or treatment, or, where 

the child is incapable of consenting to treatment under the Health Care Consent Act, 

1996, refuses or is unavailable or unable to consent to the treatment to remedy or 

alleviate the harm; 

 (h) there is a risk that the child is likely to suffer emotional harm of the kind 

described in subclause (f) (i), (ii), (iii), (iv) or (v) resulting from the actions, failure to 

act or pattern of neglect on the part of the child’s parent or the person having charge 

of the child; 

 (i) there is a risk that the child is likely to suffer emotional harm of the kind 

described in subclause (f) (i), (ii), (iii), (iv) or (v) and that the child’s parent or the 

person having charge of the child does not provide services or treatment or access to 

services or treatment, or, where the child is incapable of consenting to treatment 

under the Health Care Consent Act, 1996, refuses or is unavailable or unable to 

consent to treatment to prevent the harm; 

 (j) the child suffers from a mental, emotional or developmental condition that, if not 

remedied, could seriously impair the child’s development and the child’s parent or 

the person having charge of the child does not provide treatment or access to 
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treatment, or where the child is incapable of consenting to treatment under the Health 

Care Consent Act, 1996, refuses or is unavailable or unable to consent to the 

treatment to remedy or alleviate the condition; 

 (k) the child’s parent has died or is unavailable to exercise custodial rights over the 

child and has not made adequate provision for the child’s care and custody, or the 

child is in a residential placement and the parent refuses or is unable or unwilling to 

resume the child’s care and custody; 

 (l) the child is younger than 12 and has killed or seriously injured another person or 

caused serious damage to another person’s property, services or treatment are 

necessary to prevent a recurrence and the child’s parent or the person having charge 

of the child does not provide services or treatment or access to services or treatment, 

or, where the child is incapable of consenting to treatment under the Health Care 

Consent Act, 1996, refuses or is unavailable or unable to consent to treatment; 

 (m) the child is younger than 12 and has on more than one occasion injured another 

person or caused loss or damage to another person’s property, with the 

encouragement of the person having charge of the child or because of that person’s 

failure or inability to supervise the child adequately; 

 (n) the child’s parent is unable to care for the child and the child is brought before 

the court with the parent’s consent and, where the child is 12 or older, with the 

child’s consent, for the matter to be dealt with under this Part; or 

 (o) the child is 16 or 17 and a prescribed circumstance or condition exists. 

For Admission Prevention, Place of Safety Policies and Procedures, please see the Child 
Protection Policy and Procedure Manual. 

PROCEDURE 

1. The Assigned Helper will consult with the Supervisor on the findings of the risk assessment, 
will complete the verification process and review the case file, and decide on whether the 
Child/Youth will be admitted to care and discuss whether to facilitate a Circle or complete a 
Referral to a Circle. (Refer to Circle Policy ADR [Alternative Dispute Resolution] Policy and 
Procedure Manual.)  

2. When a decision is being considered to admit a Child/Youth into Care, the Assigned 
Helper/Children’s Circle of Care Helper will notify the First Nation Band Representative 
immediately to discuss possible Kinship/Customary Care arrangements or other supports 
that might make the need for admission into Care unnecessary. 

3. If a family or community placement cannot be found, the Assigned Helper/Children’s Circle 
of Care Helper must complete a Request for Placement Form and submit this to the 
Immediate Supervisor for approval. The request will be sent to the Alternative Care Team 
who will locate an Alternative Care Placement for the Child/Youth.  

4. The Assigned Alternative Care Helper will make phone calls to the Alternative Care Homes 
on the Beds Available List located in the database. The Assigned Alternative Care Helper will 
provide basic information to the potential Alternative Care Parent(s) regarding the 
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Child/Youth. The Assigned Alternative Care Helper will input the information in the 
Child’s/Youth’s File in the Mnaasged Information Management System once a home has 
been located. The Assigned Alternative Care Helper will contact the Assigned 
Helper/Children’s Circle of Care Helper immediately to inform them of the selected 
Alternative Care Placement. 

5. The Assigned Helper/Children’s Circle of Care Helper will inform the Parent(s) or Guardian(s) 
(as legally obligated) and the First Nation Band Representative of the placement 
arrangements and will prepare the family and Child/Youth for the move to the Alternative 
Care Placement. 

6. Once the Child/Youth has been admitted into Care, the Assigned Helper/Children’s Circle of 
Care Helper will ensure the following: 

a) Complete the Child Admission Form in the Mnaasged Information Management System 
within 24 hours of being admitted into Care 

b) Complete a Preliminary Assessment, including a developmental assessment within 30 
days of admission 

c) Review the fire escape procedure with the Alternative Care Parent(s) and the 
Child/Youth  

d) Review the Child’s/Youth’s background information with the Alternative Care Parent(s) 

e) Prepare an Admission Social History within 60 days, which will reflect the Child’s/Youth’s 
history and family 

f) Arrange for the Child’s/Youth’s admission medical within 72 hours of placement 

g) Contact the Office of the Registrar General to provide verification of the birth 
documentation, where applicable 

7. The Assigned Helper/Children’s Circle of Care Helper will document all Supervisory decisions 
in case notes and will include date and time of the Supervisory consultation in the 
Child’s/Youth’s File in the Mnaasged Information Management System. 

8. The Assigned Helper/Children’s Circle of Care Helper will input all case notes and complete 
all recordings in the Child’s/Youth’s File in the Mnaasged Information Management System. 

9. The Supervisor will make every attempt to assign the most appropriate Helper to meet the 
Child’s/Youth’s needs.  
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual  

Original Dispute Resolution Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Child Admission Forms 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standard 

CHILD ADMISSION FORMS 

POLICY 

When a Child/Youth is admitted into Care, the admitting Assigned Helper will complete 
the Child Admission Form within 24 hours. This form, located in the Mnaasged 
Information Management System, describes the Child/Youth and any special needs the 
Child/Youth may have that will assist with selecting a placement and will inform the 
Alternative Care Parents about the Child/Youth. 

This form also informs Mnaasged’s administration that the Child/Youth has been 
admitted into Care. This form will trigger the process to open the Child in Care File and 
will ensure the appropriate placement resource will get paid. 

PROCEDURE 

1. The Child Admission Form must be sent to the Supervisor at the time a placement is 
requested and an Assigned Helper is assigned. 

2. The following information will be included in the Child Admission Form: 

a) The Child’s/Youth’s Indigenous language and culture 

b) The family background and kinship ties 

c) The Child’s/Youth’s religious or spiritual background 

d) The Child’s/Youth’s developmental, emotional, spiritual, social, medical, and 
educational needs 

e) The Child’s/Youth’s preferences, interests, abilities, strengths, and weaknesses that 
include any known behavioural problems and previous abuse 
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f) The proximity of the placement to the Child’s/Youth’s family and community 

g) The expected lengths of stay and plan for parental contact and visits by Parent(s), other 
family members, or persons designated by the Parent(s) and Child/Youth. 

3. Upon receipt of this form, the Assigned Helper for the Child/Youth will ensure the following 
steps are taken: 

a) A preliminary assessment will be completed within 21 days of admission 

b) An admission Social History is prepared within 60 days that will reflect the background 
history of the Child/Youth and family; the admission medical examination is arranged or 
carried out at admission or within 72 hours in emergency or exceptional circumstances, 
or as soon as is practical 

c) The Assigned Helper will contact the Office of the Registrar General to request the 
verification of the birth documentation, where applicable (when birth certificates are 
not provided from the biological family or caregivers)  

d) The Assigned Helper for the Child/Youth will contact Indigenous and Northern Affairs 
Canada (INAC) to ensure that the Child/Youth is registered or is eligible to be registered. 
If applicable, the INAC cost-sharing form will be submitted. For children who are 
believed to be eligible for membership, ensure that the Child’s/Youth’s and Parent’s(s’) 
information has been made available to that First Nation to confirm eligibility for 
membership. 

4. A copy of the Child Admission Form will be provided to the Alternative Care Parent(s) prior 
to or at the time of placement. 

5. The completed Child Admission Form will be kept in the Child’s/Youth’s File. 

6. A copy is sent to the Quality Assurance Department to ensure that it is entered accurately 
and properly into the Mnaasged Information Management System. 

POLICY REFERENCE 

Quality Assurance Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Requirements Prior to Acceptance of an Out-of-Jurisdiction Children in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Interagency Provincial Protocol, Provision of Child Welfare Services 
between Children’s Aid Society’s (1997) 

REQUIREMENTS PRIOR TO ACCEPTANCE OF AN OUT-OF-JURISDICTION 
CHILDREN IN CARE 

POLICY 

Mnaasged Child and Family Services will adhere to the Provincial Interagency Protocol 
(March 26, 2010) and ensure that written requests and case documentation for the 
transfer of cases from other jurisdictions are received from parent Children’s Aid 
Societies before accepting a Child in Care from another jurisdiction. 

PROCEDURE 

1. The parent Society must provide a written request and agree to provide Mnaasged with the 
following documentation within seven (7) days of the request: 

a) Most recent court order(s) 

b) Past years of the Child’s/Youth’s Plans of Care and Plans of Service 

c) Medical/dental history 

d) Medication (if applicable) 

e) Social history 

f) Collateral involvement 

g) Relevant Assessment Reports 

h) Approved Contact List 
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i) Copy of Updated Immunization Record 

j) Copy of Health Card 

k) Copy of Birth Certificate 

l) Copy of Status Card (if relevant) 

m) Copy of Social Insurance Card (if relevant)  

n) Copy of Interagency Service Agreement 

2. The Assigned Helper will send documentation to the Supervisor to ensure that all 
information is received prior to approving and assigning a case. 

3. Mnaasged will adhere to the Protocol for the Provision of Child Welfare Services between 
Children’s Aid Society’s (1997) when Inter-Agency Agreements do not exist. 

4. Letters identifying requests for transfer from other jurisdictions will be sent to the First 
Response team for review and processing. 

5. The Assigned Helper will complete the Referral Form based on the Letter of Request in the 
Mnaasged Information Management System. 

6. Once the information is received, the Assigned Helper will review all the required 
documents and will then forward to the Supervisor for approval and case assignment. 

7. The Assigned Helper/Children’s Circle of Care Helper is required to adhere to the Child in 
Care Standards while providing service to the parent Society. Appropriate documentation is 
required by the Child in Care Standards, the Inter-Agency Agreement and Protocol, or when 
there is no existing service agreement. 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Pre-Placement Planning and Visits 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

PRE-PLACEMENT PLANNING AND VISITS   

POLICY 

Mnaasged Child and Family Services will ensure that when a decision is made for a 
change in placement, the Parent(s) or Guardian(s) will be informed. Wherever possible, 
pre-placement visits will be arranged for the Child/Youth to ease the transition to the 
new placement. 

PROCEDURE 

1. Mnaasged Staff will attempt to arrange at least one (1) pre-placement visit in the 
Alternative Care Parent(s) Home before placement occurs. 

2. In an emergency when a decision for a placement change has been made, the Parent(s) or 
Guardian(s) and the First Nation Band Representative will be notified of the move within 24 
hours. 

3. The Assigned Helper/Children’s Circle of Care Helper will inform the Child/Youth of the 
following information prior to the placement (depending on the Child’s/Youth’s age and 
ability to comprehend): 

a) Name(s) of the Alternative Care Parent(s) 

b) Names of all Children in the Home and their ages 

c) Address of the Alternative Care Home 

d) Schools and recreational activities or arenas that are accessible in the area 

e) Other relevant information to assist the Child/Youth in learning about the placement 
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4. The Assigned Helper/Children’s Circle of Care Helper will provide a correct and up-to-date 
Child Placement Request Information Form to the Alternative Care Parent(s) at the time of 
the pre-placement visit with the Child/Youth or, if not possible, at placement. Information 
will include all information about the Child’s/Youth’s health issues, including treatment; 
medication; allergies; physical, mental, or emotional illness; communicable or contagious 
disease or symptoms; or indications of the same. 

5. The Assigned Helper/Children’s Circle of Care Helper will accompany the Child/Youth when 
a move occurs. Where possible and appropriate, the Child’s/Youth’s own Parent(s) or the 
First Nation Band Representative may be encouraged to accompany the Child/Youth on the 
visit and move to the new placement, depending on the circumstances of the situation. 

6. When a move is deemed an emergency, the Assigned Helper/Children’s Circle of Care 
Helper will consult and secure the approval of the Supervisor for the reasons for an 
emergency move and the absence of pre-placement visits will be documented on a case 
note within 24 hours. 

7. The Assigned Helper/Children’s Circle of Care Helper will complete a Child Care Data Change 
Form and update all placement change information in the Child’s/Youth’s File in the 
Mnaasged Information Management System.  

8. This will include the Alternative Care Parent(s) name(s), address, and contact information at 
the time of the placement change when a decision is made or immediately following the 
move. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Admission into Care 

Subject: Rights of a Child in Care at Admission 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards  

 RIGHTS OF A CHILD IN CARE AT ADMISSION   

POLICY 

Mnaasged Child and Family Services will ensure that the Assigned Helper/Children’s 
Circle of Care Helper will review the Rights in Care with the Child/Youth entering into 
Care. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will review the Child’s/Youth’s rights 
upon admission to the new placement and will provide the Child/Youth with a copy of the 
Rights in Care Handbook. 

2. The Assigned Helper/Children’s Circle of Care Helper will request the Child/Youth in Care to 
sign the Rights in Care signature page upon each review. Should the Child/Youth refuse to 
sign the signature page, the Assigned Helper/Children’s Circle of Care Helper will document 
the reasons on a case note in the Child’s/Youth’s File in the Mnaasged Information 
Management System and will inform the immediate Supervisor. 

3. The Supervisor will provide direction to the Assigned Helper/Children’s Circle of Care Helper 
on alternative methods to ensure compliance. For example, if the rights were reviewed in 
the presence of the Alternative Care Parent(s), the Helper will have the Alternative Care 
Parent(s) physically sign the form, including a handwritten explanation. 

4. In cases of Infants, Toddlers, or developmentally disabled Children, the Assigned 
Helper/Children’s Circle of Care Helper will inform the Child’s/Youth’s Alternative Care 
Parent(s) of these Rights and obtain the Alternative Care Parent(s’)’s signature for the 
Rights in Care Handbook. 
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5. The Assigned Helper/Children’s Circle of Care Helper will document each time the 
Child’s/Youth’s rights are reviewed on a case note in the Child’s/Youth’s File in the 
Mnaasged Information Management System. 

6. The Assigned Helper/Children’s Circle of Care Helper will obtain the Supervisor’s signature 
for approval and will document any departures from Standards, providing a clear 
explanation of why a Standard was not met and recording any additional steps that were 
taken. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Orientation for Children in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 ORIENTATION FOR CHILDREN IN CARE   

POLICY 

Mnaasged Child and Family Services will ensure that all Children are provided with an 
orientation upon admission into Care or after admission into Care. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will provide the orientation for a 
Child/Youth placed into Care within the first seven (7) days during a private visit. 

2. The Orientation to Alternative Care for the Child/Youth will cover the following topics: 

a) Coming into Care, what was it like before placement? (Why am I coming into Care and 
where is my family?) 

b) Information about the Alternative Care Home 

c) What is it like to be a Child in Care? 

d) What can be expected from professionals while in Care? 

e) What does the Assigned Helper and the Children’s Circle of Care Helper do? What is 
their role? 

f) What is the Alternative Care Parent(s) responsible for? 

g) What about school? 

h) What about the neighbourhood? 
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i) What are my rights and responsibilities? 

j) How can I voice my concerns or complaints? 

k) What is the complaint process? 

l) What about my future? 

m) What is the Ombudsman Ontario: Children and Youth Unit and how do I reach them? 

n) What about issues related to long-term placements? 

o) My cultural integrity—is it okay to express my culture? 

3. The Admitting Helper or the Assigned Helper/Children’s Circle of Care Helper will inform 
the Child/Youth of the need for Care, will answer questions and concerns voiced by the 
Child/Youth, and will offer continued opportunities for the Child/Youth to voice any 
concerns. Any outstanding issues will be noted and addressed in the Child’s/Youth’s Plan of 
Care. 

4. The Admitting or the Assigned Helper/Children’s Circle of Care Helper may refer the 
Child/Youth to a support group for Children in Care or any other available resources and 
support that will assist the Child/Youth in the transition into Care. 

5. The Assigned Helper/Children’s Circle of Care Helper will case note information shared 
during the orientation in the Mnaasged Information Management System. 

6. The Assigned Helper/Children’s Circle of Care Helper will engage in an ongoing 
collaborative conversation with the First Nation Band Representative regarding orientation 
and transition into Care. 

POLICY REFERENCES 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Children in Care POLICY #: 

Section: Admission into Care 

Subject: Ombudsman Ontario: Children and Youth Unit 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards  

OMBUDSMAN ONTARIO: CHILDREN AND YOUTH UNIT  

POLICY 

Prior to May 1, 2019, the Provincial Advocate for Children and Youth (PACY) was the 
body empowered by the Child, Youth and Family Services Act to hear complaints about 
services and to assist Children/Youth in having their concerns heard and addressed. As 
of May 1, 2019, this responsibility was transferred to the Ombudsman Ontario.  

Mnaasged Child and Family Services will ensure that the Children are provided with a 
pamphlet and phone number (1-800-263-2841) for the Ombudsman Ontario: Children 
and Youth Unit at admission and every six (6) months thereafter. Complaints made to 
that office are, as of May 1, 2019, through an online form found at 
https://www.ombudsman.on.ca/have-a-complaint/make-a-complaint  

Children receiving service under the Child, Youth and Family Services Act are entitled to 
approach the Ombudsman Ontario: Children and Youth Unit to assist them if their rights 
are violated or if they cannot resolve the difficulty without recourse to the Ombudsman 
Ontario: Children and Youth Unit. 

PROCEDURE 

1. Mnaasged Child and Family Services’ Assigned Helpers will ensure that the Ombudsman 
Ontario: Children and Youth Unit will intervene on behalf of the Child/Youth if a serious 
complaint or service problem cannot be resolved at the local level. Such cases include the 
following: 

a) Children/Youth who require services that are not within the purview of their service 
provider 

https://www.ombudsman.on.ca/have-a-complaint/make-a-complaint
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b) Children/Youth whose Parent(s) or Guardian(s) has come into serious conflict with the 
system 

c) Children/Youth who are alleged to be in extraordinary jeopardy within the service 
system 

d) Children/Youth who complain that their rights are being violated and that their concerns 
have not been adequately addressed through the complaint procedures established by 
the service provider or the regional level of the Ministry. The system of advocacy 
through the Ombudsman Ontario: Children and Youth Unit, as set forth by the Child, 
Youth Family Services Act, will be its foundation 

e) Crisis intervention on behalf of a Child/Youth whose safety or well-being is in jeopardy 
within the residential care system 

f) Monitor Children/Youth who had multiple placement transfers within a short period of 
time that appear to be moving around too much within the residential care system 

g) Support to the Inter-Ministerial Placement Action Committee on behalf of individual 
Children/Youth whose service requirements have not been resolved at the area level 
and have thus been referred to the committee for consultation and resolution 

h) Consultation at case conferences in treatment planning meetings to assist the service 
provider in coordinating services to ensure that the needs of the Child/Youth are met 

i) Assist the Parent(s) or Guardian(s) in making appropriate contacts within the service 
system to achieve special needs planning for a Child/Youth and provide them with 
support in the negotiations 

j) Provision of a procedure for receiving complaints from Children/Youth in residences 
licensed by the Ministry 

k) Work with staff in other ministries in co-operative projects designed to identify and 
study issues of joint concern in service delivery 

l) Liaise with other provinces to facilitate inter-provincial co-operation in the provision of 
services to individual children, youth, and families 

m) Liaise with advocacy organizations, such as the Children’s Foundation for Children and 
the Law and the Advocacy Resource Centre for the Handicapped 

n) Training and provision of information to service providers on behalf of difficult-to-serve 
Children/Youth 
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2. When a Child’s/Youth’s complaint cannot be satisfactorily resolved at the Mnaasged level, 
the Assigned Helper/Children’s Circle of Care Helper will assist the Child/Youth to access the 
following external measures: 

a) Any Child/Youth who is 12 years of age or older, is in a residential or treatment 
placement, and objects to the placement may request a review through the Residential 
Placement Advisory Committee (Child, Youth Family Services Act, section 36 [6b]). The 
Child/Youth may also request that the Residential Placement Advisory Committee 
conduct a review or re-review of a proposed residential placement (Child, Youth Family 
Services Act, section 34 [7]). The Child/Youth must be residing in the Residential 
Placement Advisory Committee’s jurisdiction. 

b) Any Child/Youth may make a complaint to the Child and Family Services Review Board 
(CFSRB). 

c) If a complaint is received regarding an objection to a placement by the Child/Youth, 
Parent(s), or someone else representing the Child/Youth the Assigned Helper/Children’s 
Circle of Care Helper will record the objection in the case notes in the Mnaasged 
Information Management System. 

d) The Assigned Helper/Children’s Circle of Care Helper will immediately inform the 
immediate Supervisor of the complaint and the first-stage response to the identified 
complaint. 

e) Objections to placements will be investigated by the Supervisor and the Alternative Care 
Supervisor and will be resolved, if possible, at the direct service level with all 
investigations and attempts at resolution being recorded. 

3. The Assigned Helper/Children’s Circle of Care Helper will assist the Child/Youth with 
Mnaasged’s Service Complaint Policy and Procedures. 

4. If the objection cannot be resolved at this level, the Assigned Helper/Children’s Circle of 
Care Helper will again advise the Child/Youth of the right to approach the Residential 
Placement Advisory Committee, the Child and Family Services Review Board, and the 
Ombudsman Ontario: Children and Youth Unit. 

5. The Assigned Helper/Children’s Circle of Care Helper and the Supervisor will assist and co-
operate with any review process that they are required to attend and participate in on 
behalf of Mnaasged. 

6. The Assigned Helper/Children’s Circle of Care Helper will obtain the Supervisor’s signature 
for approval, documenting a departure of Standard(s) to determine why the time frame was 
not followed and recording steps that may have been taken to ensure compliance. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Admission/Annual Medical 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards  

 ADMISSION/ANNUAL MEDICAL  

POLICY 

Mnaasged Child and Family Services will ensure that all Children/Youth admitted into 
Care will be seen by a qualified doctor or nurse practitioner within 72 hours of 
admission, annually thereafter, and prior to discharge from Care. All medical records of 
examinations and treatment will be maintained in the Child’s/Youth’s File. 

All regular immunizations as advised by the physician or nurse practitioner will be 
provided to the Child/Youth unless the Parent(s) or Guardian(s) retains a Medical 
Consent Authorization and produces a signed medical or religious exemption indicating 
refusal. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper, in collaboration with the Alternative 
Care Parent(s) or the residential service operated by a licensee, is responsible for scheduling 
appointments for the Child/Youth to be seen by a qualified doctor or nurse practitioner. It is 
preferred that the medical examination be completed by the Child’s/Youth’s usual medical 
practitioner. 

2. The Assigned Helper/Children’s Circle of Care Helper will ensure that the admission medical 
date is recorded and documented in the case file separately from other medical 
examinations. 

3. The Assigned Helper/Children’s Circle of Care Helper will inform the Alternative Care 
Parent(s), or the residential service operated by a licensee, and the Child’s/Youth’s Parent(s) 
or Guardian(s), when appropriate, to accompany the Child/Youth to the medical 
appointments in order to respond to questions and provide additional information required 
by the medical professional. 
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4. The Assigned Helper/Children’s Circle of Care Helper will record all case notes pertaining to 
medical appointments in the Child’s/Youth’s File in the Mnaasged Information Management 
System. This will include appointment dates, the name of the doctor or nurse practitioner, 
immunization record updates, injuries identified, and treatment provided. 

5. Annual Medical Exams must occur prior to the 364th day from the date of the admission 
medical. Example: admission medical was on June 1, 2017; the Annual Medical Exam at the 
latest must occur by May 31, 2018.  

6. The Administrative Assistant for the team will maintain a log and a bring-forward system 
and will send reminder letters to the Alternative Care Parent(s) to ensure that the 
examinations for the annual and required appointments (annual medical, dental, vision, and 
immunization) occur within the prescribed time frames. 

7. Any medical report, follow-up treatment, and recommendations will be included in the 
Child’s/Youth’s Plan of Care concurrently, this includes Annual Medical Reports. 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Admission/Annual Dental Exam/Orthodontics 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards 

ADMISSION/ANNUAL DENTAL EXAM/ORTHODONTICS  

POLICY 

Mnaasged Child and Family Services will ensure that within 90 days of the date of 
admission, the Child/Youth will be seen by a dentist, and annually thereafter, to 
maintain optimal dental health. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper, in collaboration with the Alternative 
Care Parent(s), will schedule the Child’s/Youth’s dental appointments within 90 days of 
admission, and annually thereafter. 

2. The Assigned Helper/Children’s Circle of Care Helper will invite the Parent(s) or Guardian(s), 
as legally required and appropriate, to dental appointments when appropriate to respond 
to questions the dentist may have. 

3. The Assigned Helper/Children’s Circle of Care Helper will need to seek approval from a 
Mnaasged Supervisor for a Child’s/Youth’s dental procedure other than regular cleaning or 
filling of cavities. 

4. When a Child’s/Youth’s legal status is Society, Crown Ward, or Customary Care and the 
dentist makes a recommendation for braces, the Assigned Helper/Children’s Circle of Care 
Helper will request and obtain two Orthodontic Assessments. The Executive Director will 
give final approval for Orthodontics. 

5. Upon discharge from Care, all required dental follow-up information will be provided to the 
Child/Youth (if appropriate) or to the Caregiver. 
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6. The Assigned Helper/Children’s Circle of Care Helper will record all dentist follow-up 
recommendations and information in the Child’s Plan of Care and Social History. 

7. The Assigned Helper/Children’s Circle of Care Helper will obtain the Supervisor’s signature 
for approval and will document any departure from Standards, providing a clear explanation 
of why the Standard was not met and recording any additional steps that were taken. 

8. The Administrative Assistant for the team will maintain a log and a bring-forward system 
and will send reminder letters to the Alternative Care Parent(s) to ensure that the 
examinations and required appointments (annual medical, dental, vision, and 
immunization) occur within the prescribed time frames. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Admission/Annual Optical/Eye Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards  

 ADMISSION/ANNUAL OPTICAL/EYE CARE  

POLICY 

Mnaasged Child and Family Services will ensure that within 90 days of admission, 
Children/Youth in Care are provided optical/eye care as per Ministry requirements. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper, in collaboration with the Alternative 
Care Parent(s), will schedule the Child’s/Youth’s optometrist appointment within 90 days of 
admission, and annually thereafter. 

2. If the Child/Youth requires ongoing optical appointments or corrective eyewear, an 
estimate of the costs will be submitted to the Supervisor and the Senior Manager for review 
and approval. A determination will be made as to the eligibility for coverage through Indian 
and Northern Affairs Canada or the workplace benefits plan of the Parent(s) or Guardian(s), 
if applicable. 

3. If the Child/Youth requires optometrist or ophthalmologist care, the Assigned 
Helper/Children’s Circle of Care Helper will work with the Alternative Care Parent(s) to 
ensure that the Child’s/Youth’s needs are met. 

4. Upon discharge from Care, all required information and follow-up will be provided to the 
Child/Youth (as appropriate) or the Caregiver. 

5. The Assigned Helper/Children’s Circle of Care Helper will record in case notes all eye care 
follow-up recommendations and information and will be documented in the Child’s/Youth’s 
Plan of Care and Social History. 
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6. The Assigned Helper/Children’s Circle of Care Helper will obtain the Supervisor’s signature 
for approval and will document any departure from Standards, providing a clear explanation 
of why the Standard was not met and recording any additional steps that were taken. 

7. The Administrative Assistant for the team will maintain a log and a bring-forward system 
and will send reminder letters to the Alternative Care Parent(s) to ensure that the 
examinations and required appointments (annual medical, dental, vision, and 
immunization) occur within the prescribed time frames. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Admission Assessment and Placement Review 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards 

ADMISSION ASSESSMENT AND PLACEMENT REVIEW   

POLICY 

Mnaasged Child and Family Services will ensure that an Admission Assessment and 
Placement Review is completed for every Child/Youth admitted into the Care of the 
Mnaasged. This document will be utilized to develop the Child’s/Youth’s Plan of Care. 

PROCEDURE 

1. When a Child/Youth is brought into Alternative Care, the Assigned Helper/Children’s Circle 
of Care Helper will complete the admission assessment and placement review within 30 
days of placement and will document the findings in the Child’s/Youth’s File in the 
Mnaasged Information Management System. This document will be utilized to develop the 
Child’s Plan of Care. 

2. The Assigned Helper/Children’s Circle of Care Helper will obtain as much information as 
possible regarding the Child’s/Youth’s needs from the Parent(s) or Guardian(s) at the time 
of admission. The information will include prescribed medications, special needs, or 
allergies that may affect the Child/Youth. 

3. The Assigned Helper/Children’s Circle of Care Helper will gather information regarding the 
Child’s/Youth’s emotional, physical, medical, developmental, social, educational, and 
spiritual needs to be considered by the Helper when selecting an Alternative Care 
Placement. 

4. The Assigned Helper/Children’s Circle of Care Helper will liaise with the Assigned Family 
Circle of Care Helper to review, consider, and document the policy and procedures on 
Maintaining Parental Involvement, and document this in the Child’s/Youth’s Plan of Care. 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 28 

5. At the seventh (7th) day visit, the Assigned Helper/Children’s Circle of Care Helper will have 
a private visit with the Child/Youth and will obtain information from the Alternative Care 
Parent(s) regarding the Child’s/Youth’s transition into the Home. All the information 
gathered will be included in the Child’s Plan of Care and Social History. 

6. The Assigned Helper/Children’s Circle of Care Helper will obtain the Supervisor’s signature. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Admission into Care 

Subject: Child’s/Youth’s Life Book 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards 

CHILD’S/YOUTH’S LIFE  BOOK 

POLICY 

Mnaasged Child and Family Services will ensure that the Life Book of a Child/Youth in 
Care is completed for every Child/Youth that is admitted into the Care of Mnaasged. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will develop the Life Book for the 
Child/Youth in Care and will maintain a copy in the Child’s/Youth’s File. The Alternative Care 
Parent(s) will be trained on the purpose and importance of the Life Book as part of the 
initial training and through ongoing development. 

2. The Life Book will follow the Child/Youth to all Alternative Care placements. The original 
copy of the Child’s/Youth’s Life Book will be provided to the Alternative Care/Customary 
Care Provider caring for the Child/Youth. 

3. The Life Book may contain, but not be limited to, the following: 

a) Birth information, including milestones and development 

b) Descriptive Infancy and Toddler growth experiences 

c) Pertinent health information 

d) A description of the Child’s/Youth’s Parent(s) or Guardian(s) (physical appearance, 
personal interests, and skills) 

e) An honest and sensitive description of the situation that precipitated the Child’s/Youth’s 
separation from family 
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f) Cultural and spiritual events and ceremonies 

g) Pertinent court decisions and dates 

h) Visits and letters from the family 

i) Names of Alternative Care Parents, residences, and so on (e.g., when the Child/Youth 
lived there, how long, and a sensitive description of the reason for moves and other 
relevant information) 

j) Any feelings or observations the child wishes to include 

k) Names of Helpers and the Child’s/Youth’s memories of them 

l) Positive achievements, records, mementos, awards, and recreational activities (e.g., 
sports or club activities, school certificates, and stories) 

m) Records of important anniversaries (e.g., birthday cards and Christmas memories) 

n) Pictures (photographs) of the Child/Youth, Alternative Care Parent(s), siblings, and 
others 

o) Artwork, poems, school report cards, and baptismal records 

p) Videos or audio recordings of the Child/Youth 

4. The Assigned Helper/Children’s Circle of Care Helper will provide a Child’s/Youth’s Life Book 
Kit to the Alternative Care Parent(s) at the 30-day home visit. 

5. The Assigned Helper/Children’s Circle of Care Helper will obtain receipts from the 
Alternative Care Parent(s) for costs related to the Child’s/Youth’s Life Book. 

6. The Assigned Helper/Children’s Circle of Care Helper will process receipts for 
reimbursement using the Request for Payment Forms for Alternative Care Parent’s 
Reimbursements. 

7. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Child’s/Youth’s Life 
Book goes with the Child/Youth when moving to a new placement. 

8. The Assigned Helper/Children’s Circle of Care Helper will create a photocopy of the 
Child’s/Youth’s Life Book and upload the documentation into the Child’s/Youth’s File in the 
Mnaasged Information Management System. 

9. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Life Book is given 
to the Child/Youth at the time of discharge from Mnaasged Care. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 
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SECTION 3: PLACEMENT OF CHILDREN 

Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Placement of Children 

Subject: First Nation Consultation 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

 

FIRST NATION CONSULTATION 

POLICY 

When a referral has been received by Mnaasged Child and Family Services, the 
Assigned Helper must notify the Child’s/Youth’s and family’s First Nation Band 
Representative as soon as possible, verbally or in letter form. Where a protocol has 
been established with the Child’s/Youth’s or the family’s First Nation or Indigenous 
community, it will be followed at all times. 

PROCEDURE 

1. Upon receipt of a referral, the Helper will take measures to identify the Child’s/Youth’s and 
the family’s First Nation or Indigenous communities. 

2. The Assigned Helper will inform the First Nation Band Representative or designate 
immediately upon knowledge of the Child’s/Youth’s and family’s First Nation. Where two-
parent families are members of different First Nations, both Band Representatives are to be 
notified. 

3. The Assigned Helper must also inform the First Nation Band Representative of the following, 
but not limited to, details for the investigative process: 

a) The involuntary or voluntary admission of Children 

b) Placement of Children 
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c) Change of placement 

d) Child’s Plan of Care meeting 

e) Circles/Family Conferences 

f) Status review under Part V (Child Protection) 

g) Temporary Care Agreements 

h) Voluntary Service Agreements 

i) Adoption placements 

j) Safe home declarations 

k) Birth alerts 

l) Serious Incidents/Occurrences within the Alternative Care Parents Program 

4. Wherever possible, the First Nation Band Representative will be present throughout the 
investigative process. 

5. The Assigned Helper will work closely with the family, the First Nation, the First Nation Band 
Representative, and the community service providers when consents have been completed 
to review the existing safety plan that was developed during the investigation as part of the 
ongoing case planning.  

6. The Assigned Helper will arrange, coordinate, collaborate, and discuss the family’s progress 
with the family, the First Nation Band Representative, and the service providers monthly to 
ensure that effective service and engagement is achieved.  

7. Before identifying a case for closure, the Assigned Helper will review the case with the 
family, the First Nation Band Representative, the community service providers, and a 
Supervisor. 

POLICY REFERENCE 
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Department: Children’s Circle of Care, Child 
Protection  

POLICY #: 

Section: Placement of Children 

Subject: Involuntary Admissions into Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

INVOLUNTARY ADMISSIONS INTO CARE 

POLICY 

Mnaasged Child and Family Services will ensure that all least intrusive measures have 
been explored and exhausted to protect the Child/Youth prior to the admission of Care. 

PROCEDURE 

1. Prior to an involuntary admission into Care, the Assigned Helper will consult and obtain 
approval from the immediate Supervisor. If the Helper’s immediate Supervisor is not 
available, the situation must be discussed with another Supervisor, the Senior Manager, or 
the Director of Services. Outside of normal office hours, the After-Hours Supervisor is 
available for consultation and approval. 

2. When the Assigned Helper determines that a Child/Youth is at imminent risk of harm, the 
Helper will immediately intervene to ensure the Child’s/Youth’s safety without the need to 
consult with a Supervisor. The Helper will ensure that the Supervisor is informed at the 
earliest opportunity that an involuntary admission into Care has occurred. 

3. In either circumstance, the Helper and Supervisor must, within 24 hours, seek and obtain 
authorization from the Executive Director or designate to initiate the court application. The 
Executive Director may authorize or direct the following: 

a) Authorize the application 

b) Direct the Helper and the Supervisor to re-engage with the family, the extended family, 
the First Nation Band Representative, and any other relevant parties to seek a 
consensual solution that will maintain the safety and well-being of the Child/Youth 
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without requiring a court application, such as a voluntary placement with extended 
family, Customary Care, or a Temporary Care Agreement 

c) Direct the return of the Child/Youth to the Parent(s) from whom they were brought into 
care 

4. All interventions and services developed by Mnaasged that were based on assessments 
must be reviewed regularly by the Assigned Helper and a Supervisor. The Assigned Helper 
will determine if out-of-home Care is the best choice for the Child/Youth.  

In making this determination, the following criteria is observed: 

a) Whether the immediate physical well-being of the Child/Youth is in question. 

b) Whether there is likelihood of immediate harm through injury or abuse. 

c) Whether the Child’s/Youth’s circumstances can be modified to eliminate or reduce risk. 

d) Determine if the emotional well-being of the Child/Youth is at risk: 

i. Does the Child/Youth exhibit an attachment or identify with the Parent(s) or 
Guardian(s)? 

ii. Does the Child/Youth show severe mood swings, severe anxiety, continuous 
unstable behaviours, withdrawal, or no response? 

5. The ability of the parents to care for the Child/Youth in meeting basic needs (to provide 
food and shelter for the Child/Youth), and the parents refusal to co-operate in addressing 
those needs. 

6. The Child/Youth is refusing to return to the care of the Parent(s) or Guardian(s). 

7. The Child/Youth is showing signs of being out of control in the home of the Parent(s) or 
Guardian(s). 

8. In addition, the Assigned Helper will place the Child/Youth in Care according to the 
guidelines and criteria outlined in section 74 of the Child, Youth and Family Services Act. 

Harm to the Child/Youth that requires child protection intervention includes the following: 

a) Physical, sexual, or emotional abuse or the risk of abuse 

b) Lack of supervision or neglect of the Child’s/Youth’s basic needs 

c) Family violence or there exists serious abuse of alcohol or other substances in the home 
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d) A Child/Youth has been diagnosed or exhibits serious mental health, behavioural, or 
emotional problems or has a history of solvent abuse or risk of suicide 

e) A family that is unable to cope with a Child/Youth’s serious developmental delays. (See 
the Child Youth and Family Services Act, section 74 [2]) 

9. In situations where parents refuse to cooperate or consent to place Children in the Care of 
Mnaasged Child and Family Services, Mnaasged can consider seeking a warrant to bring the 
Child/Youth to a Place of Safety, which is outlined in section 81 of the Child Youth and 
Family Services Act. The Assigned Helper will attempt to obtain a warrant from a Justice of 
the Peace unless there would be substantial risk to the Child’s/Youth’s health and safety 
during the necessary time to obtain the warrant. 

10. Once the determination is made that a Child’s/Youth’s need for protection cannot be met in 
the present home, admission to Care may occur, with or without the agreement of the 
family. Whenever a Child/Youth is to be admitted into Mnaasged Care, Customary Care is 
the preferred option. 

11. At the time of the admission into Care, or as soon as possible thereafter, the Assigned 
Helper will explain to the Parent(s) or Guardian(s) the reasons (child protection concerns) 
the Child/Youth is being taken into the Care of Mnaasged Child and Family Services. The 
Helper will ensure the First Nation Band Representative is notified of the admission into 
Care. 

12. At the time of the admission into Care, the Assigned Helper will make every effort to obtain 
as much information as possible about the Child/Youth: 

a) Obtaining the Child’s/Youth’s identification (Status card, health card, and birth 
certificate) 

b) Inquiring if the Child/Youth is currently on any medication 

c) Inquiring if the Child/Youth has any medical conditions 

d) Inquiring if the Child/Youth has any special needs, such as allergies  

e) Inquiring if the Child/Youth has any fears, habits, or conditions the caregivers should be 
made aware. 

13. The Helper will also obtain any favourite toys, clothes, or belongings of the Child’s/Youth’s, 
which the Child/Youth may need or want. If it is not possible to gather this information at 
the time of the admission into Care, the Helper will make every effort to do so as soon as 
possible afterwards. 
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14. At the time of the admission into Care, the Assigned Helper will inquire and ask the 
Parent(s) or Guardian(s) and the First Nation Band Representative to identify immediate 
family, extended family, or other community members who might be a viable option for 
placement and care. If family is identified, the Helper will obtain consent for the purpose of 
planning and exploring this placement. 

15. The Assigned Helper will provide information to the Parent(s) or Caregiver(s) about the 
Client’s rights and the Mnaasged complaint procedures. 

16. In the event an intervention plan or an alternative plan for care with family cannot be 
identified, the Assigned Helper will place the Child/Youth with a Mnaasged Alternative Care 
Parent(s) and advise the Legal Services Manager for the purpose of obtaining court time and 
filing a protection application within five (5) days of the admission once authorization from 
the Executive Director or designate has been obtained. 

17. If the matter proceeds to court, the Assigned Helper will ensure that the Parent(s) or 
Caregiver(s) and the First Nation Band Representative are notified of the court date and all 
subsequent court dates, and are served the court documents before the initial court date. 

18. When a child has been removed from the home and admitted into Mnaasged Care in an 
emergency, the Assigned Helper will discuss with the family and the First Nation Band 
Representative any available or potential options that will address the risk issues in order 
for the Child/Youth to be returned home and protected within the family. Mnaasged will 
explore all options for the possibility of returning the Child/Youth prior to the initial court 
appearance required within five (5) days of the involuntary admission. The First Nation may 
be able to locate a family to provide care temporarily in a private arrangement. 
Documentation of the immediate and thorough search for extended family or community 
placements must be included as part of the Family’s and Child’s/Youth’s Files. 

19. The Assigned Helper will be responsible for the placement of the Child/Youth and for 
completing the Child Admission Form. If the form is not totally completed at the time of 
placement, the Helper assigned to the Home will ensure that the form is completed, signed, 
and delivered to the Alternative Care Parent(s) the following day. The Administrative 
Assistant will ensure that the required documentation is filed according to licensing 
standards. 

20. When immediate medical attention is required, the Assigned Helper will coordinate the 
examination with the Alternative Care Parent(s). If several Children require attention, the 
Assigned Helper and the Supervisor will collaborate to arrange assistance from other 
Mnaasged Staff. 

21. All necessary medical, dental, and collateral appointments are the responsibility of the 
Assigned Helper. In the event the Assigned Helper makes a medical, dental, or collateral 
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appointment and the Alternative Care Parent(s) is unable to attend, the Assigned Helper will 
be required to attend. 

22. In some instances, Mnaasged will be unable to secure an appropriate local placement at the 
time of the admission into Care; therefore, an Outside Paid Resource (OPR) will be required. 
This type of placement requires the approval of the Executive Director or the Director of 
Services. If it is the initial placement, it will be the responsibility of the Assigned Helper, who 
is known to the Child/Youth, to participate in the placement. 

23. In some situations, obvious safety concerns will exist when considering the transportation 
of Children to placements outside the community. The Assigned Helper will obtain approval 
from the immediate Supervisor to arrange for transportation by open or secure custody 
staff or off-duty police officers on a fee-for-services basis. 

POLICY REFERENCE 

Legal Services Policy and Procedure Manual  
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Placement of Children 

Subject: Place of Safety 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

PLACE OF SAFETY 

POLICY 

Mnaasged Child and Family Services will ensure that only the Executive Director will 
designate a home as a place of safety, and all legislative requirements and child 
protection standards are completed to approve a place of safety for placement of 
Children that require care. 

When a Child/Youth is placed in an approved place of safety, Mnaasged Child and 
Family Services may provide financial assistance to the Kinship, Customary Care, or 
Alternative Care Parent(s) until the Child/Youth returns to the Parent(s) or Guardian(s), 
until protection concerns have been addressed, or a permanency plan has been 
implemented. Support payments to the place of the Safety Caregiver must not exceed 
the regular Alternative Care rate. 

PROCEDURE 

1. The Supervisor and the Senior Manager will provide all relevant information to the 
Executive Director for the purpose of designating a home as a Place of Safety. Immediately 
following this notification, if the Assigned Helper is requesting a Kinship Care Home 
designation, the Helper will initiate a SAFE Home Assessment within 15 days of the 
placement. 

2. The Assigned Helper will complete the following steps when a Place of Safety has been 
identified by the First Nation Band Representative: 

a) Interview the proposed kinship/Customary Care Provider 

b) Private interview with the Child/Youth  
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c) Assessment of the physical home environment 

d) Internal Records Check for proposed Kinship Providers 

e) Police Record Checks 

f) Names of every individual 18 years of age or older who reside in the home and the 
nature of their relationship with the Child/Youth  

3. The Assigned Helper will complete the following steps as soon as possible but within seven 
(7) days following a Child’s/Youth’s placement:  

a) Obtain consent to conduct an Internal Records Check relating to any person who is 18 

years of age or older and resides in the home 

b) Obtain consent from the Parent(s) or Guardian(s) to conduct a more comprehensive 
background check that includes a Police Criminal Record Check with Vulnerable Sector 
Check, and a review of records in Children’s Aid Societies or Indigenous Child Well-being 
Agencies, both within and outside the province. 

4. Within seven (7) days of a Child’s/Youth’s placement in a Place of Safety, the Assigned 
Helper, or other person designated by Mnaasged, must conduct the following: 

a) Visit the home in which the Child/Youth was placed, and meet privately with the 
Child/Youth  

b) Contact every person in the home who is 18 years of age or older and obtain their 
consent to conduct a more comprehensive background check, including a Police 
Criminal Record Check with Vulnerable Sector Check and a review of records in 
Children’s Aid Societies or Indigenous Child Well-being Agencies both within and outside 
the province. 

5. Within 30 days of the Child’s/Youth’s placement in a Place of Safety, the Assigned Helper will 
conduct the following: 

a) An additional visit to the home in which the Child/Youth was placed, and meet privately 
with the Child/Youth  

b) An interview with the primary Caregiver 

c) The completion of a Child’s Plan of Care for the Child/Youth  

d) A criminal and child welfare records check within seven (7) days of obtaining consents 
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Financial Assistance 

1. When a Kinship or Customary Care Place of Safety has been approved by the Executive 
Director or designate, the Assigned Helper, in consultation with a Supervisor, will determine 
the financial support that is required by the Care Provider to meet the Child’s/Youth’s needs 
and stabilize the placement. 

2. When determining the amount and frequency of support, Mnaasged will consider: 

a) The Child’s/Youth’s needs 

b) Health and safety concerns 

c) The availability of assistance from extended family members, community programs, or 
First Nation community services 

3. The Assigned Helper will obtain receipts for any financial costs incurred to accommodate 
the Child/Youth when in a Place of Safety arrangement. If receipts are not provided, 
explanatory notes must be made and maintained within the File. A record of all financial 
support provided to Kinship Care Providers and the Child/Youth will be documented in the 
Kinship Care Family’s File in the Mnaasged Information Management System. 

4. The Assigned Helper will abide by the Alternative Care Policies and Procedures for 
submitting requests for reimbursements to the Kinship Place of Safety Provider when 
approved by the Supervisor. 

POLICY REFERENCE  

Financial Policy and Procedure Manual 

Kinship Care Kinship Service Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Placement of Children 

Subject: Placement of Children 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

PLACEMENT OF CHILDREN 

POLICY 

Mnaasged Child and Family Services will ensure that the Child Admission Form is 
completed for a Child/Youth admitted into the Care of Mnaasged. 

PROCEDURE 

1. The Assigned Helper will ensure that the following information will be included in the 
Child/Youth Admission Form: 

a) The Child’s/Youth’s Indigenous language and culture 

b) The family background and kinship ties 

c) The Child’s/Youth’s religious and spiritual background 

d) The Child’s/Youth’s developmental, emotional, social, medical, and educational needs 

e) The Child’s/Youth’s preferences, interests, abilities, strengths, and weaknesses and any 
known behavioural problems or previous abuse 

f) The proximity of the placement to the Child’s/Youth’s family and community 

g) The expected length of stay, plans for parental contact and visiting, and phone contact 

h) Current medical conditions, medications, allergies, special needs, or disabilities 

2. Upon completion of the Child/Youth admission, the Assigned Helper will forward the 
documentation to the Supervisor for review and approval. 
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3. Once the Child Data Form is completed and approved, the Supervisor will assign a Helper to 
the Child/Youth and input the information in the Mnaasged Information Management 
System. 

4. Once an Alternative Care placement has been identified, the admitting Helper will input the 
address, location, and contact information where the Child/Youth has been placed in the 
Child’s File in the Mnaasged Information Management System. 

5. The completed Child Admission Form will be maintained in the Child’s File in the Mnaasged 
Information Management System. 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Placement of Children 

Subject: Planned Admissions to Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

 PLANNED ADMISSIONS TO CARE 

POLICY 

Mnaasged Child and Family Services will ensure that an appropriate placement will be 
established prior to a Child/Youth being admitted into Care. In all cases of admission, 
the following factors are considered: 

Physical safety of the Child/Youth 

Parent(s) or Guardian(s) willingness and ability to care for the Child/Youth 

Effect on the Child/Youth of removal 

Parent(s) shows willingness to work with Mnaasged 

Social environment 

Physical environment 

PROCEDURE 

1. The Assigned Helper will consult with the Supervisor when a family is requesting a planned 
placement for a Child/Youth. The Supervisor must approve all placements. 

2. The Assigned Helper will make attempts to locate a suitable home within the 
Child’s/Youth’s community in consultation with the biological family and the First Nation 
Band Representative. The Assigned Helper must complete a Request for Alternative Care 
Placement when a suitable placement is not available within the Child’s/Youth’s 
community or extended family. 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 45 

3. When an Alternative Care Placement has been determined, the information will be 
provided to the Assigned Helper. The Assigned Helper will inform the First Nation Band 
Representative and the Parent(s) or Guardian(s) of the Alternative Care arrangement. 
When the Assigned Helper believes that the Child/Youth may be uncooperative, the 
Assigned Helper may request the assistance of the Police to transport the Child/Youth. 
(Refer to Policy Transportation of High-Risk Children.) 

4. The Assigned Helper will inform the Parent(s) or Guardian(s) of the placement 
arrangements and prepare the Child/Youth for the move with the following information: 

a) Name(s) and address of the Alternative Care Parent(s) 

b) Local school 

c) Other children residing in the Alternative Care Parent(s) 

d) Birth certificate, status card, and health card of the Child/Youth  

e) Prescription medications the Child/Youth is taking 

f) Request Parent(s) or Guardian(s) to sign consents to dispense medication 

g) Find out if the Child/Youth has any special needs and allergies 

h) Allow the Child/Youth to pack clothes and belongings to assist the Child/Youth in feeling 
safe (e.g., special toy or blanket)  

i) Upon arrival at the Alternative Care Parent(s), the Assigned Helper will provide a brief 
orientation of the home in cooperation with the Alternative Care Parent(s) 

5. Once the child has been admitted into Care, the Assigned Helper will complete the 
following: 

a) The Child Care Data Form in the Mnaasged Information Management System within 24 
hours of being admitted into Care 

b) A preliminary assessment within 21 days of admission 

c) An admission Social History, which will reflect the Child’s/Youth’s history and family, 
within 21 days 

d) Arrange for the Child’s/Youth’s admission medical within 72 hours of placement in a 
group setting and as soon as practical for an Alternative Care Home placement 

e) Contact the Office of the Registrar General to provide verification of birth 
documentation, where applicable 
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6. In all cases the admitting Helper will accompany the Child/Youth to the alternative 
Caregiver Home or Placement Resource. 

7. The Assigned Helper will document all supervisory decisions in case notes and include the 
date and time of the supervisory consultation in the Child’s/Youth’s File in the Mnaasged 
Information Management System. 

8. The Assigned Helper will complete all case notes and recordings in the Child’s/Youth’s File in 
the Mnaasged Information Management System. 

POLICY REFERENCE  
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Department: Children’s Circle of Care POLICY #: 

Section: Placement of Children 

Subject: Child and Family Identification 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

CHILD AND FAMILY IDENTIFICATION 

POLICY 

Mnaasged Child and Family Services will ensure that when a Child/Youth has been in 
Care for more than 30 days, and the Helper has been unable to obtain identification 
cards from the Parent(s) or Guardian(s), the Assigned Helper will begin the process for 
obtaining the health card, Status card, birth certificate, and other identification. 
Consents will be requested by the Assigned Helper from the Parent(s) or Guardian(s) 
for the appropriate Agency or Ministry Office. 

PROCEDURE 

1. The Assigned Helper will obtain the Child’s/Youth’s identification cards from the Parent(s) 
or Guardian(s) at the time of admission or as soon as possible thereafter. The Helper will 
document in a case note that the identification cards were discussed and will input this in 
the Child’s File in the Mnaasged Information Management System. 

2. The Assigned Helper will provide blank forms for the Child’s/Youth’s identification cards 
required and assist the Parent(s) or Guardian(s) to complete and submit the Mnaasged 
Information Management System forms no later than 14 days from the time the 
Child/Youth came into Care. 

3. The Assigned Helper will work in collaboration with the First Nation Band Representative to 
obtain or apply for a First Nation’s Status and inclusion in the First Nation membership. 
Prior to this, the Assigned Helper will obtain a Consent for Release of Information from the 
Parent(s) or Guardian(s). If a Parent is deceased, a copy of the Death Certificate may be 
required as part of applying for the Child’s/Youth’s Status. 

4. The Assigned Helper will assist the Parent(s) or Guardian(s) in seeking financial support, if 
necessary, to cover costs related to application forms from the First Nation. If required, 
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Mnaasged may provide financial assistance with prior approval from a Supervisor. If 
approved, the Assigned Helper will complete a Request for Payment Form if there is a fee 
for the identification card. The Supervisor will forward the request to the Finance 
Department for processing. 

5. The Finance Clerk will mail the documentation to the proper Agency or Ministry Office.  

6. Upon receipt of the documentation, the Administrative Assistant will photocopy and 
forward the identification to the Assigned Helper responsible for the Child’s/Youth’s File. 
The Assigned Helper will maintain the original in the Child’s/Youth’s File, a photocopy will 
be placed in the Child’s/Youth’s File in the Mnaasged Information Management System, and 
a photocopy will be provided to the Alternative Care Parent(s). 

7. The Alternative Care Parent(s) will be instructed to ensure that the documents are safe and 
follow the Child/Youth when leaving Mnaasged’s Care. 

POLICY REFERENCE  

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Placement of Children 

Subject: Planned Admissions to Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

  PLANNED ADMISSIONS TO CARE  

POLICY 

Mnaasged Child and Family Services will ensure that an appropriate placement will be 
established prior to a Child/Youth being admitted into Care. In all cases of admission, 
the following factors are considered: 

a) Physical safety of the Child/Youth 

b) Parent(s) or Guardian(s) shows willingness and ability to Care for the Child/Youth 

c) Effect on the Child/Youth of removal 

d) Parent(s) or Guardian(s) shows willingness to work with Mnaasged 

e) Social environment 

f) Physical environment 

PROCEDURE 

1. The Assigned Helper will consult with the Supervisor when a family is requesting a planned 
placement for a Child/Youth. The Supervisor must approve all placements. 

2. The Assigned Helper will make attempts to locate a suitable home within the 
Child’s/Youth’s community in consultation with the biological family and the First Nation 
Band Representative. The Assigned Helper must complete a Request for Alternative Care 
Placement when a suitable placement is not available within the Child’s/Youth’s community 
or extended family. 
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3. When an Alternative Care Placement has been determined, the information will be 
provided to the Assigned Helper. The Assigned Helper will inform the First Nation Band 
Representative and the Parent(s) or Guardian(s) of the Alternative Care arrangement. When 
the Assigned Helper believes the Child/Youth may be uncooperative, the Assigned Helper 
may request the assistance of the Police to transport the Child/Youth. (Refer to Policy 
Transportation of High-Risk Children.) 

4. The Assigned Helper will inform the Parent(s) or Guardian(s) of the placement 
arrangements and will prepare the Child/Youth for the move to the Alternative Care 
placement with the following: 

a) Provide the Child/Youth with the name(s) and address of the Alternative Care Parent(s) 

b) Local school 

c) Inform the Child/Youth of other Children residing in the Alternative Care Home 

d) Gather the birth certificate, the Status card, and health card of the Child/Youth 

e) Obtain prescription medications that the Child/Youth is currently taking 

f) Request the Parent(s) or Guardian(s) to sign consents to dispense the medication 

g) Find out if the Child/Youth has any special needs or allergies 

h) Allow the Child/Youth to pack clothes and belongings to assist the child in feeling safe 
(e.g., special toy or blanket)  

i) Upon arrival at the Alternative Care Home, the Assigned Helper will provide, in 
cooperation with the Alternative Care Parent(s), a brief orientation of the Home. 

5. Once the Child/Youth has been admitted into Care, the Assigned Helper will complete the 
following: 

a) The Child Care Data Form in the Mnaasged Information Management System within 24 
hours of the Child/Youth being admitted into Care 

b) A preliminary assessment within 21 days of admission 

c) An Admission Social History, which will reflect the Child/Youth’s history and family, 
within 21 days 

d) The Child’s/Youth’s Admission Medical, within 72 hours of placement in a group setting 
and as soon as practical for an Alternative Care Home placement 
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e) Contact with the Office of the Registrar General to provide verification of birth 
documentation, where applicable 

6. In all cases, the Admitting Assigned Helper will accompany the Child/Youth to the 
Alternative Care Parent(s) Home or Placement Resource. 

7. The Assigned Helper will document all supervisory decisions in case notes and include the 
date and time of the supervisory consultation in the Child’s/Youth’s File in the Mnaasged 
Information Management System. 

8. The Assigned Helper will complete all case notes and recordings in the Child’s/Youth’s File in 
the Mnaasged Information Management System. 

POLICY REFERENCE 
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Placement of Children 

Subject: Authority for Signing Medical Consents 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

 

AUTHORITY FOR SIGNING MEDICAL CONSENTS    

POLICY 

Mnaasged Child and Family Services must ensure that the appropriate consents are 
signed for medical examinations and treatment for Children in Care. 

PROCEDURE 

1. The intent of this procedure is to clarify who can sign for medical examinations and 
treatments for Children in the Care of Mnaasged Child and Family Services. This procedure 
is to be used by all Employees, including After-Hours Helpers. All medical consents can only 
be signed after the person responsible has been made fully aware of the procedures, the 
implications, and when they can give an informed consent. 

NOTE: Authority to Sign Medical Consents is based on the Legal Status of the Child 

POLICY REFERENCE  
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Status Authority to Sign 

Crown Ward/Extended Society Care Mnaasged Child and Family Services 

Society Ward/Interim Society Care Mnaasged Child and Family Services 

In Care – Interim Court Order 
Mnaasged Child and Family Services and Parent(s) or 
Guardian(s) 

Temporary Care Agreement Parent(s) or Guardian(s) unless agreement specifies Mnaasged 

Special Needs Agreement Parent(s) or Guardian(s) unless agreement specifies Mnaasged 

Customary Care Authority detailed within each agreement 

2. The Assigned Helper will make efforts to involve the Parent(s) or Guardian(s) in the process. 
No matter the status of the Child/Youth or the nature of the treatment, the following 
general criteria are required, which are based on the nature of the medical treatment and 
are used to determine which Mnaasged Personnel can sign the consent for a Child/Youth in 
Care. 

Type of Procedure Authorization Assigned Helper 

Medical Examination Supervisor Yes 

Treatment – No Anesthetic Supervisor Yes 

Treatment – Anesthetic Supervisor/Senior Manager No 

Life-Threatening Procedures Director of Services No 

Admission to Psychiatric Facility Director of Services Yes 

Psychiatric Treatment Not Involving Intrusive 
Procedures 

Director of Services Yes 

Psychiatric Treatment Involving Intrusive Procedures 
(e.g., ECT) 

Director of Services No 

 

3. These guidelines are very general, and all situations must be carefully reviewed. Some 
procedures not requiring anesthetic can be life-threatening, whereas others that do may be 
very minor procedures. All cases having a potential to develop into serious issues must be 
brought to the attention of the Senior Manager or the Director of Services. 

4. Photocopies of all signed consents will be placed in the Child/Youth Care Files. 

5. When a Child/Youth is being admitted to a psychiatric or a mental health facility, several 
consents will need to be signed. 
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6. The consent for intrusive procedures, including psychotropic drugs, should be signed at the 
point in time the doctor or the psychiatrist is recommending the procedure. 

7. Any incidents regarding life-threatening procedures or psychiatric treatment require the 
consultation and approval from the Director of Services, which include the following: 

a) Life-threatening procedures 

b) Admission to a psychiatric facility 

c) Psychiatric treatment not involving intrusive procedures 

d) Psychiatric treatment involving intrusive procedures (e.g., ECT) 

EMERGENCY SERVICES 

1. The Assigned Helper/Children’s Circle of Care Helper will instruct the Alternative Care 
Parent(s) or the residential service operated by a licensee to notify Mnaasged as soon as 
possible if the Child/Youth requires emergency medical services. 

2. The following table outlines who is the consenting authority for Children in Care. The 
Assigned Helper/Children’s Circle of Care Helper will use this table to determine signing 
authority. 

Status Authority to Sign 
Crown Ward/Extended Society 
Care 

Mnaasged Child and Family Services 

Society Ward/Interim Society Care Mnaasged Child and Family Services 

In Care – Interim Court Order 
Mnaasged Child and Family Services and Parent(s) or 
Guardian(s) 

Temporary Care Agreement 
Parent(s) or Guardian(s) unless Agreement specifies 
Mnaasged 

Special Needs Agreement 
Parent(s) or Guardian(s) unless Agreement specifies 
Mnaasged 

Customary Care Agreement Authority detailed within the Agreement 

3. When a medical emergency is reported, the Assigned Helper/Children’s Circle of Care 
Helper will document the information and consult with the Supervisor to determine if a 
Serious Occurrence Report is deemed necessary. If the medical emergency is deemed a 
Serious Occurrence, the Assigned Helper/Children’s Circle of Care Helper will refer to the 
Serious Occurrence Policy and follow it as outlined. 

4. The Assigned Helper/Children’s Circle of Care Helper will notify a Supervisor when there is a 
problem with medical professionals refusing medical consents from Mnaasged. If not 
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available, another Supervisor or the Senior Manager will be contacted immediately for 
assistance and direction. 

5. The Supervisor or the Senior Manager will contact the medical professional immediately to 
address concerns regarding the refusal of medical consents. Once the issue has been 
resolved, the Supervisor will inform the Senior Manager. The Supervisor will then inform 
the Assigned Helper/Children’s Circle of Care Helper to proceed with the medical 
appointment. 

6. The Assigned Helper/Children’s Circle of Care Helper will obtain Medical Reports or 
documentation provided by the medical professional when a Child/Youth in Care is 
admitted into hospital. 

7. When a Child/Youth is admitted into hospital, the Assigned Helper/Children’s Circle of Care 
Helper will obtain all medical reports and will keep a daily log of information provided by 
the medical professionals. 

8. The Assigned Helper/Children’s Circle of Care Helper will notify the Parent(s) or Guardian(s) 
as soon as possible of a medical emergency when a Child/Youth in Care is under a 
Temporary Care Agreement or Special Needs Agreement. 

9. When a Child/Youth is in Care and their legal status is Society/Interim Society Care or 
Crown/Extended Society Care with Access, the Assigned Helper/Children’s Circle of Care 
Helper will notify the Parent(s) or Guardian(s) within 24 hours of the incident. 

10. The Assigned Helper/Children’s Circle of Care Helper will obtain the discharge summary and 
other documentation provided by the hospital and file these in the Child’s/Youth’s File in 
the Mnaasged Information Management System. 

11. When updated medical documentation is provided to Mnaasged, the Assigned 
Helper/Children’s Circle of Care Helper will update all medical information into the Social 
History recording in the Mnaasged Information Management System. 

12. The Assigned Helper/Children’s Circle of Care Helper will obtain the Supervisor’s signature 
for approval and will document any departure from Standards, providing a clear explanation 
of why the Standard was not met and recording any additional steps that were taken. 

13. Discharge medical examinations will be completed for Children who have not had a 
complete physical examination within the previous 90 days. 

14. Discharge medical examinations will be completed on all Children under one (1) year of age 
or any Child/Youth with specified medical needs, regardless of the date of the last medical. 

15. Discharge medical examinations will be completed on all Children being discharged home if 
the Child/Youth was abused in that home prior to admission. 
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16. All medical information will be shared with the Caregiver(s) upon discharge from Care. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Placement of Children 

Subject: Maintaining Parental Involvement 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

MAINTAINING PARENTAL INVOLVEMENT  

POLICY 

Mnaasged Child and Family Services recognizes the importance of the Child’s/Youth’s 
Parent(s) or Guardian(s) and kinship ties and encourages the Parent(s) or Guardian(s) 
to be involved with decisions made, wherever possible and practical and in the 
Child’s/Youth’s best interests, regarding the Child’s/Youth’s admission to Care and the 
Child’s Plan of Care. 

The Parent(s) or Guardian(s) of the Child/Youth in Care is the signing party to the 
Mnaasged Child and Family Services Customary Care Agreement and will be involved in 
the planning for the Child/Youth in Care. Mnaasged Child and Family Services will 
endeavour to provide the Child’s/Youth’s Parent(s) or Guardian(s) with the opportunities 
to increase the capacity to parent and to demonstrate the commitment to resume care 
of the Child/Youth when this is part of the Child’s/Youth’s Plan of Care. 

PROCEDURE 

1. The Assigned Helper is required to explain and discuss the following issues with the 
Parent(s) or Guardian(s): 

a) Is this a voluntary or involuntary placement? 

b) What type of Care is the Assigned Helper considering? 

c) What will be the legal status? 
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d) What rights and responsibilities will the Parent(s) or Guardian(s) have while the 
Child/Youth is in Care? 

e) When do you expect the Child/Youth to return home? 

f) What is the plan for family visits? 

g) The Assigned Helper will encourage the Parent(s)/Caregiver(s) to maintain support and 
reassure the Child/Youth while in Care. 

2. The parental involvement with the Child/Youth may include the following: 

a) Sign the Customary Care Agreement  

b) Arrange pre-placement activities (selection of the type of placement, obtaining pre-
admission medicals, and accompanying the Child/Youth on pre-placement visits, where 
appropriate) 

c) Maintain contact with the siblings and ensure follow-up is done in the planning for Care 
process 

d) Encourage attendance at case conferences and participation in the Child’s/Youth’s Plan 
of Care 

e) Enter counselling with the Child/Youth, aimed at resolution for the family either through 
return of the Child/Youth or acceptance of the separation 

f) Participate in the planned visiting schedule, which may be supervised 

g) Transport the Child/Youth to and from visits, where appropriate 

h) Arrange or accompany the Child/Youth to special events 

i) Provide visits for special events (e.g., birthdays and Christmas)  

j) Assist in the development of a Life Book for the Child/Youth that contains descriptions 
of the Child’s/Youth’s family background history, pictures, and so on 

3. Arrangements will be made by the Assigned Helper to include the family in the decision-
making process, the assigned family Helper will liaise with the Assigned Helper for the 
Child/Youth to review, consider, and document decisions and outcomes of this procedure in 
the Child’s Plan of Care and the family service plan. This includes, but is not limited to, the 
following: 

a) Involvement in the Child’s/Youth’s Plan of Care 
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b) Attendance at case conferences, circles, or planning meetings 

c) Involvement in selecting a placement for the Child/Youth  

d) Involvement in all preparatory steps toward placement (e.g., pre-placement visiting) 

4. There will also be opportunities for the Child’s/Youth’s own family to have regular 
involvement with the Child/Youth. This can include the following: 

a) Planned visits 

b) Arrangement for the Parent(s) or Guardian(s) to accompany the Child/Youth to special 
events 

c) Arrangement for the Parent(s) to accompany the Child/Youth to medical and dental 
appointments 

d) Joint counselling with the Parent(s) and Child/Youth aimed at resolution for the family, 
either through the return of the Child/Youth to the family or the acceptance of 
separation 

e) Allowing the Parent(s) or Guardian(s) to make significant purchases for the Child/Youth 
(e.g., clothing and toys) 

f) Parent(s) or Guardian(s) making payments for components of the Child/Youth Care 

g) Regular phone contact and letters 

h) Financial contributions to the Care of the Child/Youth 

i) Regular contributions to the Child’s/Youth’s Life Book  

j) Gifts purchased for special events (e.g., birthdays, Christmas) 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

Financial Policy and Procedure Manual 
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Department: Child in Care, Child Protection POLICY #: 

Section: Placement of Children 

Subject: Katelynn’s Principle-Decision Making Affecting a Child 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Child, Youth and Family Services Act: Bill 57, Katelynn’s Principle Act, 2016 

KATELYNN’S PRINCIPLE-DECISION MAKING AFFECTING A CHILD  

POLICY 

Mnaasged Child and Family Services honours the memory of Katelyn Sampson. She was 
seven years old when she died from being brutally abused over many months by her 
legal guardians. Many factors contributed to Katelynn’s vulnerable situation and to her 
case not being addressed by the authorities. The jury in the coroner’s inquest into her 
death made 173 recommendations for preventing another tragic death. The first 
recommendation, referred to as Katelynn’s Principle, places Children at the centre of 
decisions affecting them.  

The issue of barriers requires mandatory regular reviews at all case planning meetings, 
Circles, or family case conferences. 

PROCEDURE 

KATELYNN’S PRINCIPLE  

1. The Child/Youth must be at the centre of the decision. 

2. The Child/Youth is an individual with rights. The Child/Youth must always be seen, the 
Child’s/Youth’s voice must always be heard, and the Child/Youth must be listened to and 
respected. 

3. The Child’s/Youth’s heritage must be taken into consideration and respected. Attention 
must be paid to the broad and diverse communities defined by matters such as race, 
ethnicity, religion, language, and sexual orientation. 
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4. Actions must be taken to ensure that Children/Youth who can form their own views is able 
to express those views freely and safely about matters affecting them. 

5. The Child’s/Youth’s views must be given weight in accordance with the Child’s/Youth’s age 
and maturity. 

6. In accordance with the Child’s/Youth’s age and maturity, the Child/Youth must be given the 
opportunity to participate before any decisions affecting the Child/Youth are made, 
whether the participation is direct or through a support person or representative. 

7. In accordance with the Child’s/Youth’s age and maturity, the Child/Youth must be engaged 
through honest and respectful dialogue about how and why a decision affecting them is 
made. 

8. Every person who provides services to Children or services affecting Children is a Child 
Advocate. Advocacy may be a Child’s/Youth’s lifeline, and it must occur from the point of 
first contact and on a continuous basis thereafter. 

POLICY REFERENCE 

 

 

 

  



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 62 

Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Placement of Children 

Subject: Child Tax Credit 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Child, Youth and Family Services Act  

CHILD TAX CREDIT   

POLICY 

When Children are placed in the Care of an Alternative Care Parent(s), Mnaasged Child 
and Family Services will apply for the Ontario Child Tax Equivalent Benefit. 

PROCEDURE 

The following steps will occur whenever a Child/Youth is placed in the Care of Mnaasged: 

1. The Assigned Helper, who initiates taking a Child/Youth into Care, will notify the Parent(s) 
or Guardian(s) that the Child Tax Credit will be diverted to Mnaasged within five (5) days of 
coming into Care if the Child/Youth is not returned to the Parent(s) or Guardian(s). 

2. The Assigned Helper, upon meeting with the Parent(s) or Guardian(s) will review the Child 
Tax Credit Policy and Procedures. 

3. Following the notification to the Parent(s) or Guardian(s), the Assigned Helper will notify the 
Supervisor, who will then inform the Finance Department of an admission into Care. 

4. The Finance Clerk, upon the monthly review of the Mnaasged Information Management 
System Admission Report, will advise Revenue Canada of the date Mnaasged “started to 
maintain the child.” 

5. The Assigned Helper will advise the Parent(s) or Guardian(s) via letter that Mnaasged has 
applied for the Child Tax Benefit for the Child(ren)/Youth. A copy of Mnaasged’s Appeal 
Pamphlet will be included with the letter. 
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6. When the Child/Youth is discharged from Care, the Finance Department, upon the monthly 
review of the Mnaasged Information Management System Discharge Report, will advise 
Revenue Canada of the date that Mnaasged “ceased to maintain the child.” 

7. During the reunification Circle/Case Conference, the Assigned Helper will provide the 
Parent(s) or Guardian(s) the forms for the Child Tax Credit and will assist the Parent(s) or 
Guardian(s) in completing the forms in the Mnaasged Information Management System, as 
necessary. 

POLICY REFERENCE 

Child Protection Policy and Procedure Manual 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Placement of Children 

Subject: Rights of a Parent or Guardian 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

 RIGHTS OF A PARENT OR GUARDIAN 

POLICY 

Mnaasged Child and Family Services will ensure that the Parent(s) or Guardian(s) of the 
Child/Youth is aware of the Child’s/Youth’s rights and responsibilities in Care. This can 
assist in an advocacy role or in clarifying exactly what to expect while the Child/Youth is 
in Care. Therefore, upon admission to Care, the Assigned Helper is required (except 
where prohibited by the Court) to contact the Child’s/Youth’s family or person with 
lawful custody and inform the Parent(s) or Guardian(s) of the rights and responsibilities, 
as well as those of the Children in Care, and Mnaasged Child and Family Services 
complaint procedure. 

PROCEDURE 

1. The Assigned Helper will inform and document the following: 

a) Within five (5) days of the Child’s/Youth’s admission into Care, inform the Parent(s) or 
Guardian(s) of the parental rights, or what certain rights are retained if a Court Order 
has removed parental rights, as follows: 

i. The right to direct the education of the Child/Youth 

ii. The right to recommend and direct spiritual guidance in the Child’s/Youth’s Plan of 
Care  

iii. The right to direct the religious upbringing of the Child/Youth 

iv. The right to give or refuse consent for medical treatment for the Child/Youth 
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b) Inform the Parent(s) or Guardian(s) of being one of the signing parties to the Customary 
Care Agreement, if applicable 

c) The Child’s/Youth’s rights and responsibilities while in Care 

d) The complaint procedure will be provided to the Parent(s) or Guardian(s) and the 
Child/Youth 

e) The team Administrative Assistant will mail a form letter and the Child’s/Youth’s Rights 
in Care Booklet to the Parent(s) or Guardian(s) within five (5) days of a Child/Youth 
coming into Care. 

f) The Assigned Helper will document the date and time of when the Parent(s) or 
Guardian(s) was informed of the rights and will record in the Parent(s) or Guardian(s) 
File in the Mnaasged Information Management System. 

POLICY REFERENCE  
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SECTION 4: LEGAL STATUS  

Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Legal Status 

Subject: Temporary Care Agreements 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Child, Youth and Family Services Act  

 TEMPORARY CARE AGREEMENTS 

POLICY 

The Temporary Care Agreement is a legal agreement through which the Parent(s) or 
Guardian(s) voluntarily agree to place the Child/Youth into the Care of Mnaasged Child 
and Family Services and to be placed in an appropriate placement as determined by 
Mnaasged. 

For Indigenous Youth who are not members of a First Nation, Customary Care is at this 
time not an option. As well, even within First Nations there are some who do not 
practice formal Customary Care. For Children/Youth and families from such 
communities, the Temporary Care Agreement is the only option to a court application 
when a Child/Youth must come into Care. 

The Temporary Care Agreement may also be used when a Customary Care Agreement 
is not immediately available. The Helper can plan to formalize a Customary Care 
Agreement and the Temporary Care Agreement would terminate once the Customary 
Care Agreement is completed. 

If a Child/Youth 12 years of age or older refuses to participate in a Temporary Care 
Agreement or refuses to sign the Agreement, then the Temporary Care Agreement will 
not be valid and other options will need to be explored. 

PROCEDURE 

1. A Temporary Care Agreement may be signed for up to six (6) months. It can be further 
extended for another six (6) months. The total combined length of consecutive Temporary 
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Care Agreements may not exceed 12 months for Children younger than six (6) years old and 
24 months for Children older than six (6) years old. 

2. If a Child/Youth under a Temporary Care Agreement needs to be in Care for more than the 
allowable time and with no success after reviewing the possibility of entering into a 
Customary Care Agreement, the matter will be taken to Family Court through an application 
for Extended Society Care, provided approval is given by the Executive Director or 
designate. 

3. Under the requirements of section 75(5) of the Child, Youth and Family Services Act, the 
following must be observed: 

Term of agreement limited 

(5) No temporary care agreement shall be made for a term exceeding six months, but the 

parties to a temporary care agreement may, with a Director’s written approval, agree 

to extend it for a further period or periods if the total term of the agreement, as 

extended, does not exceed 12 months. 

Time limit 

(6) No temporary care agreement shall be made or extended so as to result in a child 

being in a society’s care and custody, for a period exceeding, 

 (a) 12 months, if the child is younger than 6 on the day the agreement is entered into 

or extended; or 

 (b) 24 months, if the child is 6 or older on the day the agreement is entered into or 

extended. 

Calculating time in care 

(7) The time during which a child has been in a society’s care and custody pursuant to the 

following shall be counted in calculating the period referred to in subsection (6): 

 1. An interim society care order made under paragraph 2 of subsection 101 (1). 

 2. A temporary care agreement under subsection (1) of this section. 

 3. A temporary order made under clause 94 (2) (d). 

Previous periods to be counted 

(8) The period referred to in subsection (6) shall include any previous periods that the 

child was in a society’s care and custody as described in subsection (7) other than 

periods that precede a continuous period of five or more years that the child was not 

in a society’s care and custody. 

Authority to consent to medical treatment may be transferred 

(9) A temporary care agreement may provide that, where the child is found incapable of 

consenting to treatment under the Health Care Consent Act, 1996, the society is 

entitled to act in the place of a parent in providing consent to treatment on the child’s 

behalf. 

a) The Assigned Helper will complete the Temporary Care Agreement and ensure that it is 
signed by the Child’s/Youth’s Parent(s) or Guardian(s)/legal guardian, the Child/Youth 12 
years of age or older, and Mnaasged. 

b) The Assigned Helper will consult and obtain the First Nation Band Representative’s 
signature on the Temporary Care Agreement. 
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c) A Temporary Care Agreement must not be utilized in cases of abuse. 

POLICY REFERENCE 
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SECTION 5: SERVING CHILDREN IN CARE 

Department: Child in Care, Child Protection POLICY #: 

Section: Serving Children in Care 

Subject: Formal Customary Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Internal 

FORMAL CUSTOMARY CARE  

POLICY 

Mnaasged Child and Family Services mission and mandate is to place Children with 
family and community first, with a preference to utilize Customary Care above all other 
permanency options. 

It is the desire of Mnaasged Child and Family Services that Formal Customary Care 
Agreements are reached for eligible Children/Youth before any court applications are 
required. 

Respecting that each community has their own values and beliefs and ways of doing 
things, the Mnaasged Child and Family Services has developed protocols with each First 
Nation within its jurisdiction that outlines the specific steps necessary when proceeding 
with a Customary Care Agreement. Mnaasged Child and Family Services may also reach 
agreements with First Nations outside their jurisdiction that address Customary Care 
planning for Children from those communities residing within Mnaasged’s catchment 
area. 

PROCEDURE 

1. The Initial Assigned Helper will discuss Customary Care options with the biological family 
and the First Nation Band Representative when a Child/Youth is deemed in need of 
protection and an alternative placement is required. 

2. There is no limit to the number of times that a Customary Care Agreement can be extended. 
The Agreement can be in effect until the Child’s/Youth’s 18th birthday, upon which a 
Continued Care Support for Youth Agreement (CCSY) can be negotiated.  
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3. When potential Customary Care Families have been identified, the Assigned Helper will 
discuss the options with the Supervisor. 

4. The Assigned Helper may place the Child/Youth in the Home as a Place of Safety for up to 
60 days if no immediate safety risks have been identified. During this time, a Home 
Assessment must be started if the proposed Customary Care Provider Parent(s) or 
Guardian(s) and the First Nation Band Representative agree to a Customary Care 
Agreement.  

5. Prior to the 60th day, the Assigned Helper must initiate and complete the Home 
Assessment Process.  

6. The Assigned Helper will process the Resource Inquiry and Application Report. Steps for 
processing an application are as follows: 

a) Open an Alternative Care Parent(s) File and input all information in the Mnaasged 
Information Management System 

b) Cross reference all names on the Client Data Base 

c) Forward to the Supervisor for approval 

d) The Supervisor will ensure the following: 

i. Review the Resource Inquiry and Application Report and the data base 

ii. Assign an Assigned Helper, if approved 

iii. If not approved, the Supervisor will forward a letter within five (5) business days 
stating not to proceed, and the letter will be put on file. 

7. The Assigned Helper will complete the following tasks: 

a) Contact the family and the First Nation Band Representative to arrange a meeting to 
begin the Home Assessment Process prior to the 60th day of the Place of Safety 

b) Collect identifying information on all persons older than 18 years of age residing in the 
home 

c) Obtain consents from all persons older than 18 years of age residing in the home to 
complete the checks for the Canadian Police Information Centre (CPIC) and other 
Children’s Aid Society involvement 
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d) Conduct an internal Children’s Aid Society records check, along with an Ontario 
Provincial Fast Track Scan for each person older than 18 years of age residing in the 
home 

e) Assist all persons aged 18 years or older to contact the local police to complete the 
Criminal Records Check within seven (7) days of securing the consents and review this 
information within seven (7) days of receiving it. The information will be documented in 
case notes along with any decisions or actions taken with respect to this information 

f) Determine the nature of the relationship between the Child/Youth and each person 
aged 18 years or older residing in the home 

g) Conduct a personal interview with the proposed primary Customary Care Caregiver 

h) Conduct a private interview with the Child/Youth, depending on the age and 
developmental capacity 

i) Conduct a physical assessment of the home environment 

j) Complete, in case note format, an evaluation of the proposed Customary Care service 
home based on the Customary Care Family’s strengths, needs, resources, and possibility 
of offering a permanent plan, if needed, no later than 30 days after receiving the 
referral  

k) The evaluation will include any procedures not followed (including reasons) and any 
additional steps taken 

l) Record all information on the proposed Customary Care Caregiver's File in the 
Mnaasged Information Management System. 

8. Other references will be sought if deemed necessary and after obtaining appropriate 
releases from the applicants. In addition, the Assigned Helper will discuss the importance of 
references as an integral part of the assessment process and will request consents and 
contact information for the following: 

a) Medical reference 

b) Three personal community references 

c) Employer reference 

d) Other references, as deemed necessary 

The applicant is required to complete the following: 
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a) Consent to an Internal Protection File Check and Ontario Provincial Fast Track Scan to be 
completed before the initial visit 

b) Complete a Police Criminal Record Check 

c) Provide the consent for release for a medical reference  

d) Provide three personal community references 

e) The Assigned Helper will contact the references by mail or by telephone 

9. Within 30 days of receiving information that the Child/Youth is living in a Customary Care 
Home, the Assigned Helper or a person designated by Mnaasged will visit the Home, meet 
in private with the Child/Youth as appropriate to the age and developmental capacity, 
interview the primary caregiver, and obtain the supervisory review and approval of the 
Customary Care Plan of Service. 

10. If a Child/Youth has been moved by the family into a Customary Care Home before 
screening and assessment could occur, and it is determined that the Child/Youth is in need 
of protection in the Customary Care Home, immediate action as per the Ontario Child 
Protection Standards (2016) must be taken to ensure the safety of the Child/Youth. 

11. Where a complaint is received regarding the care provided to the Child/Youth by the 
Customary Care Caregiver, the information will be forwarded immediately to the Assigned 
Helper and the appropriate assessment and investigation steps will occur. 

12. The initial interview with the Primary Caregiver, as well as interviews with all other persons 
living in the home, including interviews with other children/youth and adults, focuses on 
the primary needs of the Child/Youth and the ability of the Caregiver(s) to meet these 
needs. To complete the assessment, the interviewer will gather the following information 
related to the Caregiver(s): 

a) Relationship to the Child/Youth 

b) Relationship to the Child’s/Youth’s Parent(s); understanding the circumstances and 
perspective of the Caregiver and the circumstances that led to the Child’s/Youth’s need 
for an Alternative Home 

c) Understanding of the Child’s/Youth’s need for safety, well-being, and stability 

d) Understanding of the Child’s/Youth’s immediate needs and challenges and the ability to 
manage the Child’s/Youth’s day-to-day care in a supportive and informed way 

e) Openness to participating in planning for the Child/Youth and willingness to manage the 
Child’s/Youth’s day-to-day care 
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f) Parenting skills and intended disciplinary and child management techniques 

g) Health status, including drug or alcohol use and smoking habits 

h) Physical and mental capacity of the Customary Care Provider to care for the Child/Youth 
considering the Child’s/Youth’s age, behaviour, and developmental status 

i) Anticipated impact of the Child/Youth on family dynamics, routines, finances, and so on 

j) Family or community supports to assist in the care of the Child/Youth 

k) Ability to take on the care of the Child/Youth without undue hardship 

l) Understanding of the time frames proposed for the Customary Care and the willingness 
and ability to be flexible should the situation change 

m) Need for immediate supports and what these might be 

n) Ability of the Customary Care Family to manage conflict among extended family 
members and to put the safety and well-being of the Child/Youth first 

o) Motivation for offering to provide Customary Care and any conditions or reservations 
expressed 

13. The initial screening of a Customary Care Home will include an assessment of the physical 
characteristics of the Home and a determination as to its safety and suitability. Among the 
factors to take into consideration include the following:  

a) General condition of the Home: space, cleanliness, privacy, sleeping arrangements, and 
adequacy of furnishings (including infant equipment and adequacy of childproofing if 
the Child is a toddler) 

b) Heat source and any safety issues arising from it 

c) Functioning smoke detectors installed to current provincial fire safety standards (one on 
each level of the house) 

d) Water source and any safety issues pertaining to this 

e) Pets – their care and temperament 

f) Any obvious hazards or safety issues (e.g., weapons storage, smoking, swimming pools, 
or ponds) inside or outside the home 

14. If significant safety issues that reflect a moderate or severe risk to the Child/Youth are 
identified during the home visit, these would be discussed with the Caregiver and a plan 
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would be developed to address the concerns. The Helper and the Supervisor will review any 
issues that are not resolved between the Caregiver and the Helper in an effort to seek a 
solution to any ongoing or potential safety issues. 

15. The purpose of the interview with the Child/Youth is to ascertain the Child’s/Youth’s 
openness to the prospective Customary Care living arrangement. This is critical in the 
planning and decision-making process. The interview with the Child/Youth is held in private 
and takes into account the Child’s/Youth’s age and developmental ability to participate in 
order to allow the child the freedom to express any concerns or misgivings about the 
Customary Care Home. Areas of discussion with the Child/Youth include the following: 

a) Familiarity with or relationship to the Customary Care Provider, including experience 
with the other children in the Home 

b) Understanding of the circumstances necessitating an out-of-home living arrangement 

c) Specific feelings and wishes respecting living options, if able to articulate a preference 

d) Perception of the benefits of the Customary Care living arrangement 

e) Perception of any disadvantages or risks anticipated in the Customary Care living 
arrangement 

f) Perception of supports needed to promote stability and success of the Customary Care 
living arrangement 

g) Understanding of the anticipated time frame for the Customary Care living arrangement 

h) Wishes related to contact with the Child’s/Youth’s family 

i) Wishes related to contact with community and cultural heritage 

j) General comfort level with the plan 

16. The assessment concludes with a decision by the Helper that addresses the following: 

a) Whether the plan is realistic, safe, and viable 

b) When the Customary Care living arrangement could reasonably commence, if not 
already 

c) What level of supervision and support by Mnaasged is anticipated on an ongoing basis 

d) An indication about the possibility of permanency (e.g., obtaining custody) within the 
Customary Care Family, if needed 
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e) The reasons the Customary Care Home is not recommended for the continued care of 
the Child/Youth, if applicable 

17. The assessment process can be discontinued at any time as recommended by the Assigned 
Helper and approved by the Supervisor in the following situations: 

a) The child is being returned home 

b) The Customary Care Family is not cooperating with the assessment process 

c) Child protection concerns are identified through the record checks or assessment 
process 

d) Inappropriateness of the home environment, including the physical state of the home 
and lack of follow-through to improve the situation 

e) The First Nation, by way of a Band Council Resolution, has declared the placement as a 
Traditional Customary Care arrangement that does not require the ongoing support of 
Mnaasged to fund or facilitate 

18. he Assigned Helper will make a recommendation once all the information has been 
gathered, entered, and reviewed and will then forward the completed assessment to the 
Supervisor for review. 

POLICY REFERENCES 

Alternative Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Serving Children in Care 

Subject: Special Needs Agreements 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Child, Youth and Family Services Act 

 SPECIAL NEEDS AGREEMENTS  

POLICY  

The Ministry of Children, Community and Social Services has discontinued the use of 
Special Needs Agreements without the approval. 

If a case decision is made to consider the use of a Special Needs Agreement, the 
assigned Senior Manager will review the plan with the Director of Services. 

1. The Senior Manager will prepare a report and review with the Director of Services. 

2. If a decision is made to proceed to the Ministry to review and obtain approval, the 
Director of Services will advise the Executive Director of the case and rationale for 
the Special Needs Agreement. 

3. The Director of Services will forward the request to the Ministry for review and 
consideration. 

There are two (2) types of Special Needs Agreements. The first is for Children with 
developmental or physical handicaps and the second is for Youth between 16 and 17 
years of age. 

Special Needs Agreements for Children with developmental or physical handicaps: 

a) The Special Needs Agreement for Children with developmental or physical 
handicaps enables Mnaasged Child and Family Services to provide Voluntary Care 
for Children who may not need protection but whose Parent(s) cannot provide 
for the Child’s/Youth’s special needs 

b) The Special Needs Agreement is a legal agreement through which the Parent(s) 
agrees to place the Child/Youth into Mnaasged’s Care in an appropriate 
placement 
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c) The Special Needs Agreement is signed by the Child’s/Youth’s Parent(s), the 
Child/Youth 12 years of age or older, and Mnaasged 

d) There is no time limit for a Special Needs Agreement; it may be in effect on the 
date when the Youth turns 18. However, it needs to be reviewed with all the 
signing parties at least once a year. Any extension of the Special Needs 
Agreement requires the written approval of the Executive Director 

Special Needs Agreements for Youth between 16 and 17 years of age: 

a) A Special Needs Agreement may also be signed with a Youth between 16 and 17 
years of age with special needs who is requesting Voluntary Care. In this case, 
the Special Needs Agreement is signed by the Youth requesting care and 
Mnaasged 

b) The Child’s/Youth’s First Nation must be consulted on all Special Needs 
Agreements 

c) All Special Needs Agreements require the written approval of the Executive 
Director 

PROCEDURE 

1. The Assigned Helper will complete the Special Needs Agreement and will ensure that it is 
signed by the Child’s/Youth’s Parent(s)/Legal Guardian(s), the Child/Youth 12 years of age or 
older, and Mnaasged. 

2. In the case of a Youth between the ages of 16 and 17 years, the Special Needs Agreement 
can only be signed by the Youth and Mnaasged. 

3. The Assigned Helper will consult and obtain the First Nation Band Representative’s 
signature on the Special Needs Agreement. 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Preserving the Identity of a Child in Care  

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, 2016 Ontario Permanency 
Funding Policy Guidelines Questions and Answers – June 15, 2016 
 

PRESERVING THE IDENTITY OF A CHILD IN CARE  

POLICY 

Mnaasged Child and Family Services is determined to establish or preserve the identity 
of First Nation, Métis, and Inuit Children in Care or under a Customary Care Agreement 
by completing the following:  

a) Explore a Child’s/Youth’s cultural connection, heritage, community history, and    
descent 

b) Develop a Child’s/Youth’s Plan of Care to promote the Child’s/Youth’s Native or 
Indigenous identity 

c) Make applications to pursue membership or entitlements 

d) Honour and follow the placement priorities for First Nation, Métis, and Inuit 
Children in Care 

It is essential to work in collaboration with First Nation, Métis, and Inuit communities in 
establishing and preserving a Child’s/Youth’s identity and connection to the culture, 
land, and heritage. 

Mnaasged Child and Family Services Helpers will work proactively with service 
providers, extended family, and Elders in First Nation, Métis, and Inuit communities. 
This includes decisions and actions related to planning living arrangements, arranging 
social and recreational activities for the Child/Youth, and developing a culturally 
appropriate Child’s/Youth’s Plan of Care.  

It also includes finding ways to help the Child/Youth explore and understand the 
history, geography, language, customs, and spiritual beliefs of one’s own community 
and to develop lifelong relationships. 
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PROCEDURE 

When a Child/Youth is in Mnaasged Care or under Customary Care, the Assigned 
Helper/Children’s Circle of Care Helper will ensure that the process described below is 
followed:  

1. Provide the Caregiver with information about the Child’s/Youth’s cultural heritage. 

2. Ensure that a Child/Youth in Care is provided with the following: 

a) Registration under the Indian Act, where entitled 

b) Registration with the First Nation membership, where entitled 

c) Considered for membership within the appropriate First Nation, Métis, or Inuit 
community  

3. Regardless of placement, a Child’s/Youth’s Plan of Care will be developed in cooperation 
with the Child/Youth, the Parent(s) or Guardian(s), the community, and the 
Alternative/Customary Care Parent(s), which will ensure the following: 

a) Identifies the Child’s/Youth’s community and the nature of that contact 

b) Provides information about the Child’s/Youth’s cultural heritage 

c) Identifies actions to facilitate the Child’s/Youth’s access to the community’s oral history, 
language, songs, and dances and involvement in ceremonial activities, arts and crafts, 
sport events, and other activities 

d) Identifies opportunities for the Child/Youth to participate in cultural instruction and 
events of choice 

4. The Assigned Helper/Children’s Circle of Care Helper will develop the Child’s/Youth’s Plan of 
Care, which may include the following: 

a) The identification and involvement of a person from the Child’s/Youth’s First Nation 
community to be the cultural contact or mentor 

b) Ways in which the Child’s/Youth’s participation in culturally specific activities, including 
Traditional Customs and cultural activities that are unique to the community, will be 
promoted or preserved 

c) The identification of actions to facilitate the Child’s/Youth’s access to the First Nation 
community’s oral history (including storytelling), language, songs and dances, and 
involvement in ceremonial activities, arts and crafts, sports events, and other activities  
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d) The Assigned Helper/Children’s Circle of Care Helper may refer to the Cultural Manual 
or make a referral for Cultural Services. 

One-time funding should be reviewed and considered for Customary Care placements as per 
the 2016 Ontario Permanency Funding Policy Guidelines Questions and Answers – 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual  

Cultural Services Policy and Procedure Manual  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Accessing Cultural Services 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 ACCESSING CULTURAL SERVICES  

POLICY 

Mnaasged Child and Family Services will provide Cultural Services to Alternative Care 
Parents and Children in Care when these are requested. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that Cultural Services are 
available when requested by either the Alternative Care Parent(s) or the Children in Care. 

2. Alternative Care Parents will forward any requests for Cultural Services or training to their 
Alternative Care Helper or the Assigned Helper/Children’s Circle of Care Helper, who will 
ensure that coordination is through a referral for Cultural Services. 

3. The Assigned Helper/Children’s Circle of Care Helper will document and complete any 
requests for Cultural Services through the Cultural Resource Advisor. 

4. All requests for Cultural Services involving a Child/Youth in Care will be documented in the 
Child’s/Youth’s Plan of Care. 

5. All cultural training received by the Alternative Care Parent(s) will be documented in the 
individual training plan and maintained in the Alternative Care Parent(s) File in the 
Mnaasged Information Management System. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual  

Cultural Services Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Cultural Practices for Children/Youth with Special Needs 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

CULTURAL PRACTICES FOR CHILDREN/YOUTH WITH SPECIAL NEEDS   

POLICY 

Mnaasged Child and Family Services will ensure that all Children/Youth with specialized 
needs placed in Alternative Care will have access to contemporary and Traditional 
support and therapeutic services that are available through the Mnaasged Child and 
Family Services’ programs, First Nation communities, off-reserve Indigenous external 
agencies, or Health Canada. 

When services are not available through the public service system, purchase of service 
arrangements may be made by Mnaasged Child and Family Services. 

PROCEDURE 

1. All required services are initiated by the Assigned Helper/Children’s Circle of Care Helper 
through the Child’s Plan of Care process and approved by the respective Supervisor, 
according to the appropriate Financial Policy. 

2. The Assigned Helper/Children’s Circle of Care Helper will initiate the services of Elders or 
Traditional supports through the Child’s Plan of Care process for consultation when a 
Child/Youth exhibits academic, behavioural, or mental health problems. 

3. The Assigned Helper/Children’s Circle of Care Helper will discuss the use of Traditional and 
wholistic services with a Child/Youth with special needs during the private interview. 

4. The dates and contacts of a Child/Youth in Alternative Care with approved Traditional 
supports will be documented in the Child’s/Youth’s File. 

5. Mnaasged will provide opportunities for First Nation, Métis, and Inuit community members 
and organizations to provide therapeutic care for Children/Youth placed in Alternative Care. 
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Some examples of Cultural Services provided include smudging, one-on-one counselling, 
healing circles, and ceremonies that honour ancestors as a way to facilitate the grieving 
process for the discrimination they have experienced as First Nation, Métis, and Inuit 
Children/Youth. 

6. Prior to an Alternative Care Child/Youth accessing a Traditional healer intervention, the 
Placing Agency or Parent(s) or Guardian(s) will need to provide written consent, as required. 

7. The Assigned Helper/Children’s Circle of Care Helper will place all consents in the 
Child’s/Youth’s File in the Mnaasged Information Management System. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Spiritual Care and Religious Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

SPIRITUAL CARE AND RELIGIOUS CARE  

POLICY 

Mnaasged Child and Family Services will ensure that Children/Youth placed in 
Alternative Care will be able to access and practice their personal spiritual and religious 
choice without discrimination or harassment. 

The Child’s/Youth’s belief system and preference will be included as part of the 
orientation and ongoing training of Alternative Care Parents, Employees, Students, and 
Volunteers. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will document the Child’s/Youth’s 
religious affiliation, the level of involvement in the form of spiritual expression, and the 
name of the Spiritual or Religious Care Provider prior to admission and will provide this to the 
Alternative Care Parent(s). 

2. The Alternative Care Parent(s) will ensure that the Child/Youth is able to practice one’s own 
faith pursuant to the requirements of the faith. 

3. Identified Spiritual/Religious Care Providers will be invited to participate in the 
Child’s/Youth’s Plan of Care, when and where appropriate. 

4. The voluntary nature of all Cultural Programs offered by Mnaasged will be reviewed with 
each Child/Youth upon admission and every six (6) months thereafter by the Assigned 
Helper/Children’s Circle of Care Helper. 
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5. Religious diets and fasts or Indigenous way of life practiced by a Child/Youth in Alternative 
Care will be researched and incorporated into the menu planning of the Alternative Care 
Family and identified in the Child’s/Youth’s Plan of Care. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 

Financial Policy and Procedure Manual  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Hunting and Harvesting 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 HUNTING AND HARVESTING   

POLICY 

Mnaasged Child and Family Services will make every effort to restrict Children/Youth in 
Care from purchasing, using, or possessing any articles that are deemed harmful. 

Mnaasged Child and Family Services recognizes that hunting, fishing, and trapping are 
natural ways of life for First Nation, Métis, and Inuit communities. Some Children/Youth 
may have previous experience to these ways of life prior to coming into Care. 

Mnaasged Child and Family Services recognizes that consideration may be granted to 
respect one’s cultural affiliation. However, each situation will be evaluated on a case-by-
case basis. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that no Child/Youth in Care 
younger than the age of 12 years will be allowed to participate or handle firearms. When a 
Child/Youth in Care 12 years of age and older participates in legislated training by an 
approved trainer in the area of firearms, hunting, and safety the Child/Youth may be 
allowed to participate in events, such as a community fall harvest. All events must be 
documented in the Child’s/Youth’s Plan of Care. 

2. Children/Youth who wish to engage in fishing will be properly instructed and mentored to 
learn skills and techniques. 

3. The Assigned Helper/Children’s Circle of Care Helper will refer to Mnaasged’s Cultural 
Services Manual that defines approved practices related to hunting and fall harvests 
associated with Children/Youth in Care. 
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4. The Assigned Helper/Children’s Circle of Care Helper will ensure that a Child/Youth in Care 
learns hunting practices through a process of formal training, mentorship, and observation 
and only with written permission from the Parent(s) or Guardian(s). 

5. It is important that the Assigned Helper/Children’s Circle of Care Helper ensure that the 
Parent(s) or Guardian(s) is familiar with Mnaasged’s position on hunting and fishing. It is 
also just as important for the Assigned Helper/Children’s Circle of Care Helper to ensure at 
the time of orientation or placement that the Alternative Care Parent(s) is aware of 
Mnaasged’s policy on hunting and weapons. 

FIREARMS (RESTRICTIONS AND STORAGE)  

1. The Assigned Helper/Children’s Circle of Care Helper will review this Policy and document 
observations in the Home in the Child’s/Youth’s File. 

2. Children/Youth involved in supervised recreational groups, such as army cadets, may be 
involved in the use of weapons; the safety guidelines of the group must be followed. When 
a Child/Youth is involved in army cadets, this will be documented in the Child’s/Youth’s Plan 
of Care and Social History in the Child’s/Youth’s File in the Mnaasged Information 
Management System. 

3. The Assigned Helper/Children’s Circle of Care Helper directly involved in the case must 
submit a proposal, which will be reviewed by the immediate Supervisor in consultation with 
the Alternative Care Supervisor. In all circumstances, unless prior written permission is 
granted that allows a Child/Youth in Care to deviate from this procedure, there will be no 
exceptions. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Regalia 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 REGALIA  

POLICY 

Mnaasged Child and Family Services will ensure that the Assigned Helper/Children’s 
Circle of Care Helper will consult with the Cultural Resource Advisor or local artisans if 
approached by an Alternative Care Parent(s) for information regarding regalia for the 
Child/Youth placed in the Alternative Care Home. 

PROCEDURE 

1. If the Assigned Helper/Children’s Circle of Care Helper or the Alternative Care Parent(s) 
does not possess cultural knowledge on regalia making, the Assigned Helper/Children’s 
Circle of Care Helper will consult with the Cultural Resource Advisor in accordance to the 
Accessing Traditional Services Policy. 

2. If the Assigned Helper/Children’s Circle of Care Helper has cultural knowledge on regalia 
making, the Assigned Helper/Children’s Circle of Care Helper may request additional 
information from community-based personnel or local artisans. 

3. The Assigned Helper/Children’s Circle of Care Helper or Cultural Resource Advisor may 
provide the family with teachings regarding the role, significance, and meaning of different 
Traditional dancers and regalia. 

4. Mnaasged will assist with the cost of having the regalia made or the materials to make the 
regalia and giveaway gifts for the dancer’s(s’) “Coming Out Ceremony” for Children/Youth in 
Alternative Care. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Haircuts 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 HAIRCUTS  

POLICY 

Mnaasged Child and Family Services will ensure that no Children/Youth in Alternative 
Care will be taken for a haircut without the permission of the Mnaasged Child and 
Family Services’ Assigned Helper/Children’s Circle of Care Helper and the Parent(s) or 
Guardian(s) as required, given the cultural significance of hair.  

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will request approval from the 
Parent(s) or Guardian(s) for a Child’s/Youth’s ongoing hair grooming and request for 
haircuts. 

2. When a Child/Youth is 12 years of age or older, the Child/Youth may be able to approve 
their own haircut. 

3. The Assigned Helper/Children’s Circle of Care Helper will document haircutting preferences 
from the Parent(s) or Guardian(s) in the Child’s/Youth’s Admission Form and Social History 
in the Child’s/Youth’s File in the Mnaasged Information Management System. 

4. The Assigned Helper/Children’s Circle of Care Helper will inform the Alternative Care 
Parent(s) about the Parent(s) or Guardian(s) preference for hair grooming and haircuts at 
the time of placement or at the seventh (7th) day visit. Depending on the Child’s/Youth’s 
legal status, the Assigned Helper/Children’s Circle of Care Helper may consult with the 
Parent(s) or Guardian(s) regarding haircuts at each Child’s/Youth’s Plan of Care. 

5. Departures from this Policy and reasons for the departures will be documented in the 
Child’s/Youth’s File in the Mnaasged Information Management System. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Documenting the Child’s/Youth’s Needs 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standards 

 DOCUMENTING THE CHILD’S/YOUTH’S NEEDS  

POLICY 

Documenting the Child’s/Youth’s needs will be done with accuracy, thoroughness, and 
completed in a timely manner. 

PROCEDURE 

1. Mnaasged Child and Family Services Helpers will ensure that case notes will contain the 
following facts concerning a contact: 

a) When – Date, time, length of contact 

b) Where – Location (e.g., home visit, office interview, or telephone contact) 

c) Who was present – the individuals in attendance, using full names and titles 

d) Why – the purpose of the interview or meeting (e.g., private interview or case 
conference) 

e) What – the content of the meeting in accordance with best practice principles, ongoing 
assessment, and case planning (i.e., topics discussed, client responses, significant 
quotes, and observations of physical surroundings) 

f) Plan – goals, commitments, and next steps 

2. The Helper’s signature will be indicated at the end of each entry. 

3. The Helper will ensure that the information contained in the case note is factual and 
purposeful. The language of the case note will be objective and non-judgmental. 
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4. The Helper will clearly distinguish between fact and one’s own professional opinion and 
assessment. 

5. The Helper will use quotation marks when documenting direct quotes. 

6. Case notes will be filed chronologically. 

7. When multiple entries on one case note sheet is required, the Helper’s signature will be 
indicated at the end of each entry. Helpers whose signatures are not legible must print their 
name below their signature. 

8. Wherever possible, case notes will be done electronically with time and date stamped to 
ensure these are completed as required. 

CASE NOTES AND SUPERVISION 

1. Case-specific content that are discussed, and decisions made in supervision, are to be 
documented by the Helper as per Ministry Standard, which includes reviews, approvals or 
decisions, and the rationale for the decision. 

2. Helpers will mark each electronic case note concerning supervision as “SUPERVISION CASE 

NOTE” to allow it to be located quickly through a search query. 

CASE NOTES AND LEGAL CONSULTATION 

 
1. Helpers will mark each case note documenting a legal consultation as “LEGAL 

CONSULTATION CASE NOTE” to allow it to be located quickly through a search query. 

POLICY REFERENCE  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Meeting the Needs of Children in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 MEETING THE NEEDS OF CHILDREN IN CARE  

POLICY 

Mnaasged Child and Family Services will ensure that Alternative Care Parents are 
meeting the physical, mental, emotional, and spiritual needs of all Children/Youth in 
Care. These needs include adequate food, clothing, education, recreation, and cultural 
and religious activities. 

PROCEDURE 

FOOD AND NUTRITION 

1. At the time of placement and whenever any new information is shared from the Parent(s) 
or Guardian(s), the Assigned Helper/Children’s Circle of Care Helper will provide information 
to the Alternative Care Parent(s) regarding the Child’s/Youth’s eating habits, food 
preferences, special dietary needs, allergies, or food sensitivities and provide clear 
directions and instructions. The Alternative Care Parent(s) will provide nutritious meals. 

CLOTHING 

1. The Assigned Helper/Children’s Circle of Care Helper will provide the Clothing Checklist to 
use when the Alternative Care Parent(s) takes an inventory of the clothing brought by the 
Child/Youth to the placement. This is to be completed no later than the seventh (7th) day 
visit. 

2. The Alternative Care Parent(s) will provide clothing appropriate to the Child’s/Youth’s size 
and activities and is suitable for seasonal weather conditions. Upon receipt of the clothing 
inventory, the Assigned Helper/Children’s Circle of Care Helper will provide the Alternative 
Care Parent(s) with a clothing allowance for each Child/Youth based on the following: 
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a) Child’s/Youth’s age 

b) Emergency allowance (i.e., need at time of admission to Care) 

c) Winter clothing allowance 

d) Monthly allowance 

EDUCATION AND LEARNING 

1. The Assigned Helper/Children’s Circle of Care Helper will maintain ongoing communication 
with the Child’s/Youth’s school teacher or principal and the Alternative Care Parent(s) to 
identify any academic or learning difficulties or needs that may be causing challenges for 
the Child/Youth. 

2. The Assigned Helper/Children’s Circle of Care Helper will liaise with the school regarding the 
following: 

a) The Child’s/Youth’s admission to Care and legal status 

b) A transfer that may be required from the Child’s/Youth’s previous school to another 
school close to the Alternative Care Placement 

c) The name of the Child’s/Youth’s Assigned Helper/Children’s Circle of Care Helper and 
the Alternative Care Parent(s) 

d) Other necessary information (i.e., pertinent information relating to the child, including 
any medical condition or allergies) 

e) Any known special educational needs of the Child/Youth 

f) If a Child/Youth has been moved to a new Alternative Care Placement 

g) The Assigned Helper/Children’s Circle of Care Helper will contact the Child’s/Youth’s 
teacher or principal at least every 90 days to assess the adjustment and progress in 
school 

h) The school’s involvement in the Child’s/Youth’s Plan of Care and the Child’s/Youth’s 
academic progress will be reviewed as part of the Child’s/Youth’s Plan of Care. 

SCHOOL SUPPLIES AND SCHOOL TRIPS  

1. The Alternative Care Parent(s) will notify the Assigned Helper/Children’s Circle of Care 
Helper when school supplies are not supplied by the Child’s/Youth’s First Nation (if 
applicable). Mnaasged will provide the necessary school supplies up to a maximum annual 
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amount that is based on the Child’s/Youth’s grade level and will assist with the cost of 
school trips. 

2. The Alternative Care Parent(s) is to notify the Assigned Helper/Children’s Circle of Care 
Helper well in advance of a school trip to request approval for the expenses. 

The Alternative Care Parent(s) will ensure the following: 

1. Assist the Child/Youth with the many adjustments regarding education and school 
environment. 

2. Inform the Assigned Helper/Children’s Circle of Care Helper of any concerns or request for 
support for school-related issues. Routine communication from school will go directly to the 
Alternative Care Parent(s). 

3. Provide the Child’s/Youth’s school report card to the Assigned Helper/Children’s Circle of 
Care Helper, who will maintain copies of all the Child’s/Youth’s report cards within the 
Child’s/Youth’s File. 

SPECIAL NEEDS 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that Children/Youth who 
have identified special needs or services will be referred and provided appropriate services 
as outlined in the Child’s/Youth’s Plan of Care. For Youth who will require a transfer to 
Developmental Adult Services, planning will begin early and no later than 14 years of age. 
Other services within the community will be explored prior to purchasing Outside 
Professional Resources. 

NO SMOKING 

1. Mnaasged will ensure that, except for ceremonial and Traditional use, no Alternative Care 
Parent(s) or Mnaasged Representative will give permission to a Child/Youth in Care to 
smoke. 

2. Upon admission to the Alternative Care Parent(s) Home, the Investigation/Assessment 
Helper or Assigned Helper/Children’s Circle of Care Helper and the Alternative Care 
Parent(s) will advise and encourage a No Smoking Policy for all Children/Youth in 
Alternative Care. 

3. The Alternative Care Parent(s) will ensure that the No Smoking Policy is followed and that 
the rule applies to all minors in a consistent manner within the Alternative Care Home. 

4. Violation of the No Smoking Policy will be documented in the Child/Youth in Care File and in 
the Mnaasged Information Management System data base. 
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5. The Assigned Helper/Children’s Circle of Care Helper will discuss and encourage a smoking 
cessation program with Children/Youth in Alternative Care who are smoking. 

 USE OF MARIJUANA 

1. Mnaasged does not allow for persons younger than the legal age to use marijuana or any 
other recreational drug. 

2. Any medical usage of marijuana or its products requires a medical prescription, consent of 
the Child’s/Youth’s Parent(s) and of the Executive Director. 

SEXUALITY AND GENDER IDENTITY 

1. The Assigned Helper/Children’s Circle of Care Helper will locate appropriate resources for a 
Child/Youth in Care exploring sexual and gender identity and will ensure that the 
Child’s/Youth’s placement is one that is able to be supportive to the Child’s/Youth’s sexual 
or gender identity. 

CULTURAL 

1. The Assigned Helper/Children’s Circle of Care Helper will educate the Child/Youth and the 
Alternative Care Parent(s) on Mnaasged’s Cultural Practices and Rights of an Indigenous 
Child. 

a) Should a Child/Youth wish to partake in cultural ceremonies, this will be documented in 
the Child’s/Youth’s Plan of Care 

b) The Child’s/Youth’s exposure to cultural experiences will be documented and kept in the 
Child’s/Youth’s File and documented in the Child’s/Youth’s Life Book and Social History 

2. Should the Child/Youth wish to dance at Pow Wows, regalia can be purchased to meet the 
Child’s/Youth’s request. This information will be documented in the Child’s/Youth’s Plan of 
Care, Life Book, and Social History and will be maintained in the Child’s/Youth’s File. 

3. The Assigned Helper/Children’s Circle of Care Helper will complete a Request for Cultural 
Service Form for the Cultural Resource Advisor to meet the cultural requests of the Child in 
Care or from the Alternative Care Parent(s). 

4. The Cultural Resource Advisor will meet with the Assigned Helper/Children’s Circle of Care 
Helper to discuss the request and arrange a meeting with the Child/Youth and the 
Alternative Care Parent(s). 
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5. All information will be documented in the Child’s/Youth’s File in the Mnaasged Information 
Management System and, when appropriate, outside resources may be included in the 
Child’s/Youth’s Plan of Care. 

6. When financial costs may be incurred due to the cultural request, the Assigned 
Helper/Children’s Circle of Care Helper will consult with the Supervisor to obtain approval. 
This will occur when Cultural Services are included in the Child’s/Youth’s Plan of Care. 

7. The Assigned Helper/Children’s Circle of Care Helper will complete case notes in the 
Child’s/Youth’s File in the Mnaasged Information Management System and will update any 
required recordings or assessments. 

BODY MODIFICATION, TATTOOS, AND PIERCINGS 

1. Mnaasged will ensure that the Alternative Care Parents and Mnaasged Helpers do not 
support or approve any body modifications, tattoos, or piercings for the Children/Youth in 
Alternative Care, unless it is a Traditional/cultural practice approved by the Parent(s) or 
Guardian(s) for Children younger than 16 years of age. 

2. When a Child/Youth coming into Care already has a piercing or tattoo, this information will 
be documented in the Child’s/Youth’s File. 

3. No Children/Youth younger than 16 years of age in Mnaasged Care will have any part of 
their body pierced without the expressed and written permission of their Legal Guardian. 

4. No Child/Youth younger than 18 years of age in Mnaasged Care will be provided permission 
to acquire a tattoo. This includes, but will not be limited to, self-inflicted tattooing and 
professional tattoo establishments. 

5. Should a Child/Youth acquire either a piercing or a tattoo, this non-compliance will be 
reported to the Assigned Helper/Children’s Circle of Care Helper by the Alternative Care 
Parent(s) and will be documented in the Child’s/Youth’s File. 

6. The Assigned Helper/Children’s Circle of Care Helper will document in the Child’s/Youth’s 
Social History any known body piercings or tattoos on the Child/Youth before admission 
into Care. 

7. Should a Child/Youth in Alternative Care obtain a piercing or a tattoo without consent, the 
Parent(s) or Guardian(s) will be notified immediately. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Rights and Responsibilities of a Child in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 RIGHTS AND RESPONSIBILITIES OF A CHILD IN CARE  

POLICY 

Mnaasged Child and Family Services will ensure that the Children/Youth in Alternative 
Care are aware of their rights and responsibilities. The Children/Youth in Alternative 
Care have the right to be informed, right to be heard, right to regular access with 
family, right of access to council, right to reasonable privacy and possession of personal 
property, right to spiritual care, right to freedom on religious practice, right to a Plan of 
Care, right to participate in a Plan of Care, right to appropriate nutrition and clothing, 
right to regular medical and dental care, right to appropriate educational opportunities, 
right to participation in recreational and athletic activities, and right to participation in 
all significant decisions affecting them.  

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will review the Rights and 
Responsibilities of Children in Care Handbook with the Child/Youth in a manner consistent 
with the Child’s/Youth’s age, development, and level of understanding. 

2. The Rights in Care will be reviewed upon placement, on the date of a new placement, and 
again at 30 days and every 6 months thereafter. 

3. The Assigned Helper/Children’s Circle of Care Helper will request the Child in Care to sign 
the Right’s in Care Form signature page upon each review of the Handbook. 

4. In cases of Infants, Toddlers, or developmentally disabled Children (identified through a 
specific assessment by a qualified psychological or other professional practitioner) the 
Assigned Helper/Children’s Circle of Care Helper will inform the Child’s/Youth’s Alternative 
Care Parent(s) of these rights and obtain the Alternative Care Parent’s(s’) signature on the 
signature page of the Rights in Care Form within the Handbook. 
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5. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Alternative Care 
Parent(s) understands the Child’s/Youth’s right to reasonable privacy and possession of 
personal property. 

6. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Child/Youth and 
the Alternative Care Parent(s) understands the Child’s/Youth’s right of access to counsel. 

7. All Children/Youth in Alternative Care have the right to send and receive written 
communication in mail and electronically within the provisions of the Child, Youth and 
Family Services Act. 

8. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Child/Youth is 
advised of Mnaasged’s complaint procedure at the initial Child’s/Youth’s Plan of Care 
meeting and at least every six (6) months thereafter.  

9. The Assigned Helper/Children’s Circle of Care Helper will document each time the 
Child’s/Youth’s Rights are reviewed on a case management note in the Child’s/Youth’s File 
in the Mnaasged Information Management System. 

10. Should a Child/Youth refuse to sign the signature page, the Assigned Helper/Children’s 
Circle of Care Helper will document on a case note the Child’s/Youth’s refusal and rationale 
in the Child’s/Youth’s File in the Mnaasged Information Management System and will 
inform the Supervisor. 

11. The Assigned Helper/Children’s Circle of Care Helper will document any departures from 
Standards and will provide a clear explanation. 

12. With rights for Children/Youth in Alternative Care there are also responsibilities. The 
responsibilities are identified as the following: 

a) Children/Youth in Care will show respect for others in the Alternative Care Home, 
including a respect for the others’ belongings 

b) Children/Youth in Care will cooperate with their Alternative Care Parent(s) and their 
Assigned Helper/Children’s Circle of Care Helper 

c) Children/Youth in Care will care for their own personal hygiene and grooming as well as 
their possessions 

d) Children/Youth in Care will accept and follow reasonable, sensible rules decided by the 
Alternative Care Parent(s), teachers, or Helpers 

e) Children/Youth in Care will assume responsibility for their actions and follow through on 
any consequence given 
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f) Children/Youth in Care will attend school until the age of 18 years 

g) Children/Youth in Care will accept that if they leave school, they will be expected to find 
employment 

h) The Assigned Helper/Children’s Circle of Care Helper will encourage Children/Youth in 
Alternative Care to have open and honest communicate 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Private Interviews with Children in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

PRIVATE INTERVIEWS WITH CHILDREN IN CARE  

POLICY 

Mnaasged Child and Family Services will ensure that a Mnaasged Helper will conduct 
private interviews with Children/Youth placed in Alternative Care at the seventh day 
visit, the 30-day visits, and the completion of the six (6) month and annual reviews in 
the Alternative Care Home. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will inform all Alternative Care Parents 
of Mnaasged Helpers’ responsibility to conduct private interviews in an age-appropriate 
manner with the Children/Youth placed in their Care. 

2. If a Child/Youth is placed in an Alternative Care Home from a Placing Agency through an 
Inter-Agency Agreement, the Assigned Helper/Children’s Circle of Care Helper will ensure 
that the Placing Agency is made aware of Mnaasged’s responsibility to conduct private 
interviews within seven (7) days of admission or when there is a change in placement and 
every 30 days thereafter. 

3. The Assigned Helper/Children’s Circle of Care Helper may accompany a Child’s/Youth’s in 
Care Helper from a Placing Agency to a private interview if requested and agreed to by the 
Child/Youth when and where they are visiting the Home. 

4. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Children/Youth are 
aware that the private interview is an opportunity to ask openly about themselves and their 
circumstances and to express without fears of repercussions their feelings and views about 
conditions in their Alternative Care Home. These may include the following: 
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a) The Assigned Helper/Children’s Circle of Care Helper will ensure that private visits with 
the Children/Youth aside from the Placing Agency responsibilities will be conducted by 
the Assigned Helper/Children’s Circle of Care Helper 

b) The Assigned Helper/Children’s Circle of Care Helper will document the private 
interview conducted by the Placement Agency Child Care Helper with the Child/Youth in 
the Alternative Care Home 

c) At a minimum, the Assigned Helper/Children’s Circle of Care Helper will complete 
private interviews with a Child/Youth in Care at the time of placement, the 7-day visit, 
the 30-day visits, and the completion of the semi-annual and annual reviews 

d) The Assigned Helper/Children’s Circle of Care Helper will ensure to observe the sleeping 
quarters of the Child/Youth and assess and document any concerns, including plans to 
address any concerns, in the Mnaasged Information Management System 

e) Mnaasged’s standard of practice is that all Children/Youth placed in Alternative Care are 
seen by the Assigned Helper/Children’s Circle of Care Helper, at a minimum, on a 
monthly basis 

f) A Child/Youth has a right to refuse a private visit, which must be documented in the 
Mnaasged Information Management System.  

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Discipline and Behavioural Management of Children in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Foster Care Licensing 

 DISCIPLINE AND BEHAVIOURAL MANAGEMENT OF CHILDREN IN CARE  

POLICY 

Mnaasged Child and Family Services provides Children in Care with services that are 
rooted in the cultural values and beliefs that emphasize that Children are sacred, and 
no harm will come to them while in an Alternative Care Home. 

All Alternative Care Parents must agree to the Discipline Policy and Procedures prior to 
a Child/Youth being placed in their Care. 

PROCEDURE 

1. Alternative Care Parents will be trained on acceptable and unacceptable forms of discipline. 
The following definitions of prohibited discipline measures will be utilized and will include, 
but not be limited to, the following: 

a) Deliberately harsh or degrading responses that could result in the humiliation of a 
Child/Youth or the undermining of a Child’s/Youth’s self-respect 

b) Deprivation of basic needs, including food, shelter, clothing, or bedding 

c) Extensive and prolonged withholding of an emotional response or stimulation after the 
undesirable behaviour of the Child/Youth has stopped 

d) Placing or keeping a Child/Youth in a locked room 

e) Threatening removal of the Child/Youth from the Alternative Care Home in an attempt 
to control behaviour 
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f) Corporal punishment by the Alternative Care Parent(s) or by another Child or group of 
Children condoned by the Alternative Care Parent(s) (includes, but not limited to, 
striking the Child/Youth directly or with a physical object) 

g) Punching, shaking, shoving, or other forms of aggressive physical contact that may cause 
injury 

h) Deliberate destruction of a Child’s/Youth’s property in retaliation for undesirable 
behaviour 

i) Requiring or forcing a Child/Youth to assume an uncomfortable position 

j) Requiring or forcing a Child/Youth to repeat physical movements 

k) Interfering with or interrupting a Child’s/Youth’s sleep 

l) Restricting, threatening, or forbidding visits with the biological family in retaliation for 
undesirable behaviours 

m) Retaining monies provided for the Child/Youth by the Agency (i.e., spending and clothing 
allowance) unless prior arrangement has been made with the Child/Youth for 
compensation of damage to materials in the Home as part of the disciplinary 
consequence. In such case, the Alternative Care Parent(s) will consult with the 
Children’s Circle of Care Helper to seek prior approval by the Supervisor and incorporate 
the plan to retain the Child’s/Youth’s money in the Child’s/Youth’s Plan of Care. 

2. The use of discipline, which teaches and guides a Child/Youth toward desirable and 
appropriate behaviour, is encouraged. 

3. The following forms of physical discipline are legally not permitted for Children/Youth in 
care under sections 4 to 7 of the Child, Youth and Family Services Act: 

4. Corporal punishment prohibited 

No service provider or foster parent shall inflict corporal punishment on a child or 

young person or permit corporal punishment to be inflicted on a child or young person 

in the course of the provision of a service to the child or young person. 

5. Detention restricted 

No service provider or foster parent shall detain a child or young person or permit a 

child or young person to be detained in locked premises in the course of the provision 

of a service to the child or young person, except as Part VI (Youth Justice) and Part 

VII (Extraordinary Measures) authorize. 

6. Physical restraint restricted 

No service provider or foster parent shall use or permit the use of physical restraint on 

a child or young person for whom the service provider or foster parent is providing 

services, except as the regulations authorize. 

7. Mechanical restraints restricted 
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No service provider or foster parent shall use or permit the use of mechanical 

restraints on a child or young person for whom the service provider or foster parent is 

providing services, except as Part VI (Youth Justice), Part VII (Extraordinary 

Measures) and the regulations authorize. 

INTRUSIVE MEASURE, PHYSICAL RESTRAINT, AND BEHAVIOUR MANAGEMENT 

1. The use of any physical restraint is prohibited, except in cases where the safety of the 
Child/Youth or other person is immediately at risk. A physical restraint can only be 
administered by a person who is specifically trained to use this type of behaviour 
management techniques and should only be used after less intrusive behavioural 
interventions have been considered and, where appropriate, attempted first. Physical 
restraints are NEVER to be used as punishment. Intrusive measures are defined to include 
the following types of physical interventions that could potentially result in the Child/Youth 
being injured: 

a) “Therapeutic” holding (i.e., holding a young Child on the Alternative Care Parent’s lap, 
with the Child facing away from the Care Provider, and the Care Provider’s arms folded 
over the Child’s chest preventing arm movement) 

b) Holding a Child/Youth, other than an Infant or Toddler, in any other manner with the 
intent to restrict or prevent a Child’s/Youth’s movement  

c) Sitting on or otherwise holding a Child/Youth down, as on a bed or floor, or pinning a 
Child/Youth to a wall 

d) Physically escorting a Child/Youth to or from someplace either by the arm or other body 
part (e.g., back of neck) 

e) Physical removal of a Child/Youth from one place to another 

f) Isolating the Child/Youth by completely cutting off the Child/Youth from the Alternative 
Care Parent(s) 

g) Pushing or shoving 

h) All forms of intervention in the management of a Child’s/Youth’s behaviour that 
involves physical contact 

i) The use of intrusive procedures is only permitted if the Alternative Care Parent(s) 
receives training under the Prevention and Management of Aggressive Behaviour 
(PMAB) Program 

2. The Alternative Care Helper will ensure that during the Home Assessment process the 
Discipline Policy and Procedures will be discussed and reviewed in detail to ensure that an 
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applicant’s philosophy regarding discipline is compatible with Mnaasged’s requirements and 
the Child Youth Family Services Act and is signed by the Alternative Care Parent(s) prior to 
the Children/Youth being placed in the Home indicating they understand and will abide by 
the identified policy and procedures. 

3. The Disciplinary Policy and Procedures will be discussed and reviewed annually by the 
Alternative Care Helper with all Alternative Care Parents and at any time a need arises.  

4. The Assigned Helper/Children’s Circle of Care Helper and the Alternative Care Helper will 
ensure that the Alternative Care Parent(s) is aware that deprivation of food as a means of 
discipline is prohibited for Children/Youth placed in Alternative Care. 

5. The Assigned Helper/Children’s Circle of Care Helper will ensure that the discussion of 
appropriate discipline is done at the time of admission and at each Child’s/Youth’s Plan of 
Care review and will be documented in the Mnaasged Information Management System. 

6. The Assigned Helper/Children’s Circle of Care Helper will monitor the discipline practices in 
the Alternative Care Home by observing, educating, correcting, and documenting the use of 
behavioural management of the Child/Youth. 

7. The Assigned Helper/Children’s Circle of Care Helper will develop a Plan when more 
intrusive measures may be taken. The Assigned Helper/Children’s Circle of Care Helper must 
consult with the Supervisor for approval of the Plan. The Plan will be reviewed every 30 
days and then amended or extended, as necessary. Ongoing Plans will be reviewed as it is 
considered a part of the Child’s/Youth’s Plan of Care. 

8. The Assigned Helper/Children’s Circle of Care Helper will discuss the least intrusive 
intervention that will ensure the safety of the Child/Youth and others in the Home when the 
behavioural needs of a Child/Youth may require intrusive measures. 

9. The agreed-upon procedures will be incorporated into the Child’s/Youth’s Plan of Care and 
a copy will be provided to the Alternative Care Parent(s). The Plan will outline how to 
manage the behaviour of the Child/Youth in a way that ensures the Child’s/Youth’s safety. 
All physical interventions discussed will be demonstrated to ensure that all parties 
understand the intervention when being discussed.  

10. The Alternative Care Parent(s) will document any behavioural incidents—outlining the 
events and behaviours and language used by the Child/Youth—and response made by the 
Alternative Care Parent(s). The Assigned Helper/Children’s Circle of Care Helper will 
document in case notes all references to behavioural management in the Child’s/Youth’s 
File in the Mnaasged Information Management System. 
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11. Mnaasged reserves the right to terminate an Alternative Care Parent(s) Service Agreement 
or impose conditional measures against an Alternative Care Parent(s) when a Mnaasged 
Helper believes an Alternative Care Parent(s) has exercised prohibited disciplinary practices. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Kinship Care Kinship Service Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Child’s Plan of Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 CHILD’S PLAN OF CARE   

POLICY 

Mnaasged Child and Family Services will ensure that every Child/Youth placed in 
Alternative Care will have a written Child’s/Youth’s Plan of Care within the identified and 
Ministry prescribed time frames. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will schedule and complete the 
Child’s/Youth’s Plan of Care within 30 days of admission and at each placement change with 
reviews at 90 days and every six (6) months thereafter. The Child’s/Youth’s Plan of Care will 
be an individualized, time-framed, goal-oriented document outlining the Child’s/Youth’s 
needs and will ensure there are opportunities for the Child/Youth to develop and maintain 
lifelong relationships. The Child’s/Youth’s Admission Assessment and Social History will be 
utilized when developing the Child’s/Youth’s Plan of Care. 

2. The Assigned Helper/Children’s Circle of Care Helper will ensure that the participants 
invited to the Child’s/Youth’s Plan of Care meeting are informed of the date, time, and place 
of the meeting. When essential participants are unable to attend, the information will be 
documented along with the reasons in the Child’s/Youth’s File. If Mnaasged is unable to 
notify the Child’s/Youth’s First Nation Band Representative prior to the Child’s/Youth’s Plan 
of Care meeting, the Mnaasged Representative will case note those attempts made in the 
Child’s/Youth’s File in the Mnaasged Information Management System.  

3. The Assigned Helper/Children’s Circle of Care Helper will consult with the First Nation Band 
Representative or Indigenous community to determine whether an Aboriginal Approach to 
Dispute Resolution (AADR) process established by that Band or Indigenous community or 
another prescribed process will assist in resolving issues concerning the Child/Youth. 
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4. The Assigned Helper/Children’s Circle of Care Helper will employ Jordan’s Principle 
whenever there is a service need for the Child/Youth that would normally be available to 
other Children but is not available to the Child/Youth in Alternative Care. In Ontario, the 
contact number is 613-618-1833. The following is an excerpt from the Government of 
Canada’s Jordan’s Principle definition found at https://www.sac-
isc.gc.ca/eng/1583700168284/1583700212289 

. . . Canada's definition and application of Jordan's Principle shall be based on the 

following key principles: 

i. Jordan's Principle is a child-first principle that applies equally to all First Nations 

children, whether resident on or off reserve. It is not limited to First Nations children 

with disabilities, or those with discrete short-term issues creating critical needs for 

health and social supports or affecting their activities of daily living. 

ii. Jordan's Principle addresses the needs of First Nations children by ensuring there are 

no gaps in government services to them. It can address, for example, but is not limited 

to, gaps in such services as mental health, special education, dental, physical therapy, 

speech therapy, medical equipment and physiotherapy. 

iii. When a government service . . . is available to all other children, the government 

department of first contact will pay for the service to a First Nations child, without 

engaging in . . . case conferencing, policy review, service navigation or any other 

similar administrative procedure before . . . funding is provided. . . . [Once the service] 

is provided, the government department of first contact can seek reimbursement from 

another department/government;  

iv. When a government service . . . is not necessarily available to all other children or is 

beyond the normative standard of care, the government department of first contact will 

still evaluate the individual needs of the child to determine if the requested service 

should be provided to ensure substantive equality in the provision of services to the 

child, to ensure culturally appropriate services to the child and/or to safeguard the best 

interests of the child. Where such services are to be provided, the government 

department of first contact will pay for the provision of the services to the First 

Nations child, without engaging in . . . case conferencing, policy review, service 

navigation or any other similar administrative procedure . . . before funding is 

provided. . . . [Once the] service is provided, the government department of first 

contact can seek reimbursement from another department/government. 

v. While Jordan's Principle can apply to jurisdictional disputes between governments 

(i.e., between federal, provincial or territorial governments) and to jurisdictional 

disputes between departments within the same government, a dispute amongst 

government departments or between governments is not a necessary requirement for 

the application of Jordan's Principle. 

5. If Aboriginal Approach to Dispute Resolution is being utilized, then the Office of the 
Children’s Lawyer must be notified and recorded in the Case File (child, protection, and 
adoption) in the Mnaasged Information Management System (as per Ministry of Children, 
Community and Social Services Policy Directive CW 005-06). 

6. The Assigned Helper/Children’s Circle of Care Helper will ensure that the following 
individuals are contacted and invited to the Child’s/Youth’s Plan of Care meeting, as they 
are considered essential participants:  
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a) Child’s/Youth’s First Nation Band Representative(s) or First Nation, Métis, and Inuit 
community representative 

b) Alternative Care Parent(s) 

c) The Child’s/Youth’s biological family (when appropriate, given the Child’s/Youth’s legal 
status and the nature of ongoing involvement and contact) 

d) Services providers, internal and external 

e) The Child/Youth 12 years of age or older 

f) The Placing Agency Representative (when appropriate) 

7. The Assigned Helper/Children’s Circle of Care Helper will ensure that there is evidence of 
regular comprehensive assessments and the Child’s/Youth’s Plan of Care that promote the 
Child’s/Youth’s well-being and achieve the best possible outcomes in the following areas: 

a) Health, emotional, and spiritual development 

b) Educational and intellectual development 

c) Culture and identity 

d) Family, extended family, and social relationships 

e) Permanency/concurrent planning 

f) Social and recreational development 

g) Social presentation and development of self-care skills related to assuming successful 
independent functioning and placement 

h) Placement change(s)   

i) Review of disciplinary plan 

j) All related OnLAC (Ontario Looking After Children) material, including the annual 
assessment and action records (AARs) after the Child/Youth is in Care more than 12 
consecutive months. 

8. The Assigned Helper/Children’s Circle of Care Helper will ensure that the following are 
included in the Child’s/Youth’s Plan of Care: 

a) Reasons for placement in Care 
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b) Legal status 

c) Current placement 

d) Anticipated length of placement 

e) Concurrent plan 

f) Child’s/Youth’s strengths and weaknesses 

g) Services provided, both internally and externally 

h) Access schedule 

9. Concurrent Planning should include the following: 

a) At the first formal review and all subsequent reviews following a Child/Youth being 
placed in Out-of-Home Care, it is critical to structure the prognosis for the family to 
achieve reunification. If the family issues, problems, and needs are significant and little 
or no progress is made in achieving the goals and objectives, and the prognosis is poor, 
a concurrent service plan is developed with the family. A reunification assessment 
guides the decision. 

b) It is important to involve all interested extended family members, relatives, or other 
family supports that includes a representative chosen by the First Nation Band 
Representative, who may ultimately become the Child’s/Youth’s Permanent Caregiver. 
The Assigned Helper (Kin Finder) will conduct a thorough, continuous search for people 
to make a commitment to participate in a permanent plan for the Child/Youth. 
Wherever possible, the Child/Youth should be placed with family willing to work 
cooperatively with the Child’s/Youth’s Caregiver toward reunification and is also willing 
to become the Child’s/Youth’s permanent family, if needed. 

10. Consent Forms are to be signed by the Parent(s) or Guardian(s) when a collateral is in 
attendance that has not yet signed a Consent Form. 

11. The Child’s/Youth’s Plan of Care will establish the Parent’s(s’) and extended family’s 
involvement with the Child/Youth as well as the Parent’s(s’) continues rights and 
responsibilities regarding the Child’s/Youth’s health care, education, recreational activities, 
and spiritual involvement.  

12. The Assigned Helper/Children’s Circle of Care Helper is responsible to complete the written 
documentation and minutes of the meeting and to complete the Child’s/Youth’s Plan of 
Care Form in the Mnaasged Information Management System. 
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13. The Child’s/Youth’s Plan of Care will be completed during a face-to-face home/office visit 
with all participants that are invited. The goals and plans developed at the Circle or Family 
Conference will be reviewed with the Child/Youth and all the participants.  

14. Where there are concerns about progress on the agreed-upon plan by the family or the First 
Nation Band Representative, a formal Circle or Family Conference will be arranged for the 
review meeting. 

15. The Assigned Helper/Children’s Circle of Care Helper will ensure that the concurrent plan is 
documented. 

16. Once reviewed at the time of the meeting, the Assigned Helper/Children’s Circle of Care 
Helper will request all participants sign the signature page on the Child’s/Youth’s Plan of 
Care document. 

17. The Assigned Helper/Children’s Circle of Care Helper will complete the template in the 
Mnaasged Information Management System within seven (7) days of the meeting. 

18. The Assigned Helper/Children’s Circle of Care Helper will submit the Child’s/Youth’s Plan of 
Care to the Supervisor for review and approval. 

19. The Supervisor has seven (7) days to review and approve the Child’s/Youth’s Plan of Care. 
Upon approval from the Supervisor, the Assigned Helper/Children’s Circle of Care Helper 
will distribute the completed Child’s/Youth’s Plan of Care to the participants named in the 
document; namely, the First Nation Band Representative, Alternative Care Parent(s), 
Parent(s) or Guardian(s), and other collaterals that were present will receive the 
Child’s/Youth’s Plan of Care within seven (7) days of completion. 

20. When any of the goals identified have not been met within the specified timelines, the 
Assigned Helper/Children’s Circle of Care Helper will review and offer support and will also 
document the reasons the identified goals in the Child’s/Youth’s Plan of Care had not been 
achieved in the Mnaasged Information Management System. 

21. The Assigned Helper/Children’s Circle of Care Helper will obtain the Supervisor’s signature 
for approval and will document any departures from Standards, providing a clear 
explanation of why the Standard was not met and recording any additional steps that were 
taken. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 
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Cultural Services Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Action Assessment Record (AAR)  

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

ACTION ASSESSMENT RECORD (AAR) 

POLICY 

Mnaasged Child and Family Services will comply with the Ministry of Children, 
Community and Social Services in completing the Action Assessment Record for every 
Child/Youth placed in an Alternative Care Home for longer than one year. 

PROCEDURE 

1. Mnaasged will ensure the completion of an Action Assessment Record for each Child/Youth 
who has been in Care for a period of 12 months, consecutively. The Action Assessment 
Record will be completed within 30 days of the 12-month anniversary of the Child’s/Youth’s 
admission into Care. The appropriate Action Assessment Record package, specific to the 
Child’s/Youth’s age range, will be completed in full as instructed by the ONLAC (Ontario 
Looking After Children) Model. 

2. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Alternative Care 
Parent(s) and the Child/Youth are active participants in the Action Assessment Record 
process. Where appropriate, the Child’s/Youth’s Parent(s) or Guardian(s) and any other 
significant family/kin relations are also invited and encouraged to participate. 

3. When a Child/Youth is placed in Alternative Care through an Inter-Agency Service 
Agreement, the Assigned Helper/Children’s Circle of Care Helper will contact the Placing 
Agency and request the Action Assessment Record documentation to be completed. 

4. The Child’s/Youth’s First Nation Band Representative will be invited to participate in the 
Action Assessment Record process. If the First Nation Band Representative does not or 
cannot participate, the reason for non-participation will be clearly documented in the 
Child’s/Youth’s File and in the Mnaasged Information Management System. 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 117 

5. The Action Assessment Record is completed over the course of three visits and will include 
interviews, private meetings, and case conferences with those involved. 

6. The Action Assessment Record is completed manually by the Assigned Helper/Children’s 
Circle of Care Helper and reviewed with the Supervisor for approval. 

7. When an Assessment and Action Record is completed on behalf of another Agency through 
an Inter-Agency Service Agreement, the Assigned Helper/Children’s Circle of Care Helper 
will send a copy to the Placing Agency and to the Child’s/Youth’s First Nation Band 
Representative. 

8. Once the initial Action Assessment Record is complete, an annual Action Assessment Record 
is required until the Child/Youth leaves a Mnaasged Alternative Care Home. The Action 
Assessment Record must be completed before the one-year anniversary date of the 
previous Action Assessment Record. 

9. In situations where the Child/Youth is 10 years of age or older, has resided in the same 
Alternative Care Home for two consecutive years, and has the same Assigned 
Helper/Children’s Circle of Care Helpers for two consecutive years as well, a decision may 
be made to complete the Action Assessment Record every second year in consultation with 
the Placing Agency. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Social History 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standard 

SOCIAL HISTORY 

POLICY 

Mnaasged Child and Family Services will ensure the Child’s/Youth’s Social History is a 
comprehensive report on the Child/Youth and Family. It will be documented in the 
Mnaasged Information Management System and used as a resource on which decisions 
about the Child’s/Youth’s future will be made and will inform the Child’s/Youth’s Plan of 
Care. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Child’s/Youth’s 
Social History is completed within 60 days of the Child’s/Youth’s placement and updated 
annually thereafter. On the day of the Child’s/Youth’s birthday, the Assigned 
Helper/Children’s Circle of Care Helper will collect, document, and update all case-related 
information within the Social History Form and will continue updating on an ongoing basis 
at least annually. 

2. The Assigned Helper/Children’s Circle of Care Helper will use the Child’s/Youth’s Plan of 
Care and Action Assessment Recording meetings and conferences as a time to gather and 
obtain information for the Child’s/Youth’s Social History from all parties. 

3. The Social History will include identifying physical information, admission information, 
family history, birth history, developmental history, health history, academic history, history 
of court involvement, experiences of separation, personality and behavioural issues or 
attributes, and aptitudes and abilities.  

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Home Visits 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standard 

HOME VISITS  

POLICY 

Mnaasged Child and Family Services will ensure that the Assigned Helper/Children’s 
Circle of Care Helper will complete a home visit and a private interview with the 
Children/Youth who are placed into the Care of Mnaasged. 

This Standard also applies to Children/Youth in the Care of Mnaasged who are placed 
within a Youth Criminal Justice facility under the Youth Criminal Justice Act. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will complete a home visit for 
Children/Youth who are placed in care at seven (7) days, 30 days, 90 days, and every 90 
days thereafter from the date of admission. Mnaasged’s Standard of Practice, 
notwithstanding this requirement, is to see Children/Youth in Care at least monthly. 

2. The Assigned Helper/Children’s Circle of Care Helper will complete a private interview with 
the Child/Youth at seven (7) days, 30 days, 90 days, and every 90 days thereafter from the 
date of admission. The purpose of the visits is to determine the safety of the Child/Youth 
and if the placement is meeting the Child’s/Youth’s needs considering the Child’s/Youth’s 
age and development. 

3. The Assigned Helper/Children’s Circle of Care Helper will document and record a case note 
for each home visit in the Mnaasged Information Management System. Discussions at each 
home visit will include the following: 

a) Alternative Care Home adjustments 

b) Concerns, needs, and fears 
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c) Family relations, peers, and school 

d) Understanding of admission 

e) Child/Youth awareness of fire exits 

f) Child’s/Youth’s rights 

g) Upcoming appointments 

h) Access planning and arrangements 

i) Inspect the Child’s/Youth’s bedroom 

4. The Assigned Helper/Children’s Circle of Care Helper is required to notify the Supervisor if 
any concerns are identified by the Child/Youth or Alternative Care Parent(s). An “Action 
Plan” to address the concerns will be documented as part of the case file and the 
Child’s/Youth’s Plan of Care. 

5. The Assigned Helper/Children’s Circle of Care Helper will record and document a 
Child’s/Youth’s refusal for a private interview and notify a Supervisor. The Assigned 
Helper/Children’s Circle of Care Helper is required to follow up and attempt to complete the 
private interview as part of the regular ongoing Case Management. 

6. The Assigned Helper/Children’s Circle of Care Helper will review and document with the 
immediate Supervisor any departure from Standards and will provide a clear explanation of 
why the Standard was not met, as well as any additional steps taken or required.  

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Cultural Services Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Supervised, Unsupervised, and Extended Access Planning 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

SUPERVISED, UNSUPERVISED, AND EXTENDED ACCESS PLANNING  

POLICY 

Mnaasged Child and Family Services will ensure that the coordination of all access for 
Parent(s) or Guardian(s) is based on comprehensive and coordinated case planning 
when Children/Youth are admitted into the Care of Mnaasged. 

Mnaasged Child and Family Services considers the following before providing Access: 

a) Is granting access in the Child’s/Youth’s best interest? 

b) Is access provided within five (5) days of involuntary admission into Care? 

c) Is access reasonable when considering the Child’s/Youth’s developmental needs? 

d) Is the impact made on the Child/Youth to maintain the relationship considered? 

e) Does the access allow sibling visits? 

f) Will access reduce the trauma of separation for the Child/Youth? 

g) Will access ensure the protection of the Child/Youth during contact with family 
members? 

h) Will access provide the Child/Youth with the opportunity to maintain a 
relationship with biological family members while safeguarding against abuse or 
exposure to other behaviours that are stressful or emotionally upsetting? 

i) Will access assist in the assessment of the quality of the relationship of the 
Child/Youth and the family member and of the risk for any potential harm in the 
future? 
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j) Will access provide support and teach family members or offer aid to promote a 
positive relationship between the Child/Youth and family? 

PROCEDURE 

1. The Parent(s) or Guardian(s) and the extended family will be offered Access opportunities 
when their Children/Youth are in Care or when their Children/Youth are in the custody of 
one Parent and need a safe place to visit the other Parent. This includes Court-ordered 
Access. Access is supervised or unsupervised, depending on the nature of the relationship 
between the Child/Youth and Parent or between Parent(s) and other family members. 
Access is always supervised where it is believed that the Child’s/Youth’s safety requires it to 
be or where it is ordered by the Court. 

2. The Assigned Helper and the Children’s Circle of Care Helper will develop a plan in 
collaboration with their Supervisor to plan, organize, and facilitate the Access Visits on a 
regular basis in order to obtain a comprehensive evaluation of the family’s interaction with 
the Child/Youth. 

3. The Assigned Helper and Children’s Circle of Care Helper will formulate an Access Team that 
may consist of other front-line staff providing support to the family, Alternative Care 
Parents, Supervised Access Helpers, First Nation Band Representatives, and volunteer 
drivers. 

4. The Assigned Helper is responsible for arranging, altering, and communicating the Access 
Visits with the Parent(s) or Guardian(s) according to the Parent’s(s’) commitment and Court-
ordered Access Plan. 

5. The Children’s Circle of Care Helper, in conjunction with the Alternative Care Parent(s), will 
schedule Access Visits with siblings placed in separate homes. 

6. The Assigned Helper and the Children’s Circle of Care Helper will facilitate Access Visits that 
occur within the office, the home, or the community. The team may seek community 
partners and supports for all situations involving the family regarding access at community 
events or programs. 

7. Should there be reasons that prevent access from occurring in the home or community, the 
Assigned Helper/Children’s Circle of Care Helper will complete and submit the Request for 
Supervised Access Form to the Supervisor for approval. Upon approval, the Assigned 
Helper/Children’s Circle of Care Helper will forward the request to the Supervised Access 
Coordinator. 

8. The Supervised Access Coordinator will assign a Supervised Access Helper to the family. 
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9. A meeting will be held with the Assigned Helper/Children’s Circle of Care Helper and the 
Supervised Access Helper to discuss the file and begin the Access Plan, which will include the 
following: 

a) Schedule 

b) Type of Supervision 

c) Place 

d) Transportation  

e) Court Orders 

10. Once the access schedule has been finalized, the Children’s Circle of Care Helper will be 
provided the schedule within 24 hours of being completed and will be forwarded to the 
Alternative Care Parent(s) immediately. 

11. The Children’s Circle of Care Helper will ensure that the Child/Youth is present for the 
Access Visits with the assistance of the Supervised Access Team. Any changes made to the 
Access Schedule will be initiated by the Assigned Helper or the Children’s Circle of Care 
Helper, according to the Court Plan, and communicated to all parties involved. 

12. When transportation is identified as a barrier for the biological family, the Assigned Helper 
will offer aid to the family to ensure that the Access Visits can occur. 

13. The Assigned Helper, the Children’s Circle of Care Helper, and the Supervised Access Helper 
are responsible to document the quality of interaction between the Child/Youth and the 
family in the Child’s/Youth’s File in the Mnaasged Information Management System. 

14. The Assigned Helper and the Children’s Circle of Care Helper will communicate with the 
Supervised Access Helper when making decisions to alter or increase visits. If the request 
cannot be met immediately then a shared plan will be coordinated through joint supervision 
and will involve both Helpers. 

15. The Supervised Access Helper will complete all case notes and documentation related to 
Access Visits in the Child’s/Youth’s File in the Mnaasged Information Management System. 

16. Before implementing changes to an Extended Access Plan for a Child/Youth in Alternative 
Care, the Assigned Helper and the Children’s Circle of Care Helper will case conference with 
the Parent(s) or Guardian(s), the Alternative Care Parent(s), and the First Nation Band 
Representative to develop an Access Plan. 

17. The Assigned Helper and the Children’s Circle of Care Helper will complete the required 
court forms to obtain an order to amend the current order regarding access. 
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18. When case planning requires the development of a Safety Plan for Extended Access, the 
Assigned Helper and the Children’s Circle of Care Helper will complete a Safety Plan with the 
Supervisor’s approval. A copy of the Safety Plan will be shared with the After-Hours Helper. 

19. The Children’s Circle of Care Helper will be responsible for visiting the Children/Youth while 
on Extended Access Visits to ensure that the Reintegration Plan and Extended Access Visits 
are successfully progressing. 

20. The Supervisor will clearly document the decisions to proceed with a revised Access Plan on 
a Supervisory Consultation Note. The Assigned Helper and the Children’s Circle of Care 
Helper will file a copy of the Supervisory Consultation Note on the Biological Family’s and 
Child’s/Youth’s Files in the Mnaasged Information Management System. 

21. The Assigned Helper and the Children’s Circle of Care Helper will complete all case notes 
and documentation related to Access Visits in the Child’s/Youth’s File in the Mnaasged 
Information Management System. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Supervised Access Policy and Procedure Manual 

Child Protection Policy and Procedure Manual  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Extended Access Visits 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

EXTENDED ACCESS VISITS  

POLICY 

Mnaasged Child and Family Services will ensure that all Children/Youth who have an 
Access Plan and are entitled to Extended Access Visits will have a back-up Safety Plan. 
Extended Access Visits are particularly important as these are part of a Reintegration 
Plan for the Child/Youth to return home, and a back-up Safety Plan would benefit 
where extended access coincides with a particular family member, community event, or 
milestone. 

Extended Access Visits are considered visits that exceed 24 hours but not more than 
seven (7) days. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will inform the Alternative Care 
Parent(s) and the Child/Youth of the planned Access Visit immediately. In the event an 
Access Visit must be terminated, a Safety Plan will be developed with directions on how to 
contact the Alternative Care Parent(s). 

2. The Assigned Helper/Children’s Circle of Care Helper will inform the Supervised Access 
Helper (if appropriate) of the Extended Access Visit as soon as the Helper is aware of the 
plan and can cancel any pre-determined access arrangements that may be affected. 

3. The Assigned Helper/Children’s Circle of Care Helper will complete a Safety Plan for 
placement alternatives in Mnaasged’s After-Hours Kit in the event an Access Visit is to be 
terminated and the regular Alternative Care Parent(s) will be unavailable. 

4. The Assigned Helper/Children’s Circle of Care Helper will be responsible for visiting the 
Child/Youth while on an Extended Access Visit, according to Standards, and will consult with 
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the Supervisor. The case management notes will be included in the Mnaasged Information 
Management System. 

5. The Assigned Helper/Children’s Circle of Care Helper will be responsible for completing all 
documentation related to any Serious Incident/Occurrence, which could occur while the 
Child/Youth is on an Extended Access Visit. 

6. Any changes to the Extended Access Plan must be clearly documented on a Supervisory 
Consultation Note by the Supervisor. A copy of the consultation note will be placed in the 
Parent(s) or Guardian(s) and the Child’s/Youth’s Files in the Mnaasged Information 
Management System. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Supervised Access Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Placement Change and Evaluation 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Child, Youth and Family 
Services Act 

PLACEMENT CHANGE AND EVALUATION  

POLICY 

Placement evaluations will be an ongoing process for all Children/Youth in Care. When 
evaluating the placement, the Assigned Helper/Children’s Circle of Care Helper will 
consider the following: 

a) Discuss presenting difficulties and attempt to maintain the continuity of the 
placement for the Child/Youth when it is in the Child’s/Youth’s best interests and 
when the Alternative Care Parent(s) is in agreement 

b) When a Child/Youth has been in the home for more than two (2) years, unless 
there is a situation in which the Child/Youth needs to be removed immediately 
(e.g., because of abuse or neglect) the Assigned Helper/Children’s Circle of Care 
Helper must inform the Alternative Care Parent(s) within 10 days’ notice 

c) When the Child/Youth is a member of a First Nation, the Assigned Worker will 
give at least 10 days’ written notice to the First Nation Band Representative and, 
after notice is given, consult with the representatives chosen by the Band or 
community relating to the Plan of Care for the Child/Youth 

d) Determine that a change in placement is necessary and Mnaasged requires a 
minimum of 10 working days to locate a new Alternative Care Parent(s) and to 
prepare the Child/Youth 

e) In non-crisis situations, the Assigned Helper/Children’s Circle of Care Helper will 
respond to a Request for Change in Placement Form within 48 hours from either 
the Child/Youth or the Alternative Care Parent(s) 

f) Consult with the First Nation Band Representative about an Alternative Dispute 
Resolution process to resolve the issue for the Child/Youth  
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g) When a Child/Youth is objecting to the placement change, the Assigned 
Helper/Children’s Circle of Care Helper must inform the Child/Youth of the 
Child’s/Youth’s right to review in accordance with the Child, Youth and Family 
Service Act. 

Crisis Situations 

Under no circumstances is a Child/Youth in Care to remain in an Alternative Care Home 
in instances where the Child/Youth alleges that someone in the Alternative Care Home 
has physically, sexually, or emotionally abused the Child/Youth, unless an adequate 
Safety Plan has been developed and approved by a Supervisor. 

When the Child’s/Youth’s safety or well-being is compromised, an Alternative Placement 
for the Child/Youth must be sought immediately. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will document ongoing observations of 
the Child/Youth during regular home visits with the Child/Youth and the Alternative Care 
Parent(s). Concerns and problems are addressed as they arise and in consultation with all 
parties involved. 

2. The Assigned Helper/Children’s Circle of Care Helper will complete the following steps when 
a decision has been made for a placement change: 

a) The Request for Change of Placement Form is completed by the Assigned 
Helper/Children’s Circle of Care Helper in consultation with the Supervisor upon receipt 
of a Request for Change of Placement from either the Alternative Care Parent(s) or the 
Child/Youth in Care 

b) The Supervisor and the Assigned Helper/Children’s Circle of Care Helper will share 
information, and a meeting will be held with the Child/Youth and the Alternative Care 
Parent(s) within three (3) days of the request 

c) A consultation, a Case Conference, or both will be initiated involving the Assigned 
Helper/Children’s Circle of Care Helper, the immediate Supervisor, the First Nation Band 
Representative, the Parent(s) or Guardian(s), and any other persons who may be able to 
contribute to a positive outcome that will be in the Child’s/Youth’s best interests 

d) When a situation cannot be resolved during the case conference, the results will be 
recorded and kept in the Child’s/Youth’s File in the Mnaasged Information Management 
System 
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e) The Assigned Helper/Children’s Circle of Care Helper will then initiate the procedures for 
a placement and will record the move in the Child’s/Youth’s File in the Mnaasged 
Information Management System 

f) The placement decision must have the approval of the Supervisor 

g) In all situations the Child/Youth will be accompanied by the Assigned Helper/Children’s 
Circle of Care Helper 

3. When a Child/Youth is objecting to the placement, the Assigned Helper/Children’s Circle of 
Care Helper will inform the Child/Youth of the Child’s/Youth’s right to have the placement 
reviewed by a Residential Placement Advisory Committee. The Child/Youth can also access 
the complaint procedure to object the move. 

4. The Residential Placement Advisory Committee will determine the following: 

a) If the child has special needs 

b) What services or programs are available for the Child/Youth in the proposed placement 
and whether these will benefit the Child/Youth 

c) Whether the proposed placement is appropriate for the Child/Youth, considering the 
circumstances 

d) If a least restrictive alternative to the placement would be more appropriate 

e) The importance of continuity for the Child’s/Youth’s Care and possible effects on the 
Child/Youth 

f) The importance in recognizing the Child’s/Youth’s culture, heritage, and Traditions and 
preserving the Child’s/Youth’s cultural identity 

5. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Child/Youth has 
access to the Residential Placement Advisory Committee. 

In Emergency or crisis situations, the following steps will occur: 

1. If the situation requires that the Child/Youth in Care be removed from the existing 
Alternative Care Home immediately, the Assigned Helper/Children’s Circle of Care Helper, 
after consultation with a Supervisor, will request a placement change and relocate the 
Child/Youth to an approved Home. 

2. The Assigned Helper/Children’s Circle of Care Helper will complete a Data Change Form and 
update the Child’s/Youth’s information in the Child’s/Youth’s File in the Mnaasged 
Information Management System. 
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3. If the placement is an emergency, the Assigned Helper/Children’s Circle of Care Helper must 
complete and submit a Placement Change Request Form in the Mnaasged Information 
Management System. 

4. The Assigned Helper/Children’s Circle of Care Helper will complete all information in the 
Mnaasged Information Management System once a placement has been identified. 

5. The Assigned Helper/Children’s Circle of Care Helper will inform all parties of the placement 
change and will accompany the Child/Youth to the new placement. 

6. The Assigned Helper/Children’s Circle of Care Helper will conduct an Exit Interview and will 
complete the Exit Interview and Post-Placement Form, when appropriate, with the 
Child/Youth and the Alternative Care Parent(s) on the events or circumstances that lead to 
the request for the move. 

7. The Assigned Helper/Children’s Circle of Care Helper will notify the Child’s/Youth’s First 
Nation Band Representative, along with the Child’s/Youth’s Parent(s) or Guardian(s), when 
appropriate and as soon as possible, following the Child’s/Youth’s replacement. Discussion 
will include the reasons for the move, without disclosure of personal information unless 
consent is given by the Alternative Care Parent(s). Personal information may only be shared 
between the Alternative Care Parent(s) and the Parent(s) or Guardian(s) if it has any bearing 
on the reasons for the move. 

8. The Assigned Helper/Children’s Circle of Care Helper will complete a Data Change Form 
immediately following a Child’s/Youth’s move to a new placement and will update the 
Mnaasged Information Management System. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Supervised Access Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 

  



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 131 

Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Complex Cases 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Children’s Planning 
Committee Terms of Reference 

COMPLEX CASES  

POLICY 

Mnaasged Child and Family Services will meet and conference cases that have been 
identified as complex and that meet the definition of having complex needs. 

PROCEDURE 

1. Mnaasged’s Assigned Helper/Children’s Circle of Care Helper and the Supervisor will 
forward a request to the Senior Manager to bring the case forward to the Children’s 
Planning Committee. 

2. Upon approval by the Senior Manager, the Children’s Planning Committee will be initiated. 

3. If the resolution for Service Planning is not reached, the Senior Manager will complete an 
Executive Summary and will inform the Director of Services of the Complex Case. 

4. The Director of Services will then initiate the case to be brought forward to a Management 
Level Case Conference and then to the Board Services Committee for resolution, if needed. 

5. Mnaasged’s Board Services Committee will make a recommendation to the Mnaasged 
Board of Directors for approval. 

6. Upon approval of the Board Service Committee recommendation, the Director of Services 
will forward a report that has identified the service and financial needs of a Complex Case 
to the Ministry of Children, Community and Social Services. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Child Moving Out of Province 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Inter-Provincial Agreement 

CHILD MOVING OUT OF PROVINCE  

POLICY 

Mnaasged Child and Family Services will ensure that when a Child/Youth in an 
Alternative Care Placement, Interim Society Care, or Extended Society Care requests to 
relocate out of the province, the request is thoroughly reviewed and conferenced to 
ensure that the move is in the Child’s/Youth’s best interest. Such a move would include 
a request or plan to repatriate a Child/Youth to the Child’s/Youth’s out-of-province 
home First Nation or a placement to be with extended family members. 

Any placement out of province requires the approval of the Executive Director. 

PROCEDURE 

1. The Supervisor will coordinate a Case Conference with the Parent(s) or Guardian(s), the First 
Nation Band Representative and the Child/Youth, if appropriate, to review the request and 
rationale. In making a final recommendation, the Assigned Helper/Children’s Circle of Care 
Helper and the Supervisor will take into account the length of time the Child/Youth has 
spent in the existing placement, the views of the Alternative Care Parent(s), the views and 
preferences of the Parent(s) or Guardian(s) and the Child/Youth, and the merits of the 
proposal itself. 

2. Mnaasged will continue to be the parent Agency until the end of the Agreement (Customary 
Care) or until the Child/Youth is discharged out of Care. 

3. A recommendation will be documented in a memo by the Supervisor. The request will be 
forwarded to the Senior Manager who will consult with the Director of Services. The 
Director of Services will forward the request to the Executive Director or designate, along 
with supporting documentation for review and authorization. 
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4. When a decision is made by the Executive Director or designate, it will be communicated to 
the Director of Services who will forward the response to the Manager and the Supervisor.  

5. If the request is approved, the Assigned Helper/Children’s Circle of Care Helper will contact 
and notify the Child Welfare Authority Office in the province where the Child/Youth is 
moving with the Kinship/Customary Care Provider. 

6. If the Child Welfare Office of the province where the Child/Youth is moving has a 
Coordinator of Inter-Provincial Placement, this Coordinator will be contacted to ensure that 
all necessary steps are followed to facilitate a smooth transition. 

7. If a Child/Youth in Care is being relocated to another First Nation in another province, the 
Assigned Helper/Children’s Circle of Care Helper will contact and inform the First Nation 
Chief or Band Representative or delegate of the intention to place a Child/Youth within the 
First Nation community. 

8. The Assigned Helper/Children’s Circle of Care Helper will forward a letter to the Child 
Welfare Agency and the First Nation outlining the transfer and including the following 
documentation: 

a) Family Access 

b) Certified Statement of birth 

c) Certified copy of Crown Wardship Order, if child is a Crown Ward 

d) Society Wardship Order or Supervision Order 

e) Consent to Medical Treatment 

f) Transfer Recording 

g) Child’s/Youth’s Social History  

h) Other pertinent reports (medical, education, and psychological)  

9. Mnaasged may provide financial assistance with respect to travelling expenses and any 
other financial arrangements. The Assigned Helper/Children’s Circle of Care Helper and the 
Supervisor will detail these costs. Any other costs will be identified and negotiated with the 
Agency accepting the file for service on a long-term basis. 

10. When a Child/Youth has moved out of the province, the Assigned Helper/Children’s Circle of 
Care Helper will request recordings to address Children in Care (CIC) Standards relating to 
Mnaasged Child and Family Services Policies and Procedures until the Child/Youth is 
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discharged from Care. Mnaasged retains legal guardianship and will bring the matter to 
Court if necessary. 

POLICY REFERENCE 

Alternative Care Policies and Procedures Policy Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Transportation of High-Risk Children 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

TRANSPORTATION OF HIGH-RISK CHILDREN  

POLICY 

Mnaasged Child and Family Services will ensure that a Safety Plan will be developed 
prior to transporting high-risk Children/Youth. Mnaasged Child and Family Services may 
contract, when possible, individuals who are trained in behavioural intervention 
techniques. 

PROCEDURE 

1. If safety concerns exist when a Child/Youth coming into Alternative Care is in the midst of a 
placement change and residential placement is to occur outside Mnaasged jurisdiction, 
after consultation with the Assigned Helper/Children’s Circle of Care Helper, the Supervisor 
overseeing the case will contact the Senior Manager and the Alternative Care Supervisor. 

2. The Supervisor will contact the Director of Services for final approval. 

3. The Supervisor will request a consultation with one of the Police Services in the jurisdiction 
of origin on the severity of the concern to arrange a fee for service transportation, upon 
approval from the Director of Services. 

4. The After-Hours Assigned Helper/Children’s Circle of Care Helper has the right to ask for 
Police assistance in any situation in which such assistance is considered necessary. This 
includes, but is not limited to, the following: 

a) Transporting a Child/Youth who is intoxicated or under the influence of drugs or other 
substances 

b) Transporting a Child/Youth in Care who has committed an assault and requires 
placement in another facility 
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c) In any instance when a Child/Youth has threatened the After-Hours Assigned 
Helper/Children’s Circle of Care Helper with physical harm 

d) When anticipating removal of a Child/Youth from a home in which spousal violence has 
occurred 

e) When anticipating removal of a Child/Youth from persons who are known to be or are 
suspected of being intoxicated 

f) In any situation in which the After-Hours Helper fears for their safety 

POLICY REFERENCE  

Alternative Care Policies and Procedures Policy Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Travel In and Out of Jurisdiction 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 TRAVEL IN AND OUT OF JURISDICTION  

POLICY 

Mnaasged Child and Family Services will ensure that all Children/Youth in Alternative 
Care have the appropriate consents when travelling. 

The Assigned Helper/Children’s Circle of Care Helper is responsible to confirm the 
policies in relation to travel in and out of the jurisdictions with the Alternative Care 
Parents. 

PROCEDURE 

1. Routine travel is defined as everyday activities, such as shopping, medical appointments, 
and recreational travel. 

2. Routine travel does not require travel authorization. 

3. For transportation within the jurisdiction that requires written Permission Forms (school 
trips) the Alternative Care Parent(s) will advise and obtain permission from the Assigned 
Helper/Children’s Circle of Care Helper. 

4. The Assigned Helper/Children’s Circle of Care Helper is responsible for obtaining the 
Parent(s) or Guardian(s) consent, where appropriate, and placing a copy of the Permission 
Form in the Alternative Care Parent(s) File. 

NON-ROUTINE TRAVEL OUTSIDE OF THE JURISDICTION  

1. Non-routine travel is defined as any travel outside of the jurisdiction to destinations out of 
the jurisdiction, out of the province, or out of the country. 
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2. Non-routine travel outside of the jurisdiction requires the authorization of the Executive 
Director or designate. Where such travel is expected to be recurring (e.g., a child who plays 
on a hockey team that routinely plays against teams from outside Mnaasged’s catchment 
area) the authorization is only required once. 

3. The Assigned Helper/Children’s Circle of Care Helper is responsible to inform the Alternative 
Care Parent(s) that permission of Mnaasged is required for all travel outside of the 
jurisdiction. 

4. All out-of-jurisdiction travel and vacation time for a Child/Youth in Care must be approved 
by the Director of Services prior to departure, and the Parent(s) or Guardian(s) when travel 
is outside the jurisdiction, depending on the Child’s/Youth’s legal status. 

5. The Alternative Care Parent(s) will request a written Travel Letter and Medical 
Authorization Form. The Travel Letter will be approved and authorized by the Executive 
Director or designate. The request for the Travel Letter will be provided seven (7) days in 
advance to ensure notice has been provided. 

6. The Assigned Helper/Children’s Circle of Care Helper is responsible to place a copy of the 
Travel Letter in the Alternative Care Parent(s) File within the Mnaasged Information 
Management System. 

7. When the Assigned Helper/Children’s Circle of Care Helper becomes aware that the 
Alternative Care Parent(s) is non-compliant, the Assigned Helper/Children’s Circle of Care 
Helper is responsible to immediately inform the Supervisor. A “Plan of Action” to address 
the concern will be documented in the Mnaasged Information Management System. The 
Assigned Helper/Children’s Circle of Care Helper will review the policy surrounding travel 
outside of the jurisdiction with the Alternative Care Parent(s). 

8. For vacation travel, the Assigned Helper/Children’s Circle of Care Helper will document all 
travel arrangements, the length of the trip, the destination, and the address and telephone 
number where the Alternative Care Parent(s) can be reached. The information will be 
forwarded to the Supervisor for approval. 

9. Upon approval of the proposed travel, the Assigned Helper/Children’s Circle of Care Helper 
will prepare the necessary Travel Letter and Medical Consent for signature. 

10. Financial assistance may be provided to the Alternative Care Parent(s) when Children in 
Alternative Care are included in family trips and vacations at a flat rate per day for up to 
seven (7) days annually to assist with additional costs and meals while travelling. 

11. The Assigned Helper/Children’s Circle of Care Helper must confirm that the Alternative Care 
Parent(s) has obtained additional health care coverage for a Child/Youth when travelling 
outside of Canada, which will be reimbursed by Mnaasged. 
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12. The Assigned Helper/Children’s Circle of Care Helper will complete a Request for Financial 
Assistance Form from the Alternative Care Parent(s) upon approval of travel and vacation 
for costs associated with the travel request. 

13. Any travel that requires a passport for the Child/Youth must be arranged well in advance 
and must meet with the approval process of the Executive Director as well as be dependent 
on the legal status of the Child/Youth. 

14. The Alternative Care Parent(s) will receive up to $100 per Child/Youth with prior approval of 
the Assigned Helper/Children’s Circle of Care Helper to assist in defraying the vacation 
expense. 

15. Where travel expense is expected to exceed the maximum reimbursed amount (i.e., air 
fare) and the Child/Youth is anticipated to participate in the family vacation, Mnaasged may 
reimburse the Alternative Care Parent(s) for expenditures that exceed $1,000 but will 
require prior approval from the Manager and the Director of Services. 

POLICY REFERENCE 

Alternative Care Policies and Procedures Policy Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Medical Transportation 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Ministry of Health and Long-Term Care 

 MEDICAL TRANSPORTATION  

POLICY 

Mnaasged Child and Family Services recognizes that there will be occasions when 
Children/Youth in Care must travel outside of the jurisdiction to receive medical care. 

Travel arrangements will be done in conjunction with the Alternative Care Parent(s) and 
significant others in the Child’s/Youth’s life. 

PROCEDURE 

1. When a Child/Youth has regularly scheduled visits to a medical specialist outside of the 
jurisdiction, it is important to plan on who will accompany the Child/Youth, the Parent(s) or 
Guardian(s) or the Alternative Care Parent(s). 

2. If consents are required from the Parent(s) or Guardian(s), the Assigned Helper/Children’s 
Circle of Care Helper will ensure that these are provided to the Alternative Care Parent(s). 

3. Travel accommodation requirements will be made in accordance with the present 
Mnaasged Travel Policy and will meet the requirements of Non-insured Health Benefits (of 
over 100 kms). 

4. Food and other reasonable and necessary expenses (babysitting, taxi, and ground travel) 
will be claimed by the Alternative Care Parent(s) through the regular expense claim process. 

5. For emergency or crisis admission, the Assigned Helper/Children’s Circle of Care Helper or 
After-Hours Helper will be contacted to assist with the coordination of travel. 

All costs associated with an emergency or crisis admission will be reimbursed to the 
Alternative Care Parent(s) with receipts. 
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6. The Assigned Helper/Children’s Circle of Care Helper will enter any known medical trips as 
Alerts within the Child/Youth Care File in the Mnaasged Information Management System. 

POLICY REFERENCE 

Alternative Care Policies and Procedures Policy Manual   
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Damage and Theft by a Child/Youth in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 DAMAGE AND THEFT BY A CHILD/YOUTH IN CARE  

POLICY 

Mnaasged Child and Family Services will consider covering costs of theft or damage 
caused by a Child/Youth placed in an Alternative Care Home that is not covered by 
regular home insurance. Mnaasged Child and Family Services may reimburse the 
Alternative Care Parent(s), depending on the situation and if approved by a Supervisor. 

PROCEDURE 

1. The Alternative Care Parent(s) will advise the Assigned Helper/Children’s Circle of Care 
Helper immediately of any damage or theft caused by a Child/Youth placed in Alternative 
Care. 

2. Upon the Supervisor’s approval, the Assigned Helper/Children’s Circle of Care Helper will 
advise the Alternative Care Parent(s) that compensation may be provided for damages to 
the Alternative Care Home property caused by a Child/Youth in Alternative Care. The types 
of losses include the following: 

a) Damage to furniture, equipment, and windows 

b) Theft 

c) Unauthorized use of the telephone 

3. Certain types of malicious or accidental damage will be considered for payment, excluding 
losses that are normally covered by home insurance if the Alternative Care Parent(s) failed 
to make the usual insurance purchase for losses due to normal wear and tear or if the losses 
are due to liability imposed by law. Other examples include the following: 
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a) Any liability imposed by law arising out of the Alternative Care Parent’s(s’) actions or 
omissions 

b) Any insurable fire damage to personally owned property 

c) Any insurable automobile damages caused by a Child/Youth in Alternative Care who 
operated a vehicle without permission 

d) Any losses due to normal wear and tear or depreciation 

e) Any losses due to assault by a Child/Youth in Alternative Care 

4. The Assigned Helper/Children’s Circle of Care Helper will take into consideration the limited 
amounts of compensation following a thorough investigation when there is no legal liability 
on the part of Mnaasged to pay for damages done to the personal or real property of a third 
party that was caused by the Child/Youth placed in Alternative Care. 

5. The Alternative Care Parent(s) has the right to contact Police if required and warranted. 

6. In the event of damages, the Alternative Care Parent(s) will notify the Assigned 
Helper/Children’s Circle of Care Helper and, if unavailable, the Supervisor within one (1) day 
(Monday to Friday only) of the incident. 

7. The Assigned Helper/Children’s Circle of Care Helper will advise the Alternative Care 
Parent(s) to record the details of what happened (including photos) if appropriate. 

8. When an Alternative Care Parent(s) identifies and formalizes the request for reimbursement 
for expenses that are not covered by home insurance, the Assigned Helper/Children’s Circle 
of Care Helper will attend the Home. The Assigned Helper/Children’s Circle of Care Helper 
will interview the Child/Youth and the Alternative Care Parent(s) to determine what 
happened and the costs associated with the damages. 

9. Where appropriate, the Alternative Care Parent(s) seeking a claim for damages from 
Mnaasged must first submit to the Assigned Helper/Children’s Circle of Care Helper a 
written confirmation of the claim denial from the insurance company. 

10. The Assigned Helper/Children’s Circle of Care Helper will review the claim and 
circumstances before recommending to the Supervisor to approve the reimbursement to 
the Alternative Care Parent(s). Where the claim for damages is paid by the insurance 
company, Mnaasged will consider the reimbursement of any deductible. 

11. If approved, the Assigned Helper/Children’s Circle of Care Helper will advise the Alternative 
Care Parent(s) that they will need to provide two (2) estimates for the repairs. The final 
approval of estimates requires the approval of the Supervisor if less than $500 and of the 
Manager if more than $500. 
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12. Resolution of the compensation with the Alternative Care Parent(s) for damages or theft will 
require the Alternative Care Parent(s) to sign an agreement releasing Mnaasged from any 
further claims or estimates. 

POLICY REFERENCE 

Alternative Care Policies and Procedures Policy  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Retrieving a Child’s/Youth’s Identification from the Parent(s) or Guardian(s) 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

RETRIEVING A CHILD ’S/YOUTH’S IDENTIFICATION FROM  THE PARENT(S) OR 
GUARDIAN(S) 

POLICY 

Mnaasged Child and Family Services is responsible to ensure that when a Child/Youth 
has been in Care for more than 30 days, and the Assigned Helper has been unable to 
obtain identification cards from the Parent(s) or Guardian(s), the Assigned Helper for 
the Child/Youth will begin the process for obtaining the health card, the Status card, 
birth certificate, and so on. Consents will be requested by the Assigned Helper from the 
Parent(s) or Guardian(s) for the appropriate Agency or Ministry. 

PROCEDURE 

1. The Admitting Helper will obtain the Child’s/Youth’s identification cards from the Parent(s) 
or Guardian(s) at the time of admission or as soon as possible. The Helper will document in 
a case note that the identification cards were discussed, retrieved, and placed in the 
Child’s/Youth’s File in the Mnaasged Information Management System. 

2. The Assigned Helper/Children’s Circle of Care Helper will obtain consents from the Parent(s) 
or Guardian(s) when completing a request for a Child’s/Youth’s identification, when 
appropriate. 

3. The Assigned Helper/Children’s Circle of Care Helper will provide blank forms and assist the 
Parent(s) or Guardian(s) to complete and submit the forms no later than 14 days from the 
time of a Child’s/Youth’s admission. 

4. The Assigned Helper for the family will assist the Parent(s) or Guardian(s) in seeking 
financial support, if necessary, to cover costs related to the application forms. If required, 
Mnaasged will provide financial assistance with prior approval from a Supervisor. If financial 
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support is approved, the Assigned Helper/Children’s Circle of Care Helper will complete and 
send an approved Request for Payment Form to the Finance Department. 

5. The Finance Clerk will mail the documentation and fee to the proper Agency or Ministry. 

6. Upon receipt of the documentation, the Finance Clerk will photocopy and forward the 
identification to the Assigned Helper/Children’s Circle of Care Helper assigned to the 
Child’s/Youth’s File. The Assigned Helper/Children’s Circle of Care Helper will maintain the 
original in the Child’s/Youth’s File. A photocopy will be copied and placed in the 
Child’s/Youth’s File in the Mnaasged Information Management System and one will be 
provided to the Alternative Care Parent(s). 

7. The Alternative Care Parent(s) will be instructed to ensure that the documents are safe and 
that the documents follow the Child/Youth when the Child/Youth leaves Mnaasged’s Care. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Sleep Over and Overnight Visits 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 SLEEP OVER AND OVERNIGHT VISITS  

POLICY 

Mnaasged Child and Family Services will make all reasonable efforts to screen and 
ensure the safety of a Child/Youth requesting to spend the night with a friend. Further, 
Mnaasged Child and Family Services will consider the Child’s/Youth’s age and stage of 
development when responding to sleep overs. 

PROCEDURE 

1. The Alternative Care Parent(s) will immediately notify the Assigned Helper/Children’s Circle 
of Care Helper when a Child/Youth in Alternative Care requests to have a sleep over and will 
provide the details of date, time, address, and name of the adult in charge. 

2. Mnaasged will consider the Child’s/Youth’s age and stage of development and will complete 
a record check of the proposed family. 

3.  The Assigned Helper/Children’s Circle of Care Helper will obtain the telephone number of 
the friend’s parent(s) where the sleep over will occur. The Assigned Helper/Children’s Circle 
of Care Helper will obtain verbal approval from the parent(s) of the friend to conduct record 
checks. 

4. The Assigned Helper/Children’s Circle of Care Helper will complete Internal Records Checks, 
with consent of the persons residing in the home where the sleep over is to occur. 
Permission will likely be given whether there is a record, and the Helper has determined 
that there is nothing on file that would prevent the Child/Youth from being safe to visit the 
home. 
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5. The Assigned Helper/Children’s Circle of Care Helper will consult with the Supervisor if 
approved. The Assigned Helper/Children’s Circle of Care Helper will contact the Alternative 
Care Parent(s) and ensure that the following safeguards are in place: 

a) The Alternative Care Parent(s) will be responsible for ensuring that the Child/Youth will 
be in a safe and properly supervised home and that the Alternative Care Parent(s) will 
speak directly with the adult in charge of the sleep over 

b) The Alternative Care Parent(s) will ensure that all known medical information, alerts, 
and allergy information is provided to the substitute care provider  

c) The Alternative Care Parent(s) will inform the adult in charge that they will be available 
in case the Child/Youth needs or wants to return to the Alternative Care Home. The 
Alternative Care Parent(s) will provide their name and contact information 

d) The Alternative Care Parent(s) is to be aware of the location of the Child/Youth in Care 
and how to reach the Child/Youth in case of an emergency 

6. The Child’s/Youth’s Parent(s) or Guardian(s) must approve overnight or extended visits if 
the Child/Youth involved is in Care under a Temporary Care Agreement or Customary Care 
Agreement, unless documented otherwise in either agreement 

7. Mnaasged will not generally approve sleep overs at residences unknown to the Alternative 
Care Parent(s). 

8. Deviation to this Policy must be approved by a Supervisor with the rationale clearly outlined 
on a Supervisory note. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Employment 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 EMPLOYMENT  

POLICY 

Mnaasged Child and Family Services will ensure that older Children/Youth in Alternative 
Care are allowed and encouraged to obtain part-time employment. This is under the 
condition that the employment does not interfere with school or any other required 
activities outlined in the Service Agreement. 

It is important that the Alternative Care Parent(s) supports and contributes to the 
process of the Child’s/Youth’s learning and explains that being employed can be a 
positive activity than can result in personal growth and lead to future opportunities. 

PROCEDURE 

1. The Alternative Care Parent(s) is required to advise the Assigned Helper/Children’s Circle of 
Care Helper when a Youth has accepted employment inside or outside of the Home. 

2. The Child/Youth will be encouraged by the Alternative Care Parent(s) and the Assigned 
Helper/Children’s Circle of Care Helper to save a portion of money received as gifts, from 
the Mnaasged spending allowance, or from their own earnings. The Child/Youth may wish 
to open a bank account to deposit savings on a regular basis. The Assigned 
Helper/Children’s Circle of Care Helper or the Alternative Care Parent(s) will assist with this. 

3. The Alternative Care Parent(s) and the Assigned Helper/Children’s Circle of Care Helper will 
offer guidance and opportunities for the Child/Youth to develop money management skills, 
which include the following: 

a) Teach the Child/Youth to become aware of the cost of goods or services 

b) Teach the Child/Youth to become aware of the value of goods and services 
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c) Give the Child/Youth some purchasing responsibilities 

d) Discuss with the Child/Youth about budgeting, planning, and spending money 
appropriately 

e) Teach the Child/Youth about the value of the money they earned or been given 

f) Teach the Child/Youth to take care of any purchases 

g) Teach the Child/Youth to become capable of assuming some responsibility for the 
Child’s/Youth’s individual needs 

4. When reviewing “savings” with a Child/Youth in Care, the Alternative Care Parent(s) will be 
encouraged to consider the following: 

a) Age of the Child/Youth  

b) Child’s/Youth’s own family practices and the Alternative Care Parent’s(s’) own family 
practices 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Correspondence and Communication 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 CORRESPONDENCE AND COMMUNICATION  

POLICY 

Mnaasged Child and Family Services will ensure that all Children/Youth in Alternative 
Care have the right to send and receive written communication, including mail and 
electronic communication, within the provisions of the Child, Youth and Family Services 
Act. 

Any Correspondence from a Child/Youth to their lawyer or from a lawyer to the 
Child/Youth or the Ombudsman or the Child Ombudsman Ontario: Children and Youth 
Unit will not be opened under any circumstances. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper may open the Child’s/Youth’s written 
communications in the presence of the Child/Youth under the following circumstances and 
guidelines when determining the potential or act of harm to a Child/Youth in Care when 
reviewing communication via written, audio, or visual: 

a) When it is known that the individual (writer) has been counselling the Child/Youth to 
engage in activities that are harmful or illegal 

b) When previous correspondence from the same person has resulted in harm to the 
Child/Youth 

c) When it comes from an individual who has not had any communication or contact with 
the Child/Youth in the previous 12 months and there is reason to believe the content 
may be harmful 
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d) Where the relationship between the Child/Youth and the individual has deteriorated to 
the degree where the expectation is that the contact will be negative and unproductive 

e) When the individual/writer has been threatening, harassing, or attempting to unduly 
influence the Child/Youth 

f) When the Child/Youth is in an emotional state and the content may be disturbing  

g) When the Child/Youth expresses concern or apprehension about receiving 
communication from the individual/writer. 

The Child, Youth Family Services Act Chapter 103 (3) states the following: 

(a) may be opened by the service provider or a member of the service provider’s staff in 

the child’s or young person’s presence and may be inspected for articles prohibited 

by the service provider; 

(b) subject to clause (c), may be examined or read by the service provider or a member of 

the service . . . provider believes on reasonable grounds that the contents of the 

written communication may cause the child or young person physical or emotional 

harm; 

(d) shall not be censored or withheld from the child or young person, except that articles 

prohibited by the service provider may be removed from the written communication 

and withheld from the child or young person (2009 c. 2, s. 8 [2]). 

2. Where a Court Order exists and prohibits access by a Parent to a Child, this includes access 
through written communications, all correspondence received in the Child’s/Youth’s name 
from this Parent will be open by the Assigned Helper/Children’s Circle of Care Helper and 
documented, withheld, and placed in the Child’s/Youth’s File. 

3. The Alternative Care Parent(s) is responsible to contact the Assigned Helper/Children’s 
Circle of Care Helper if there is a reason to believe that the Child’s/Youth’s correspondence 
or written communications may contain a prohibited article or be emotionally upsetting to 
the Child/Youth. 

4. The Assigned Helper/Children’s Circle of Care Helper will consult with the Supervisor for 
approval to open the mail prior to attending the Alternative Care Home. 

5. Within 48 hours of approval, the Assigned Helper/Children’s Circle of Care Helper will 
attend the Home to open the mail with the Child/Youth. 

6. The Assigned Helper/Children’s Circle of Care Helper must record in the Child’s/Youth’s File 
in the Mnaasged Information Management System the reason for opening the 
Child’s/Youth’s correspondence or written communication and whether any prohibited 
articles were found in the correspondence and communication. An attached Supervisor’s 
signature and approval is required. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Telephone and Cell Phone Communication 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 TELEPHONE AND CELL PHONE COMMUNICATION  

POLICY 

Mnaasged Child and Family Services will inform the Child/Youth in Alternative Care of 
the Child’s/Youth’s rights regarding telephone and cell phone communication. 

The degree of privacy should be consistent with the norms of the Alternative Care 
Home and should be dependent on the safety and security of the Child/Youth in Care 
and the Alternative Care Home expectations. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will inform the Alternative Care 
Parent(s) of the right to determine whether the Alternative Care Parent’s(s’) telephone 
number is to be given to the Parent(s) or Guardian(s), extended family members, and the 
Child’s/Youth’s friends. 

2. The Assigned Helper/Children’s Circle of Care Helper will inform the Alternative Care 
Parent(s) of the Child’s/Youth’s right to use the telephone with consideration for the 
following: 

a) The Child/Youth has the right to reasonable privacy when making and receiving 
telephone calls 

b) The degree of privacy allowed to the Child/Youth is consistent with family norms 

c) The Child’s/Youth’s well-being and safety are protected 

d) Determine how and when the Child/Youth may make long-distance telephone calls 
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e) Determine limitations regarding the Child’s/Youth’s use of the telephone (e.g., length 
and number of calls) 

f) Purchasing and limitations of cell phones must be discussed with the Assigned 
Helper/Children’s Circle of Care Helper prior to the purchase of a cell phone 

3.  When the Assigned Helper/Children’s Circle of Care Helper is informed that there may be 
reasonable grounds to believe that use of the telephone may cause the child or youth harm 
or threaten the safety of the home, the Assigned Helper/Children’s Circle of Care Helper will 
assess the rationale and the nature and degree of risk then provide direction to the 
Alternative Care Parent(s). 

4. The Assigned Helper/Children’s Circle of Care Helper will inform the Supervisor of the 
situation and will initiate or propose an action to be taken. The Assigned Helper/Children’s 
Circle of Care Helper will notify the Alternative Care Parent(s) and the Child/Youth of any 
decisions made regarding telephone use and its restrictions. 

5. The Assigned Helper/Children’s Circle of Care Helper will document all information on case 
notes in the Child’s/Youth’s File in the Mnaasged Information Management System. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children in Care POLICY #: 

Section: Serving Children in Care 

Subject: Email and Internet Safety 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 EMAIL AND INTERNET SAFETY  

POLICY 

Mnaasged Child and Family Services will ensure that the Children/Youth in Alternative 
Care use reasonable precaution related to email and internet safety. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that training and education 
is provided to the Alternative Care Parents on an ongoing basis surrounding the need for 
internet and email safety. 

2. The Alternative Care Parents are encouraged to communicate and talk openly to the 
Children/Youth in their Care about victimization and the potential for online dangers and 
the need for the responsible use of computers. 

3. The Alternative Care Parents are encouraged to keep the computer in a common room in 
the house and not in the Child’s/Youth’s bedroom. 

4. The Alternative Care Parents will utilize internet parental controls provided by Internet 
Service Providers and blocking software, where appropriate. 

5. The Alternative Care Parents will spend time with the Children/Youth while they are online 
to review the Children’s/Youth’s online destination sites. 

6. The Assigned Helper/Children’s Circle of Care Helper will advise the Children/Youth in the 
Home that the Alternative Care Parents will maintain access to the Children’s/Youth’s 
account and will randomly check their email, Facebook, and other social networking sites in 
the Children’s/Youth’s presence. 
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7. The Assigned Helper/Children’s Circle of Care Helper and the Alternative Care Parents will 
reinforce internet safety for Children/Youth in Alternative Care, including but not limited to, 
the following: 

a) Never arrange to meet a person face-to-face that they met online 

b) Never upload (post) pictures of themselves to people they do not personally know 

c) Never give out personal identifying information such as their name and address 

d) Never download pictures from unknown sources, as they may be sexually explicit in 
nature or may contain viruses 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Photographs of Children in Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

PHOTOGRAPHS OF CHILDREN IN CARE  

POLICY 

Mnaasged Child and Family Services will ensure that a photo exists for every 
Child/Youth in Care that will assist in timely identification should an emergency arise. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that a photo is taken of 
every Child/Youth in Care by the seventh (7th) day visit and at least annually thereafter. 

2. The photo will be used for emergency purposes and identification (e.g., the Child/Youth 
is Away Without Leave or is abducted). 

3. The photo will be placed in the Child/Youth Care File in the Mnaasged Information 
Management System within 10 working days. The Assigned Helper/Children’s Circle of 
Care Helper will ensure that an up-to-date photo is placed in the Child’s/Youth’s File in 
the Mnaasged Information Management System on an annual basis. 

POLICY REFERENCE  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Medical Treatment 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Health Care Consent Act 

 MEDICAL TREATMENT  

POLICY 

Mnaasged Child and Family Services will ensure that collaboration, communication, and 
ongoing case management will occur when a Child/Youth in Alternative Care requires 
medical treatment. 

If a Child’s/Youth’s admission into hospital is deemed a Serious Occurrence, the Serious 
Occurrence Procedures will be followed. 

PROCEDURE FOR HOSPITAL ADMISSION 

1. At the time of hospital admission, the Assigned Helper/Children’s Circle of Care Helper will 
attend the hospital with the Child/Youth in Care. In the event the Assigned Helper is not 
available, a designate will be assigned to attend, preferably one who is known to the 
Child/Youth. 

2. The Assigned Helper or the Alternative Care Parent(s) will ensure that hospital staff, at the 
point of admission into hospital, are informed (both verbally and followed up in writing) of 
any allergies, medications, or other significant health-related information about the 
Child/Youth. 

3. In consultation with a Supervisor, a plan will be developed with the Alternative Care 
Parent(s) as to who will remain with the Child/Youth to provide support with the hospital 
admission. 

4. When a Child/Youth in Care is admitted to hospital After-Hours, the After-Hours Helper will 
attend the hospital. After consultation with the After-Hours Supervisor, the After-Hours 
Helper will maintain contact with the hospital staff and will consult with the Supervisor 
when updates are available. All information will be documented. 
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5. The Assigned Helper/Children’s Circle of Care Helper directly assigned to the Child’s/Youth’s 
File will be the contact person for the designated hospital staff assigned to the Child/Youth. 
All case management decisions related to the Child/Youth will be done in conjunction with 
the Supervisor and the Alternative Care Supervisor, and consideration will be taken 
regarding the wishes of the Alternative Care Parent(s) and Parent(s) or Guardian(s) (if 
appropriate). 

6. The Assigned Helper/Children’s Circle of Care Helper will coordinate weekly conferences 
with all parties to ensure ongoing collaboration and support is provided to the Child/Youth 
in Care and the Alternative Care Parent(s). 

7. The Assigned Helper/Children’s Circle of Care Helper or After-Hours Helper will provide the 
designated staff member from the hospital with information related to access of the 
biological family members and a visitation plan. 

8. The Assigned Helper/Children’s Circle of Care Helper may request a Discharge Case 
Conference and make attendance arrangements with hospital staff, Police Services, the 
Parent(s) or Guardian(s) (if appropriate), the First Nation Band Representative, the 
Alternative Care Parent(s), doctors, and nurses. A Discharge Conference may not be 
required for Children/Youth hospitalized less than 72 hours. 

9. The Assigned Helper/Children’s Circle of Care Helper will record all information in the 
Mnaasged Information Management System and update the Child’s/Youth’s medical history 
along with any ongoing services required upon discharge. Ongoing medical needs and 
appointments will be updated in the Child’s/Youth’s Plan of Care. 

10. If a Child/Youth is under the Child, Youth and Family Services Act section 29 or 30, medical 
consent should be signed by the Parent(s) as designated in subsection 3.6.1 (a) (i) above. If 
the Child’s/Youth’s condition is life-threatening, it is the doctor’s authorization that enables 
medical treatment without consent.  

11. The Executive Director may designate entitlement to authorize medical treatment, except 
for surgery on a Crown Ward, on behalf of the Child/Youth in Care to the following: 

a) Mnaasged Child and Family Services Assigned Helpers 

b) Alternative Care Parent(s)  

c) Service Providers  

d) Specified others with whom the Child/Youth may reside with or be in their Care: 

i. For a Child/Youth in Care by way of Temporary Care Agreement and Special Needs 
Agreement, the Parent(s) undertakes specific provision in the Agreements entitling 
Mnaasged to consent for medical treatment for the Child/Youth 
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ii. The Assigned Helper who believes on reasonable and probable grounds that a 
Child/Youth is or is apparently in need of protection may authorize medical 
treatment on behalf of the Child/Youth  

iii. Mnaasged, in parental consultation with the Society Ward/Interim Society Care, may 
consent to and authorize medical treatment on behalf of a Child/Youth  

iv. The Executive Director may delegate entitlement to authorize medical treatment on 
behalf of a Crown Ward/Extended Society Care (as in subsection 3.6.1 above) except 
for surgery that must be authorized by the Executive Director 

12. Child’s/Youth’s Right to Consent to Medical Treatment: The Health Care Consent Act 
prevails over the Child, Youth and Family Services Act by virtue of section 86 (1) and (2) of 
the Health Care Consent Act.  

POLICY REFERENCE  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Psychological or Psychiatric Assessment and Treatment 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 PSYCHOLOGICAL OR PSYCHIATRIC ASSESSMENT AND TREATMENT  

POLICY 

Mnaasged Child and Family Services recognizes that, from time to time, psychological or 
psychiatric service for assessment or treatment purposes may be required. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will consult with a Supervisor prior to 
requesting a psychological or psychiatric assessment or treatment. Psychological or 
psychiatric assessment may be required to identify medical or developmental treatment 
needs for Children/Youth when the following situations occur: 

a) A Child/Youth by words or actions causes, threatens, or attempts to cause serious harm 
to self or another 

b) The Child/Youth is exhibiting extremely destructive behaviours 

c) The Child/Youth has an undiagnosed handicap that results in impairment of social or 
vocational skills 

d) The Assigned Helper/Children’s Circle of Care Helper, in consultation with the Supervisor 
and the Director of Services, decides that a psychological or psychiatric assessment is in 
the best interest of the Child/Youth 

e) The Child/Youth is admitted into a psychiatric facility 

f) The Assigned Helper/Children’s Circle of Care Helper will consult with a Supervisor prior 
to requesting a psychological or psychiatric assessment or treatment when a 
Child/Youth has not been admitted to a psychiatric facility 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 164 

g) The Assigned Helper/Children’s Circle of Care Helper will complete a Request for Service 
Form when a Child/Youth is identified for psychological or psychiatric assessment and 
treatment and will access the Complex Needs Committee for approval prior to 
completing any psychological or psychiatric assessment. 

2. Prior to approval for the purchase of this type of service, the Assigned Helper/Children’s 
Circle of Care Helper must access all appropriate community resources that may have 
completed an assessment or are prepared to complete an assessment or provide 
treatment. 

3. All requests must first be referred to a Mental Health Service Agency. All requests for 
assessments not serviced by the local Mental Health Agency will then be forwarded to the 
Mnaasged consulting Psychologist. 

4. Services will only be purchased by Mnaasged when it is considered necessary for effective 
case planning and only after the local Mental Health Agency refuses or cannot provide 
services. 

5. Any departures to this that involves a cost to Mnaasged must receive prior approval by the 
Director of Services. 

6. The Assigned Helper/Children’s Circle of Care Helper will ensure that all psychological or 
psychiatric recommendations or assessments received are included within the 
Child’s/Youth’s Plan of Care and that records are placed in the Child’s/Youth’s File in the 
Mnaasged Information Management System. 

7. The Assigned Helper/Children’s Circle of Care Helper will also document any 
recommendations not met and the rationale why these were not met in the Child’s/Youth’s 
File and the Child’s/Youth’s Plan of Care. 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Sensitive Health Matters 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 SENSITIVE HEALTH MATTERS  

POLICY 

Communicable Disease 

When a Child/Youth has a communicable disease—such as scabies, head lice, herpes, 
HIV, or AIDs—it is required that this health information be shared openly with the 
Alternative Care Parents or other professionals involved with the Child/Youth. 

Sexual Health/Family Planning 

Mnaasged Child and Family Services will ensure that Children/Youth have the necessary 
medical, support, and counselling services to assist them in making informed decisions 
about healthy sexuality. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will assist the Child/Youth, the 
Parent(s) or Guardian(s), and the Alternative Care Parent(s) in receiving support, guidance, 
counselling, and medical advice. 

2. The Assigned Helper/Children’s Circle of Care Helper will encourage the Child/Youth to 
speak with the Child’s/Youth’s doctor about healthy sexuality and decisions concerning the 
Child’s/Youth’s health. This will be documented in the Mnaasged Information Management 
System. 

3. The Assigned Helper/Children’s Circle of Care Helper will encourage the Child/Youth to 
speak with the Parent(s), Guardian(s), or Traditional support persons about choices and 
decisions regarding healthy sexuality. This will be documented in the Mnaasged Information 
Management System. 
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POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Psychotropic Medication 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

PSYCHOTROPIC MEDICATION  

POLICY 

Mnaasged Child and Family Services will ensure that the Executive Director or designate 
will provide approval and consent for a prescribed psychotropic drug for a Child/Youth 
in Care that is listed under the provisions of the Child, Youth Family Services Act, unless 
the Child/Youth in Care is under a Temporary Care Agreement and the Parent(s) or 
Guardian(s) has signing authority for that Child/Youth. 

All Children/Youth will be consulted on the use of psychotropic medication as a 
component of their treatment plan and will be determined through discussion, 
acknowledgement, and consideration of their views and preferences. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will provide the Alternative Care 
Parent(s) with a copy of Mnaasged’s Policy regarding Psychotropic Medication and the 
Consent for the Use of Psychotropic Medication Form that must be completed and signed 
by a medical professional, the Parent(s) (when applicable), the Supervisor, the Assigned 
Helper, and the Child/Youth older than 12 years of age if there is the capacity to consent. 
The form will be completed each time there is a change to the medication, dosage, or 
direction for administration. This form identifies the name and purpose of the medication, 
the required dosage, the risks and possible side effects, and the frequency and period of 
administration. Safe storage, administration, and disposal instructions will also be provided. 
All assessments and reviews of psychotropic medications with the Child/Youth and the 
Alternative Care Provider(s) will be documented in the Child’s/Youth’s Plan of Care. 

2. The Assigned Helper/Children’s Circle of Care Helper will provide the Alternative Care 
Parent(s) with information regarding the type of medication, the dosage, the schedule, the 
risks, and the potential side effects. A Medication Log will be provided to the Alternative 
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Care Parent(s) along with instructions on how to complete the form when dispensing the 
prescribed medication. 

3. The Assigned Helper/Children’s Circle of Care Helper will insert completed Medication Logs 
in the Child’s/Youth’s File in the Mnaasged Information Management System and will 
update if the prescription changes or is completed. 

4. All psychotropic medication will be administered in accordance with the medical 
professional’s directions. The frequency and quantity given will be recorded on the 
Child’s/Youth’s Medication Log. 

5. The Parent(s) or Guardian(s) will sign the Consent to Administer a Psychotropic Medication 
when a Child/Youth is on prescribed psychotropic medications prior to coming into Care. 
When a Child/Youth is 12 years of age and older, the Child/Youth will also provide consent. 

6. The Assigned Helper/Children’s Circle of Care Helper will ensure that all Children/Youth 
must be consulted on the use of psychotropic medication as a component of their 
Treatment Plan and will determine their views and performance through discussion, 
acknowledgement, and consideration. 

7. In all cases where a Child/Youth is younger than 16 years of age or does not have the 
capacity to consent, the Assigned Helper/Children’s Circle of Care Helper will document in 
the Files (case note and Child’s/Youth’s Plan of Care) what medication the Child/Youth is 
taking. 

8. The Assigned Helper/Children’s Circle of Care Helper will ensure that all psychotropic 
medication will be stored in a locked storage container. 

9. Should psychotropic medication be administered incorrectly or stolen, the Alternative Care 
Parent(s) will immediately notify the Assigned Helper/Children’s Circle of Care Helper or 
After-Hours Helper to determine the most appropriate course of action, which may include 
seeking immediate medical intervention and may constitute a Serious Occurrence. 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Safe Administration, Storage, and Disposal of Medications 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 SAFE ADMINISTRATION, STORAGE, AND DISPOSAL OF MEDICATIONS  

POLICY 

Mnaasged Child and Family Services will maintain and monitor the requirements for the 
safe administration, storage, and disposal of medication for children who take 
psychotropic drugs or other medications. 

All Employees will receive orientation to the Safe Administration, Storage, and Disposal 
of Medications Procedures at the time of hire and will review annually. 

Alternative Care Parents will receive orientation from their Alternative Care Helper at 
the time of approval and will review annually. 

PROCEDURE 

1. The preparation of medications for the administration will occur in a location where there is 
adequate space and lighting. 

2. All persons will wash their hands prior to administering medication to Children/Youth. 
Youth who administer their own medication will also wash their hands prior to taking their 
medication. 

3. The Alternative Care Parents will store medications in a locked area inaccessible to 
Children/Youth and in a place sufficiently large enough to ensure no product damage. If the 
medication requires refrigeration, storage will be in a locked container and segregated from 
food products. Medications that Children/Youth are authorized to self-administer must be 
stored in a secure setting and provided by an adult. 

4. The Alternative Care Parents will administer prescription medication only to the Child/Youth 
to whom the medication is prescribed. 
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5. The Alternative Care Parents will store all prescription medication in the original label 
containers or blister packs. If required, additional labelled containers can be obtained from 
a local pharmacy. 

6. The Alternative Care Parents will dispose of unused or expired medication, including sharps 
containers for needles and syringes, by dropping these items off at a pharmacy for proper 
disposal. Unused medication is not to be disposed of in the Home or in inappropriate areas, 
such as the garbage, toilet, and sink. The Alternative Care Parents will maintain a secure 
storage area for unused or expired medication until it can be disposed of properly. 

7. The Assigned Helper conducting the Annual Review with the Alternative Care Parents will 
conduct a physical inspection to verify that the medication is stored as directed and in 
original labelled containers and that unused or expired medication is kept in a separate and 
secure storage area in the residence. This will be documented as part of the Annual Review 
on the Safety Checklist. 

MEDICATION SAFETY AND MONITORING 

1. Only the Alternative Care Parent(s) that is responsible for the Care of the Child/Youth at the 
time the medication is dispensed will provide prescription medication to the Child/Youth. 

2. Mnaasged recognizes that some Children/Youth in Alternative Care have complex 
medication regimes. “Blister Packaging” aids in labelling, control, and reminders of 
medication requirements. The Assigned Helper/Children’s Circle of Care Helper and the 
Alternative Care Parent(s) will discuss the merits of initiating a “Blister-Compliance 
Packaging System” for a Child/Youth in Care with the Child’s/Youth’s doctor or health care 
team. The Alternative Care Parent(s) will ensure that the “Blister-Compliance Packaging 
System” for a Child/Youth in Care is secured and locked when not in use. 

3. The Alternative Care Parent(s) will document all prescription medication provided to a 
Child/Youth in Mnaasged’s Medication Report, which will be forwarded to the Assigned 
Helper/Children’s Circle of Care Helper and will be maintained in the Child’s/Youth’s File in 
the Mnaasged Information Management System. 

4. The Alternative Care Parent(s) who administers any prescription medication will monitor 
potential side effects of the medication and document any observed changes in the 
Child’s/Youth’s weight and behavioural, emotional, and physical states. 

5. The Alternative Care Parent(s) will advise the Assigned Helper/Children’s Circle of Care 
Helper assigned to the Child’s/Youth’s File of all new prescription medication and any 
potential emerging side effects. The Assigned Helper/Children’s Circle of Care Helper will 
document the prescription medication and administration regime in the next 
Child’s/Youth’s Plan of Care in the Child’s/Youth’s File. 
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6. If the Child/Youth is demonstrating possible side effects, the Alternative Care Parent(s) will 
consult with a doctor or a nurse practitioner as soon as possible, depending on the severity 
of the side effects. 

7. The Alternative Care Parent(s) will inform the Assigned Helper/Children’s Circle of Care 
Helper immediately of any possible side effects and medical recommendations stemming 
from the medical consultation. 

8. If the Child/Youth refuses to take the medication prescribed by a medical practitioner, an 
individualized response plan will be completed by the Alternative Care Parent(s), the 
Assigned Helper/Children’s Circle of Care Helper, and the Child/Youth and will include 
consultation with the medical practitioner. The plan will be documented in the 
Child’s/Youth’s Plan of Care and a copy will be provided to the Alternative Care Parent(s) 
and placed in the Child’s/Youth’s Binder. 

9. The Alternative Care Parent(s) will record all missed medication occurrences on the 
Medication Log located in the Child’s/Youth’s Binder. Documentation will include date, 
dosage, and reason for the occurrence. The Alternative Care Parent(s) will ensure that this 
information is brought forward at the Child’s/Youth’s Plan of Care meeting. 

10. Children/Youth who are prescribed medication will be advised by the Alternative Care 
Parent(s) or the Assigned Helper/Children’s Circle of Care Helper of the dangers of mixing 
medication with other medications, substances, non-prescription medications, or herbal 
remedies. All information will be secured in the Child’s/Youth’s Binder. 

11. The Alternative Care Parent(s) will follow up by phone on any completed medical tests or 
lab work ordered by a health practitioner if the Alternative Care Parent(s) has not been 
notified of the result by the health practitioner. 

12. Where a Child/Youth is prescribed medication, the attending Assigned Helper/Children’s 
Circle of Care Helper or the Alternative Care Parent(s) will request the health practitioner at 
the time of writing of the prescription or the pharmacist at the time of dispensing the 
prescription to discuss any medication concerns the Child/Youth may have in language 
suitable to the Child’s/Youth’s age and understanding. 

13. If a Child/Youth has additional concerns or questions after commencing a medication 
regime, the Alternative Care Parent(s) and the Assigned Helper/Children’s Circle of Care 
Helper will address these concerns with the Child/Youth directly. If the Child’s/Youth’s 
questions require medical advice, the Alternative Care Parent(s) will consult with the health 
practitioner who prescribed the medication. 

14. The Assigned Helper/Children’s Circle of Care Helper will provide the Alternative Care 
Parent(s) with a contact information list for local pharmacies, walk-in clinics, telehealth, and 
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poison control centres to address questions or concerns. The list will be maintained in the 
Alternative Care Policy and Procedure Manual appendices. 

15. The Alternative Care Parent(s) or the Assigned Helper/Children’s Circle of Care Helper will 
seek medical advice from a health practitioner as needed. 

16. Only the Alternative Care Parent(s) who is responsible for the Child/Youth in Care may 
provide non-prescription medications to the Child/Youth for temporary relief symptoms 
related to mild illnesses that do not require medical attention. 

17. The Alternative Care Parent(s) or the Assigned Helper/Children’s Circle of Care Helper will 
provide non-prescription medication on a short-term basis, unless directed otherwise in 
writing by a licensed medical practitioner. 

18. The Alternative Care Parent(s) will ensure that non-prescription drugs are provided in full in 
strict accordance with the directions for usage found on the label (e.g., dosage levels and 
frequency of use). 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Recreation 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 RECREATION  

POLICY 

Mnaasged Child and Family Services will ensure that Children/Youth in Alternative Care 
are offered opportunities to engage in athletic activities appropriate to the 
Child’s/Youth’s age, aptitudes, and interests. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will consult with the Supervisor for the 
approval of recreational or sport activities that have been identified in the Child’s/Youth’s 
Plan of Care. 

2. Funds within the Reimbursable Policy are available to support equipment and registration 
costs for identified recreational or sport activities. 

3. Any agreed-upon recreational activities will be recorded in the Child’s/Youth’s Plan of Care 
and reviewed at each Child’s/Youth’s Plan of Care meeting. 

4. The Assigned Helper/Children’s Circle of Care Helper will exhaust other external funding 
sources before accessing Mnaasged’s funding for recreation, such as recreation/sports 
funding, Dream Catcher’s Fund, Tim Horton’s bursaries, and Ontario Child Benefit 
Equivalent Fund (OCBE) funding. 

5. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Alternative Care 
Parent(s) is committed to taking the Child/Youth to the identified practices, lessons, and 
games. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Serving Children in Care 

Subject: Stability Planning 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Children’s Planning 
Committee 

 STABILITY PLANNING  

POLICY 

Stability Planning will begin at the time of a Child’s/Youth’s admission into Care. When 
Children/Youth must be brought into Care, Mnaasged Child and Family Services will 
assist them to feel secure and to obtain a sense of stability within their lives. All efforts 
will be made to place Children/Youth in a setting that is familiar to them. Planning 
priorities are with extended family and the Children’s/Youth’s Parent(s) or Guardian(s) 
and First Nation, Métis, or Inuit community. 

When permanent care cannot be provided by the Child’s/Youth’s own family, Mnaasged 
has the responsibility to provide an alternate plan for the Child/Youth through 
Alternative Care. 

Stability Planning is the careful development of long-term goals for a Child’s/Youth’s 
future to ensure that the best choices are made in relation to the family’s ability or 
willingness to care for the Child/Youth. When a Child/Youth has been admitted into 
Care on several occasions as a result of the same issues, long-term care may be 
considered in order to protect the Child/Youth from the ongoing risk of experiencing 
those same issues. A Child/Youth in Care has the right to a Permanency Plan designed 
to meet the Child’s/Youth’s particular needs. Stability Planning, however, is not 
necessarily Permanency Planning. Mnaasged recognizes that the capacity of the 
Parent(s) and the extended family may strengthen over time, which would allow for the 
Child’s/Youth’s return to their care at a later time. 
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PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will consult with the First Nation Band 
Representative to search for a family or other community members that may be willing and 
able to care for a Child/Youth. 

2. The Assigned Helper/Children’s Circle of Care Helper, in consultation with the Supervisor, 
will determine the legal status and type of arrangement that will take place. Customary 
Care, Alternative Care placement, or private arrangements with family may be sought by 
the Assigned Helper/Children’s Circle of Care Helper. If there is the possibility of the 
Child/Youth remaining in Care long term, then a stable ongoing placement will be arranged 
as soon as possible. 

3. The Assigned Helper/Children’s Circle of Care Helper will complete the Child’s/Youth’s Social 
History by providing important information about the Child’s/Youth’s family to assist in 
determining an appropriate placement. 

4. The Assigned Helper/Children’s Circle of Care Helper will address the Stability Planning in 
the Child’s/Youth’s Plan of Care. The Child/Youth who is 12 years of age or older will be 
invited to participate in the development of the Child’s/Youth’s Plan of Care, taking into 
consideration the Child’s/Youth’s verbal ability and level of comprehension. 

5. The Assigned Helper/Children’s Circle of Care Helper will select a Home based on the ability 
of the Alternative Care Parent(s) to make a long-term commitment to the Child/Youth in 
Care, should that prove to be in the Child’s/Youth’s best interests. Discussions with the 
Child/Youth should also encourage a commitment to this placement as a long-term family, 
where appropriate, without taking away from the potential to remain or return to the 
Child’s/Youth’s extended birth family at a later time. 

6. The Assigned Helper/Children’s Circle of Care Helper may request that the Child’s/Youth’s 
Plan of Care be reviewed by the Children’s Planning Committee.  

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: All POLICY #: 

Section: Serving Children in Care 

Subject: Youth Criminal Justice Act Attendance and Accompaniment 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

 YOUTH CRIMINAL JUSTICE ACT  ATTENDANCE AND ACCOMPANIMENT  

POLICY 

Mnaasged Child and Family Services has a responsibility to ensure that all 
Children/Youth in Alternative Care are accompanied to all Youth Court appearances. 

PROCEDURE 

1. Alternative Care Parents and Assigned Helper/Children’s Circle of Care Helpers will provide 
education to Children/Youth about the consequences of negative behaviour and criminal 
charges on an ongoing basis. 

2. The Alternative Care Parent(s) will ensure that the Assigned Helper/Children’s Circle of Care 
Helper is notified and provided with documents served to a Child/Youth in Care residing in 
the Alternative Care Home or served to the Alternative Care Parent(s) as the de facto 
Parent(s). 

3. When a Youth is charged, the Assigned Helper/Children’s Circle of Care Helper will explore 
various options for diversion (Youth Diversion Circle or Alternative Sentencing Circle) to be 
prepared to respond and advocate for the Youth before the court system. The Assigned 
Helper is encouraged to consult with the Mnaasged Legal Services Staff for direction and 
support in this process. 

4. A decision will be made between the Assigned Helper/Children’s Circle of Care Helper and 
the Alternative Care Parent(s) surrounding the Alternative Care Parent’s(s’) attendance at 
Court. 

5. An Assigned Helper/Children’s Circle of Care Helper assigned to the Youth in Alternative 
Care will attend all Youth Court appearances and will assist the Youth in obtaining and 
consulting with legal representation. 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 178 

6. The Assigned Helper/Children’s Circle of Care Helper, in consultation with the immediate 
Supervisor, will discuss and identify Mnaasged’s position to the Crown attorney, the 
defense attorney, and the judge if required. 

7. The Assigned Helper/Children’s Circle of Care Helper will obtain all Legal Court Orders and 
will ensure that copies are scanned and uploaded in the Child’s/Youth’s File in the 
Mnaasged Information Management System. 

POLICY REFERENCE  
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Department: Children’s Circle of Care, Child 
Protection 

POLICY #: 

Section: Serving Children in Care 

Subject: Reintegration Planning 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

 REINTEGRATION PLANNING  

POLICY 

It is the policy of Mnaasged Child and Family Services that when Children/Youth are 
being reunited with their Parent(s) or Caregiver(s) following a period of time in 
Alternative Care, the reintegration will be planned to ensure that the Parent(s) or 
Guardian(s) is supported and the best interest of the Children/Youth are taken into 
account. The reintegration will be administered in an efficient and consistent manner 
that is in a good way so as to benefit the Child/Youth, the family, the extended family, 
the Alternative Care Family/Customary Care family, the First Nation, and all applicable 
service providers. 

All of the procedures in the Risk Reassessment/Reunification Tools will apply; however, 
the following procedures for Reintegration Planning will also apply. 

PROCEDURE 

1. A Reintegration Plan will be developed by the Assigned Helper in consultation with the 
family, the First Nation, the Alternative Care Family/Customary Care family, the Parent(s) or 
Guardian(s), and other community service providers approved by the Supervisor and 
documented in a case note titled “Reintegration Plan.” 

2. The Reintegration Plan will include a Circle or Case Conference. At the family’s request, the 
Assigned Helper will consult with the family and the First Nation to select an approved Elder 
to facilitate the Circle or use the internal Circle Facilitator. 

3. The selection process must adhere to Mnaasged Child and Family Services Policies and 
Procedures. The Helper will ensure that the family, the First Nation, the community service 
providers, the Elders, the Alternative Care Family/Customary Care Family, the Parent(s) or 
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Guardian(s), and any other supports identified by the family are invited to participate in the 
Circle or Family Case Conference. 

4. All current case information will be reviewed during the Circle or Family Case Conference, 
including the family’s success in achieving the goals they identified in the Service Plan, the 
family’s strengths and weaknesses, all community services the family will continue to access 
or if need to in the future, and any other important issues as well as any concerns identified 
by the Child/Youth. The Reintegration Plan will also include a plan to transition the 
Child(ren)/Youth back into the full-time Care of the Parent(s) or Guardian(s). The Plan may 
include and result in a gradual transition, with increasing visits, or an immediate return. 
(Please refer to the Children’s Circle of Care Policy – Circle.) 

5. The Assigned Helper will develop the Reintegration Plan and obtain signatures from the 
Parent(s) or Guardian(s), the Caregiver(s), the Child/Youth (if older than 12 years of age), 
the community service providers, and anyone who has a role within the Agreement/Plan. 

6. The Assigned Helper will ensure that a copy of the Reintegration Plan will be filed in the 
Family’s and Child’s/Youth’s Files, along with copies of case notes from the Circle/Family 
Case Conference. 

7. The Assigned Helper will ensure consents are obtained to complete the referrals to any 
ongoing services required for the family and the Child/Youth prior to and once the 
Child/Youth is returned to the Parent(s) or Guardian(s). 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual   
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Department: Children’ Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Discharge Planning 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 DISCHARGE PLANNING  

POLICY 

It is important that Mnaasged Child and Family Services promotes continuity and 
permanence in family relationships for all Children/Youth, which begins from the initial 
planning on the date of admission. Mnaasged Child and Family Services will ensure that 
all permanency plans promote long-lasting relationships with the Children’s/Youth’s 
family and community. 

PROCEDURE 

1. All Mnaasged front-line Staff and their Supervisor(s) will work with the family, the First 
Nation Band Representative, the community, and collateral agencies to assess when a 
Child/Youth can be safely discharged from Care. A concurrent plan will be established, 
guided by the reunification assessment, and documented in the Child’s/Youth’s Plan of 
Care. 

2. Reintegration Planning will include a Circle or Family Conference, which will be scheduled 
by the Assigned Helper/Children’s Circle of Care Helper to review, discuss, and plan for the 
discharge. The Plan will be documented in the Child’s/Youth’s Plan of Care. 

3. All relevant information about the Child’s/Youth’s medical, social, and educational 
information will be shared with the Caregiver(s). 

4. A discharge medical will be arranged by the Assigned Helper/Children’s Circle of Care 
Helper, if required. 

5. The Assigned Helper/Children’s Circle of Care Helper will prepare the Child/Youth for 
discharge. 
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6. All relevant court documentation will be completed as required.  

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual  
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Preparation for Independence 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 PREPARATION FOR INDEPENDENCE  

POLICY 

It is important that Alternative Care Parents support and contribute to the process of 
the Children/Youth learning the tools and responsibilities needed as they move towards 
adulthood. All Alternative Care Parents and Assigned Helpers/Children’s Circle of Care 
Helpers should be encouraging, teaching, and role modelling positive life skills and 
activities resulting in personal growth and leading to future opportunities for 
Children/Youth in Care. All Children/Youth regardless of age can be taught money 
management and the concept of saving. 

PROCEDURE 

1. The Alternative Care Parent(s) is required to advise the Assigned Helper/Children’s Circle of 
Care Helper when the Child/Youth has accepted employment inside or outside of the Home. 

2. The Child/Youth will be encouraged by the Alternative Care Parent(s) and the Assigned 
Helper/Children’s Circle of Care Helper to save a portion of any money received from gifts, 
Mnaasged spending allowance, or earnings. The Child/Youth may wish to open a bank 
account to deposit savings on a regular basis, and the Assigned Helper/Children’s Circle of 
Care Helper will assist with this. 

3. The Alternative Care Parent(s) and the Assigned Helper/Children’s Circle of Care Helper will 
offer guidance and opportunities for the Child/Youth to develop money management skills, 
which may include the following: 

a) Teach and give the Child/Youth some purchasing responsibilities 

b) Discuss with the Child/Youth budgeting, planning, and using spending money 
appropriately 
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c) Teach the Child/Youth the value of the money earned or been given 

d) Teach the Child/Youth to take care of purchases 

e) Teach the Child/Youth to become capable of eventually assuming some responsibility 
for one’s own needs 

4. When reviewing “savings” with a Child/Youth in Care, the Alternative Care Parent(s) will be 
encouraged to consider the following: 

a) The age of the Child/Youth 

b) The Child’s/Youth’s own family practices 

c) The Alternative Care Parent’s(s’) own family practices 

5. Youth in Care at the time of their 16th birthday, and earlier, will be exposed to life skills 
programs within the Alternative Care Placement and community programs. Preparation for 
independence is a goal for all Youth. 

6. The Assigned Helper/Children’s Circle of Care Helper and the Youth in Transition Helper will 
meet with the Youth and the Alternative Care Parent(s) to develop a concrete Life Skills Plan 
that will be implemented within the Alternative Care Home. 

7. Opportunities for independent and life skill development will be encouraged on an ongoing 
basis in the Alternative Care Home. 

8. A Case Conference will be scheduled with the Assigned Helper/Children’s Circle of Care 
Helper, the Youth in Transition Helper, the Alternative Care Parent(s), the First Nation Band 
Representative, the Parent(s) or Guardian(s), and the Youth to discuss life skills and to 
incorporate the goals and objectives in the annual Ontario Looking After Children (ONLAC) 
completion. 

9. The Assigned Helper/Children’s Circle of Care Helper, in conjunction with the Youth in 
Transition Helper, will develop short- and long-term goals for life skills with the Youth and 
the Alternative Care Parent(s) and will document this within the Youth’s Plan of Care. 

10. The Assigned Helper/Children’s Circle of Care Helper and the Youth in Transition Helper will 
review the life skills goals and objectives during monthly home visits with the Youth and the 
Alternative Care Parent(s). The Assigned Helper/Children’s Circle of Care Helper will 
document when the Youth has participated in groups or workshops that teach daily living 
skills. 
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11. The Assigned Helper/Children’s Circle of Care Helper will obtain certificates that the Youth 
has received for training completed and will input into the Youth’s File in the Mnaasged 
Information Management System. 

12. The Youth in Care will discuss with the Assigned Helper/Children’s Circle of Care Helper and 
the Alternative Care Parent(s) the planning required in obtaining a Driver’s License through 
the Youth’s Plan of Care and Action Assessment Record (AAR) development. 

13. The Alternative Care Parent(s) will assist the Youth in planning to attend the driver’s 
instructional classes, obtaining a temporary driver’s permit, and eventually receiving a full 
driver’s license. 

14. Mnaasged will cover and reimburse the cost of the Driver’s Education Classes to either the 
Youth in Care or the Alternative Care Parent(s). 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Transitional Process for Youth with Developmental Disabilities 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Ministry Transitional Aged 
Youth Reporting Guidelines 

 TRANSITIONAL PROCESS FOR YOUTH WITH DEVELOPMENTAL DISABILITIES   

POLICY 

Mnaasged Child and Family Services will support Youth in Care who have developmental 
disabilities. 

PROCEDURE 

1. When a Youth is suspected or has been diagnosed with a developmental disability and the 
Youth is a Crown Ward, the Assigned Helper will follow the Transition Planning Protocol 
specific to the appropriate region. The Assigned Helper will provide required information to 
the Finance Clerk for processing as per Ministry Transitional Aged Youth Reporting 
Guidelines. 

2. The Assigned Helper will ensure the First Nation Band Representative is part of the planning 
process. 

3. The Assigned Helper will work with the Developmental Service Agency to determine the 
Youth’s eligibility for service.  

4. If deemed ineligible, the Assigned Helper will ensure that all the required assessments have 
been completed and, if not, make the appropriate referrals with Supervisory approval.  

5. Mnaasged can appeal a Developmental Service Agency decision, if needed. Mnaasged will 
ensure that Jordan’s Principle is followed by all parties regarding eligibility and access to 
services. 

6. If the Youth is eligible, the Assigned Helper will work collaboratively with the 
Developmental Service Agency to plan for the Ontario Disability Support Program (ODSP) 
and Adult Developmental Services. 
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POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Independent Living 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 INDEPENDENT LIVING  

POLICY 

Mnaasged Child and Family Services will support Youth in Care between 16 and 18 
years of age who live in boarding home situations or apartments. 

Youth in Care will be financially supported through independent living when continuing 
to attend school, work, participate in training, or seek employment or when eligible to 
receive counselling or treatment. 

This Policy is not to be construed to discourage Youth remaining in the Alternative Care 
Home past the age of 16 years, only if it is in the Youth’s best interest and with the 
Youth’s consent. 

PROCEDURE 

1. Two months prior to a Youth’s 16th birthday, the Assigned Helper/Children’s Circle of Care 
Helper will facilitate a Circle/Case Conference or make a referral for a Circle with all 
individuals significant to the Youth to attend to identify a plan to move toward independent 
living. The Assigned Helper/Children’s Circle of Care Helper will initially review the Youth’s 
plan to ensure appropriateness and viability. 

2. The Assigned Helper/Children’s Circle of Care Helper will visit and review the Youth’s 
proposed living arrangement and clarify expectations for rent/room and board with the 
Landlord. 

3. The Assigned Helper/Children’s Circle of Care Helper and the Supervisor will ensure that the 
case is referred to the Children’s Planning Committee for internal review when there is any 
uncertainty regarding planning. 
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4. An independent living contract will be developed and signed by the Youth at the time of the 
Circle/Case Conference. The contract will identify the expectations and responsibilities the 
Youth will have while residing in an independent living environment. The Assigned 
Helper/Children’s Circle of Care Helper will review the contract and obtain approval from 
the Supervisor. 

5. The Supervisor will notify the Senior Manager who is required to authorize and approve the 
financial details of the contract. 

6. Once the financial details are approved by the Senior Manager, the contract will be 
provided to the Supervisor for processing. The Supervisor will provide a copy of the contract 
to the Finance Department. The Assigned Helper/Children’s Circle of Care Helper will 
complete the required Finance Cheque Requisition Forms for payment to the Finance 
Department. 

7. The Director of Services will provide and share the details of the approved contract to the 
Executive Director. 

8. The Assigned Helper/Children’s Circle of Care Helper will change the Youth’s status in the 
Mnaasged Information Management System. 

9. The Assigned Helper/Children’s Circle of Care Helper will input the contract and all 
subsequent contracts in the Youth’s File in the Mnaasged Information Management System. 

10. The Assigned Helper/Children’s Circle of Care Helper will continue to monitor the Youth 
through monthly home visits and will continue to assess the Youth’s living arrangements 
and ongoing suitability. The Assigned Helper will also consider a referral to the Youth in 
Transition Helper and will document the outcome of the referral.  

POLICY REFERENCE 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Continued Care and Support for Youth 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Ministry of Children, Community and Social Services Directive CW003-12 

 CONTINUED CARE AND SUPPORT FOR YOUTH  

POLICY 

Mnaasged Child and Family Services has an obligation to assist all Crown Wards 
Extended Society Care with their transition to independence. The 2016 Ontario 
Permanency Funding Policy Guidelines Questions and Answers (June 15, 2016) will 
guide the financial scope for Continued Care and Support for Youth (CCSY) Agreements. 
Mnaasged may make provisions for Continued Care and Support until the Youth is 21 
years of age, and while the Youth is pursuing education, vocational training, or 
employment skills training. 

Additional expenses may be covered, such as dental and health care costs, travel 
related to school or vocational programs, and tuition, books, or supplies if they are not 
covered by other forms of financial assistance, such as the Ontario Student Assistance 
Program, Indian and Northern Affairs Canada, bursaries, or student awards. 

Requests for Continued Care and Support will be brought to the Supervisor’s attention 
by the Assigned Helper/Children’s Circle of Care Helper at least three (3) months prior 
to the Extended Society Care Youth’s/Crown Ward’s 18th birthday. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will coordinate a meeting at least 
three (3) months prior to a Youth’s 18th birthday. The meeting will involve the Youth 
(Crown Ward), the First Nation Band Representative, and the assigned Supervisor who will 
develop the Continued Care and Support Agreement Form provided by the Ministry of 
Children, Community and Social Services. The Agreement will include the following: 

a) Length of duration the Agreement covers 
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b) Independence-related goals 

c) Services the Assigned Helper and the Children’s Circle of Care Helper agree on 

2. Youth will be encouraged to seek part-time employment to assist with living expenses. 

3. The Supervisor will approve and forward the Continued Care and Support Agreement to the 
Manager who will review it with the Manager for the Children’s Circle of Care for 
authorization and approval. 

4. When the Manager approves the Continued Care and Support Agreement, an Information 
Change Form is to be completed by the Assigned Helper/Children’s Circle of Care Helper. 
The Agreement comes into effect on the Youth’s 18th birthday. The Assigned 
Helper/Children’s Circle of Care Helper is responsible to input the Agreement and all case 
notes in the Mnaasged Information Management System. 

5. The Supervisor will ensure that a copy of the Agreement is forwarded to the Finance 
Department. The Finance Department will ensure that applications for additional funding 
are forwarded to the Ministry of Children, Community and Social Services. The Assigned 
Helper will also consider a referral to the Youth in Transition Helper. 

6. The Assigned Helper/Children’s Circle of Care Helper will complete an annual review three 
(3) months before the Youth’s subsequent birthdays until age 21 years and will follow the 
same process as outlined in items 1 to 5. 

7. The Continued Care and Support Agreement will cease if any one of the following occurs: 

a) More than one year has elapsed since the parties last reviewed the Agreement 

b) The Youth no longer meets the previously agreed conditions of the Continued Care and 
Support Agreement 

c) The Youth reaches 21 years of age or a new Agreement has not been signed 

d) The Youth begins to receive benefits under the “Family Benefits Act” or assistance under 
the “Ontario Works” and the Ontario Disability Support Program (ODSP) 

POLICY REFERENCE 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Renewed Youth Supports/Previous Crown Wards Extended Care 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Ministry of Children, Community and Social Services Policy Directive 
CW003-17 

RENEWED YOUTH SUPPORTS/PREVIOUS CROWN WARDS EXTENDED CARE   

POLICY 

Mnaasged Child and Family Services will ensure that Youth between the ages of 16 and 
17 years who meet the eligibility criteria prior to the January 1, 2018, proclamation date 
will have access to the Renewed Youth Supports Program. After January 1, 2018, Youth 
will have access to the Voluntary Youth Services Agreements (VYSAs). 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will inform all Youth between the ages 
of 16 and 17 years being discharged from Care about the Renewed Youth Supports 
Program, clarifying that they may re-enter Care if there is an interest. 

2. The Youth’s former Assigned Helper/Children’s Circle of Care Helper will take the initial call 
from the Youth interested in entering a Renewed Youth Supports Agreement. Eligibility for 
entering into a Renewed Youth Supports Agreement will take into consideration if the Youth 
16 or 17 years old was subject to a court order (i.e., Crown Wardship/Extended Society 
Care, Society Wardship/Interim Society Care, Temporary Care, or custody) or Customary 
Care Agreement that was terminated at age 16 or 17 years. The Assigned Helper/Children’s 
Circle of Care Helper will consult with the Supervisor to determine if the interested Youth is 
eligible for Renewed Youth Supports Services. 

3. The Assigned Helper/Children’s Circle of Care Helper will meet with the Youth to discuss the 
Renewed Youth Supports Program. The Assigned Helper/Children’s Circle of Care Helper will 
develop the Renewed Youth Supports Agreement with the Youth. Supports that may be 
provided include costs for medical, dental, vision, and psychological services previously 
covered by Mnaasged. 
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4. The Assigned Helper/Children’s Circle of Care Helper will review the Renewed Youth 
Supports Agreement with the Supervisor and the First Nation Band Representative. The 
Supervisor will obtain approval from the Executive Director or designate. If the Agreement 
is declined, the Executive Director or designate will identify the reasons for the decision and 
communicate these to the Supervisor. 

5. When approved, the Supervisor will provide a copy of the Agreement and details regarding 
the financial approval to the Finance Department. Mnaasged is required to track and report 
on funds in relation to this program. If the Agreement is declined, the Assigned 
Helper/Children’s Circle of Care Helper will meet with the Youth and advise of the reasons 
why the request was declined. 

6. Within 30 days, the Assigned Helper/Children’s Circle of Care Helper will document the 
information from the approved Agreement into the Youth’s Plan of Care in the Mnaasged 
Information Management System. 

7. The Assigned Helper/Children’s Circle of Care Helper will meet with the Youth at least on a 
monthly basis to ensure that the Youth is meeting the requirements of the Renewed Youth 
Supports Agreement. Linkages will be established with community resources and 
programming for the Youth. The Assigned Helper will also consider a referral to the Youth in 
Transition Helper. 

8. The Renewed Youth Supports Program Agreement will terminate on the Youth’s 18th 
birthday, at which time a Continued Care and Support Agreement can be entered into if the 
Youth meets the eligibility criteria for that program until the age of 21 years. 

POLICY REFERENCE 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Voluntary Youth Services Agreements (VYSAs) 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Ministry of Children, Community and Social Services Policy Directive 
CW003-17 

 VOLUNTARY YOUTH SERVICES AGREEMENTS (VYSAS)  

POLICY 

Mnaasged Child and Family Services will ensure that Youth between the ages of 16 and 
17 years who meet the eligibility after January 1, 2018 will have access to the Voluntary 
Youth Services Agreements (VYSAs). 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will inform all Youth between the ages 
of 16 and 17 years about the Voluntary Youth Services Program. 

2. The Youth’s former Assigned Helper/Children’s Circle of Care Helper (if applicable) will take 
the initial information about a Youth aged 16 or 17 years who requests a service. The 
Assigned Helper/Children’s Circle of Care Helper will consult with the Supervisor to 
determine if the interested Youth is eligible for the Voluntary Youth Services Program. 

3. The Assigned Helper/Children’s Circle of Care Helper will meet with the Youth to discuss the 
Voluntary Youth Services Program. The Assigned Helper/Children’s Circle of Care Helper will 
develop the Voluntary Youth Service Agreement with the Youth. Supports that may be 
provided include costs for housing, medical, dental, vision, and psychological services. 

4. The Assigned Helper/Children’s Circle of Care Helper will review the Voluntary Youth Service 
Agreement with the Supervisor and the First Nation Band Representative. The Supervisor 
will obtain approval from the Executive Director or designate. If the Agreement is declined, 
the Executive Director or designate will identify the reasons for the decision and 
communicate them to the Supervisor. 
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5. When approved, the Supervisor will provide a copy of the Agreement with details regarding 
the financial approval to the Finance Department. Mnaasged is required to track and report 
on funds in relation to this program. If the Agreement is declined, the Assigned 
Helper/Children’s Circle of Care Helper will meet with the Youth and advise of the reasons 
why it was declined. 

6. Within 30 days, the Assigned Helper/Children’s Circle of Care Helper will document the 
information from the approved Agreement into the Youth’s Plan of Care in the Mnaasged 
Information Management System. 

7. The Assigned Helper/Children’s Circle of Care Helper will meet with the Youth monthly to 
ensure that the Youth is meeting the requirements of the Agreement. Linkages will be 
established with community resources and programming for the youth. The Assigned 
Helper will also consider a referral to the Youth in Transition Helper. 

8. The Voluntary Youth Service Agreements will terminate on the Youth’s 18th birthday, at 
which time a Continued Care and Support Agreement can be entered into if the Youth 
meets the eligibility criteria for that program until the age of 21 years. 

POLICY REFERENCE 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Previous Wards – Request for Information 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

 PREVIOUS WARDS – REQUEST FOR INFORMATION  

POLICY 

Mnaasged Child and Family Services is committed to ensuring that previous 
Children/Youth in Care will have access to their historical information. 

PROCEDURE 

PROCEDURE FOR CHILD IN CARE 

1. All requests from Children/Youth in Alternative Care over the age of 12 years will have the 
right to access their information and a right to review their file. 

2. Within 30 days of receiving the Request for Information for a Child in Care, the Assigned 
Helper/Children’s Circle of Care Helper will review the request with the Supervisor. The 
Supervisor may consult with the Senior Manager to finalize a decision. 

3. The Child/Youth in Alternative Care cannot review the file without the supervision of an 
Assigned Helper/Children’s Circle of Care Helper and a support person, if appropriate, and if 
approved. 

4. The Assigned Helper/Children’s Circle of Care Helper will meet with the Child/Youth to 
determine the limits and method of how the information will be disclosed or to advise the 
Child/Youth of the decision to withhold the information. 

5. The Assigned Helper/Children’s Circle of Care Helper will complete a Summary Report 
specifically addressing the information requested. This will be reviewed by the Supervisor. 
Both the Assigned Helper/Children’s Circle of Care Helper and the Supervisor will provide a 
signature on the Summary Report once approved. 
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6. The Assigned Helper/Children’s Circle of Care Helper will document the following in the 
Child/Youth Care File: 

a) The original request for access to information 

b) Consultation with the Supervisor regarding the decision made in response to the 
request 

c) The outcome of the process including detailed case notes of the method of disclosure, 
the decision to withhold information (if needed), and the rationale for disclosure 

d) A copy of the summary 

7. Should a Child/Youth in Care request a file review, the file will be pre-examined. All third-
party information deemed to have a negative impact on the Child’s/Youth’s emotional 
health will be removed. Information deemed by Legal Services to be privileged will also be 
removed from the file. 

8. The Assigned Helper/Children’s Circle of Care Helper will clearly document the date of the 
file review, including those present and the reactions to the information. 

PROCEDURE FOR PREVIOUS WARDS 

1. All requests from former Wards for personal information relating to historical Alternative 
Care placements will be directed to Mnaasged’s Intake Screening team for processing. 

2. The Assigned Helper will inform the Supervisor of the incoming Request for Disclosure. 

3. The Supervisor will notify the Manager of the Request as well as the Quality Assurance 
Manager. 

4. The Quality Assurance Manager will track this information, which will be recorded and 
submitted in a Quarterly Report to the Executive Director. 

5. Prior to providing the information, the Assigned Helper must receive a written request and 
a signed Consent for Release of Information Form from the former Child/Youth in Care. 

6. Mnaasged will respond to the written requests and the consent will be filed in the 
Child’s/Youth’s Closed File. 

7. When it is deemed that the Request for Information and the file review may have a 
negative impact on the former Ward’s emotional health, the file will be examined, and all 
third-party information will be removed. Information deemed by Legal Services to be 
privileged will also be removed. A summary may be provided to the former Child/Youth in 
Care. 
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8. When approved, the former Child/Youth in Care and a support person will be invited to 
attend Mnaasged’s head office where the files are stored to review the file. A Supervisor or 
the former Child’s/Youth’s in Care former Children’s Circle of Care Helper, if still employed 
by Mnaasged, will be in attendance at all times while they are reviewing the file. 

9. When the former Child/Youth in Care is finished viewing the file, the Supervisor will clearly 
document and identify the date of the file review, those present, and the reactions to the 
information. 

10. The Supervisor will return hard copies to the Quality Assurance Manager for central storage. 

POLICY REFERENCE 

Quality Assurance Policy and Procedure Manual 
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Department: Children Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Ontario Child Benefit Equivalent 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Ministry of Children, Community and Social Services Directive #CW 002-08 

 ONTARIO CHILD BENEFIT EQUIVALENT  

POLICY 

Background 

On June 26, 2008, the Ministry of Children, Community and Social Services announced 
that the Provincial Government would provide a new funding equivalent to the Ontario 
Child Benefit directly to the Children’s Aid Societies in respect of Children/Youth in Care 
and in Formal Customary Care. Subsequently, the Ministry issued Policy Directive #CW 
002-08, which outlined how the additional funding was to be used. This document 
provides Mnaasged specific policy and procedures in support of that directive. 

Ontario Child Benefit Equivalent Funds received will be used in two ways: 

a) Expenditures that lead to the three (3) outcomes listed below 

b) A savings program established for Youth in Care aged 15 to 17 years to assist 
the Youth moving toward independence. 

Expenditures/Eligibility 

Mnaasged Child and Family Services will provide an opportunity for all Children ages 0 
to 17 to benefit from the Ontario Child Benefit Equivalent Fund regardless if Mnaasged 
receives the Ontario Child Benefit Equivalent payments on behalf of the Child/Youth. 
The Fund is only to be used for expenditures that occur after the effective date of 
November 18th, 2008, as stated in the policy directive. 

Expenditures from the Fund will support the achievement of the following outcomes for 
Children/Youth in Care: 

a) Higher education achievement 
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b) Higher degree of resiliency  

c) Smoother transition to adulthood 

The Assigned Helper/Children’s Circle of Care Helper will document in the 
Child’s/Youth’s Plan of Care all the identified goals related to the Child’s/Youth’s 
participation in recreational, educational, cultural, and social activities in support of 
achieving the outcomes listed previously. The actions taken to achieve these goals will 
be documented in the Child’s/Youth’s File. 

Planning for programs and activities related to the Ontario Child Benefit Equivalent will 
include the involvement of the Child/Youth as well as educators and care providers. 

Higher Educational Achievement 

Supporting a Child’s/Youth’s participation in activities will maximize the learning 
potential, will promote success in both primary and secondary educational settings, and 
will lead to future pursuits of post-secondary education and vocational learning 
opportunities. 

The following items will be paid from the Ontario Child Benefit Equivalent funding to 
support the above-listed outcomes: 

a) Tutoring 

b) Computers and computer supplies 

c) Specialized learning devices 

d) School trips 

e) Books 

f) School supplies that are beyond what would normally be covered as part of the 
per diem payments made to the Alternative Care Parent(s) 

g) Educational software  

h) Other expenditures that could lead to higher educational achievement 
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Higher Degree of Resiliency 

Supporting a Child’s/Youth’s participation in activities will promote social skills and 
interpersonal relationship development. The following items will be paid from the 
Ontario Child Benefit Equivalent funding to support this outcome: 

a) Camp fees 

b) Program fees 

c) Recreational equipment 

d) Recreational travel costs 

e) Other expenditures that could lead to a higher degree of resiliency 

Smoother Transition to Adulthood 

Supporting a Child’s/Youth’s participation in activities will promote the development of 
the knowledge and skills necessary to transition from being in Care to living 
independently, including the knowledge of how and where to access required supports. 
The following items will be paid from the Ontario Child Benefit Equivalent funding to 
support this outcome: 

a) Life skills-related training provided by community providers 

Inadmissible Uses 

The Ontario Child Benefit Equivalent Funds must be used for expenditures that support 
Children/Youth in the achievement of the three (3) outcomes identified above. These 
funds cannot be used for expenditures relating to medical, dental, clinical, or 
therapeutic care and those already covered in Foster Care and Outside Paid Resource 
Rates. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper, in consultation and with approval of 
the immediate Supervisor, will incorporate and document any requests to use the Ontario 
Child Benefit Equivalent Funds in the Child’s/Youth’s Plan of Care. 

ACCESSING FUNDS 

1. The Helper will submit documentation, identifying the file number and rationale for use of 
the funds to the Supervisor for review and approval. 
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2. A cheque requisition with the file number will be forwarded to the Finance Department 
upon approval. 

POLICY REFERENCE 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serving Children in Care 

Subject: Registered Education Savings Plan (RESP) 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Ministry of Children, Community and Social Services Directive CW 001-2 

REGISTERED EDUCATION SAVINGS PLAN (RESP) 

POLICY 

Mnaasged Child and Family Services will open Registered Education Savings Plans for 
eligible Children/Youth in Care in accordance with the Ministry of Children, Community 
and Social Services policy directive CW 001-2 (April 2, 2012) and the amended directive 
in 2016. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that all Children/Youth in Care 
up to 18 years of age who have been in Care for 12 consecutive months will have a Registered 
Education Savings Plan. 

2. To facilitate the registration of the Registered Education Savings Plan, the Assigned 
Helper/Children’s Circle of Care Helper will obtain a social insurance number for each eligible 
Child/Youth and will document it in the Mnaasged Information Management System. 

POLICY REFERENCE 

Financial Policy and Procedure Manual 
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Department: All POLICY #: 

Section: Serving Children in Care 

Subject: Criminal Injuries Compensation 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: 
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_95v06_e.htm 
http://www.cicb.gov.on.ca/resources/Authorization%20for%20Release%20of%20Infor 
mation.pdf 

 CRIMINAL INJURIES COMPENSATION  

POLICY 

Mnaasged Child and Family Services will ensure that when a Child/Youth in 
Care/Customary Care/Continued Care and Support has been a victim of crime, 
Mnaasged Child and Family Services will apply on behalf of the Child/Youth for Criminal 
Justice Injuries Compensation. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will review the following definition to 
determine eligibility for the Criminal Justice Injuries Compensation if a Child/Youth in Care 
has become a victim of crime. The Ontario Victims’ Bill of Rights, 1995 states the following: 

“[C]rime” means an offence under the Criminal Code (Canada); (“acte criminel”)  

“victim” means a person who, as a result of the commission of a crime by another, suffers 

emotional or physical harm, loss of or damage to property or economic harm and, if the 

commission of the crime results in the death of the person, includes, 

(a) a child or parent of the person, within the meaning of section 1 of the Family 

Law Act, and 
(b) a dependent or spouse of the person, both within the meaning of section 29 of the 

Family Law Act; 

but does not include a child, parent, dependent or spouse who is charged with or has been 

convicted of committing the crime (1995, c. 6, s.1; 1999, c. 6, s. 65 [1, 2]; 2005, c. 5, 72 

[1, 2]). 

2. Upon completion or knowledge of any criminal court proceedings involving a Child/Youth in 
Care/Customary Care/Continued Care and Support, the Assigned Helper/Children’s Circle of 

http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_95v06_e.htm
http://www.cicb.gov.on.ca/resources/Authorization%20for%20Release%20of%20Information.pdf
http://www.cicb.gov.on.ca/resources/Authorization%20for%20Release%20of%20Information.pdf
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Care Helper, in consultation with a Supervisor, will complete a Criminal Injuries 
Compensation Application on behalf of the Child/Youth. 

3. The completion of the application will be discussed with the Child/Youth in an age-
appropriate manner. 

4. Upon completing the application, the Assigned Helper/Children’s Circle of Care Helper and 
the Supervisor will review and discuss the application with the Legal Services Manager. The 
Legal Services Manager will review the application for any inconsistencies and will make 
recommendations or changes. 

5. Upon completion of the review, the Legal Services Manager will forward the application to 
the Director of Services for acknowledgement and approval. The Legal Services Manager 
will input the completed application in the Mnaasged Information Management System in 
the Child’s/Youth’s File. 

6. The Supervisor will instruct the Administrative Assistant to copy and mail or fax the 
application to the Criminal Injuries Compensation Board for processing. 

7. When the application response has been returned to Mnaasged, the Assigned 
Helper/Children’s Circle of Care Helper will document all information in the Child’s/Youth’s 
File in the Mnaasged Information Management System. Should financial assistance be 
awarded to the Child/Youth, the Helper will notify the Supervisor and the Finance 
Department. The Finance Department will deposit any money received on behalf of the 
Child/Youth into a trust account. 

8. Any compensation received for the Child/Youth will be kept in trust until the Child/Youth 
turns 18 years old or leaves the Care of Mnaasged. 

9. Should the Child/Youth request partial use of the money, this will be recorded in the 
Child’s/Youth’s Plan of Care. 

10. Prior to the Child’s/Youth’s 18th birthday or when the Child/Youth leaves the Care of 
Mnaasged, the Assigned Helper/Children’s Circle of Care Helper will inform the Child/Youth 
or the Guardian(s) of the money available to the Child/Youth and how to access it. 

11. Once a plan to provide the money to the Child/Youth has been determined, the Assigned 
Helper/Children’s Circle of Care Helper will complete the Request for Payment Form for 
approval of the funds forwarded to the Child/Youth or the Guardian(s). 

POLICY REFERENCE 

Financial Policy and Procedure Manual 
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Legal Services Policy and Procedure Manual 
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 SECTION 6: OUTSIDE PAID RESOURCES 

Department: Children’s Circle of Care POLICY #: 

Section: Outside Paid Resources 

Subject: Use of Outside Paid Resources 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

USE OF OUTSIDE PAID RESOURCES  

POLICY 

Mnaasged Child and Family Services will ensure that Outside Paid Resources are made 
available under certain circumstances when placement availability is limited, and other 
resources will be required to meet a Child’s/Youth’s placement needs. 

Mnaasged Child and Family Services will ensure that Children/Youth from member First 
Nations and all First Nation, Métis, and Inuit Children/Youth placed in Outside Paid 
Resources receive the best possible care. The expectation is for Outside Paid Resources 
to meet the same standards as Mnaasged Child and Family Services’ Alternative Care 
Parents. 

PROCEDURE 

LICENSING 

1. Mnaasged will only utilize an Outside Paid Resource that holds a valid license. 

2. The Assigned Helper/Children’s Circle of Care Helper seeking a placement will request a 
copy of the license from the Outside Paid Resource. 

3. The Supervisor will forward a copy of the license to the Senior Manager responsible for 
review and approval. The Senior Manager will maintain all files on approved Outside Paid 
Resources. 
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ASSESSMENT 

1. The Alternative Care Supervisor will contact the local Children’s Aid Society where the 
Outside Paid Resources are located and will obtain an assessment of the services being 
offered by the Outside Paid Resources. 

2. The review and assessment of the Outside Paid Resources will include the following: 

a) The goals and objectives of the Outside Paid Resource 

b) Admission criteria 

c) Ability to meet the cultural needs of an Indigenous Child/Youth in Care 

d) Description of day-to-day programming and specialized or clinical programming 

e) Other local Agencies’ use of the Outside Paid Resource 

ANNUAL REVIEW AND SERVICE AGREEMENT 

1. The Alternative Care Supervisor will ensure that a Service Agreement is signed between the 
Outside Paid Resource and Mnaasged prior to Children/Youth being placed in the care of 
the Outside Paid Resource. 

2. The Alternative Care Supervisor will complete an annual review of the license for the 
Outside Paid Resource and ensure the signing of the Service Agreement occurs on the 
yearly anniversary date of the Child’s/Youth’s admission into the placement. 

3. The Senior Manager will perform an annual evaluation and site visit on all Outside Paid 
Resources being used by Mnaasged. 

4. The evaluation will include completing an Annual Review of the following: 

a) The goals and objectives of the program 

b) Admission criteria and requirements 

c) A description of the day-to-day programs 

d) Any special services and programs offered 

e) The methods used to manage negative behaviour 

f) The procedure used for dealing with complaints from residents and Placing Agencies 
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g) Inspection of the residence’s license for accuracy and compliance with terms and 
conditions 

h) A report of an on-site visit made as part of the assessment process 

SPECIAL RATE REMUNERATION 

1. Any request for special rate remuneration from the Outside Paid Resource will be time-
specified and reviewed every 30 days between the Assigned Helper/Children’s Circle of Care 
Helper and the immediate Supervisor. 

2. The Supervisor will ensure that the Finance Manager is aware that a Special Rate has been 
negotiated with the Outside Paid Resource. 

SERIOUS OCCURRENCES 

1. When a Serious Occurrence/Incident involves a Child/Youth residing in an Outside Paid 
Resource residence, it is the responsibility of that resource to complete and submit a 
Serious Occurrence Report and to ensure that a copy is provided to the Assigned 
Helper/Children’s Circle of Care Helper at Mnaasged within two (2) hours of the Occurrence. 

2. All action to be taken regarding a Serious Occurrence will be dependent on the nature of the 
Occurrence. 

3. There will be times that the Assigned Helper/Children’s Circle of Care Helper will file a 
separate Serious Occurrence.  

FILE MANAGEMENT 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that copies of all 
information relating to a Child/Youth placed in an Outside Paid Resource will be filed 
according to the section that is referenced. 

POST-PLACEMENT EVALUATION 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that a Post-Placement 
Interview is completed at the termination of the placement for a Child/Youth in the 
Outside Paid Resource residence. 

2. A copy of the Post-Placement Interview Form will be forwarded to the Outside Paid 
Resource and the Director of Services. 
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POLICY REFERENCE 

Quality Assurance Policy and Procedure Manual  

Alternative Care Policy and Procedure Manual 

Financial Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Outside Paid Resources 

Subject: Placement of Children In/Out of Jurisdiction 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

PLACEMENT OF CHILDREN IN/OUT OF JURISDICTION  

POLICY 

Mnaasged Child & Family Services will remain actively involved when a child/youth in 
Alternative Care is placed in an Outside Paid Resource placement either in Mnaasged’s 
jurisdiction or out of jurisdiction. 

The Assigned Helper/Children’s Circle of Care Helper will ensure that the Outside Paid Resource 
has all of the necessary information on a child to make an informed decision surrounding 
acceptance and the ability to provide the care that is required. 

In all instances the child/youth will be accompanied by the Assigned Helper/Children’s Circle of 
Care Helper and when appropriate the Parent(s) or Guardian and the Band Representative may 
be invited to accompany the child/youth to the Outside Paid Resource placement. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will forward a referral package to the 
Outside Paid Resource that will include the following information: 

a) Summary of all Family and Child/Youth assessments 

b) Psychotropic medications and other prescribed medications, allergies, and the name of 
the physician 

c) Physical, emotional, and behavioural characteristics and needs of the Child/Youth 

d) Visiting and access arrangements 

e) The Child’s/Youth’s strengths and weaknesses 
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f) Goals for the Child/Youth and the Parent(s) or Guardian(s) 

g) Types of services required to achieve the outlined goals 

h) Contract of the Terms of Agreement between the Parent(s) or Guardian(s), the 
Child/Youth, and Mnaasged 

i) Anticipated length of Care 

j) Involvement of outside collaterals and their roles 

k) Cultural needs of the Child/Youth  

l) Review dates for Family Circles and Case Conferences 

2. On behalf of Mnaasged, the Assigned Helper/Children’s Circle of Care Helper will provide all 
contact information to the Outside Paid Resource, including the name of the Helper and the 
Supervisor assigned to the Child/Youth. 

3. The Assigned Helper/Children’s Circle of Care Helper will continue to follow the Child/Youth 
in Care Standards for visiting and monitoring a Child/Youth. When the Child/Youth in Care is 
placed out of jurisdiction, the Assigned Helper/Children’s Circle of Care Helper, with 
supervisory approval, may request the local Child Well-Being/Children’s Aid Society within 
that jurisdiction to monitor the Child’s/Youth’s File. 

4. When the Child/Youth in Care is placed out of jurisdiction, the Assigned Helper/Children’s 
Circle of Care Helper must complete a referral package and provide the information to the 
Outside Paid Resource. The Assigned Helper/Children’s Circle of Care Helper will also 
reference the Inter-Agency Services Policy regarding the transfer and management of cases 
with other Societies in other jurisdictions. 

5. The Assigned Helper/Children’s Circle of Care Helper will arrange for transportation of the 
Child/Youth to the Outside Paid Resource. The Assigned Helper/Children’s Circle of Care 
Helper will take into consideration the behaviours of the Child/Youth before finalizing travel 
plans for the Child/Youth. The Assigned Helper/Children’s Circle of Care Helper will access 
the Transportation of High-Risk Children Policy for assistance. 

6. The Assigned Helper/Children’s Circle of Care Helper will maintain regular contact with the 
Placement Resource and will obtain regular updates on the Child/Youth. The Assigned 
Helper/Children’s Circle of Care Helper will document case notes in relation to all 
communication with the Outside Paid Resource in the Child’s/Youth’s File in the Mnaasged 
Information Management System. 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Outside Paid Resources 

Subject: Inventory of Internal/External Resource List 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

INVENTORY OF INTERNAL/EXTERNAL RESOURCE LIST  

POLICY 

Mnaasged Child and Family Services will ensure that a program description and listing 
of Internal and External Placement Resources is available to Staff, including the current 
written assessments of the strengths and capabilities of the Resources. 

PROCEDURE 

1. The Quality Assurance Manager, in collaboration with Senior Managers and the Alternative 
Care Supervisors, will maintain a file of Mnaasged’s Internal and External Resources. The 
following list will be maintained:  

a)  A system for classifying and utilizing Alternative Care Parents 

b) Procedures for recruitment, screening, and selection of Alternative Care Parents 

c) An up-to-date list of Alternative Care Parents that are approved by the licensee 

d) A system for supervising Alternative Care Parents 

e) A system for evaluating Alternative Care Parents annually, according to the objectives 
set for the type and level of care to be provided in each Home 

f) An up-to-date list of Customary Care Homes, Formal/Informal, and Kin In/Out 

g) A list of Outside Paid Resources, complete with program information, service contracts, 
annual evaluations, and up-to-date contact information 

2. The Quality Assurance Manager will update the files when new information is provided. 
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3. The Quality Assurance Manager will complete a report on a bi-annual basis and will forward 
the report to the Director of Services. The Director of Services will review the report with 
the Senior Management Team and will determine a plan to address the recommendations 
that are identified within the report. 

4. The Director of Services and the Quality Assurance Manager are responsible to implement 
the recommendations that have been approved by the Senior Management Team. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Quality Assurance Policy and Procedure Manual 
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SECTION 7: MANAGEMENT OF FILES 

Department: Children’s Circle of Care POLICY #: 

Section: Management of Files  

Subject: Content of Child in Care File  

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standard 

CONTENT OF CHILD IN CARE FILE 

POLICY 

Mnaasged Child and Family Services will ensure that all Children in Care files contain all 
the required documentation and that all files are managed in an organized and 
prescribed format. 

Although Mnaasged Child and Family Services works with an electronic system, paper 
copies of certain documents need to be maintained within the original physical 
File/Binder. Except for very specific purposes (e.g., when required for court purposes or 
transported between office locations), files must be kept on Mnaasged Child and Family 
Services’ premises and must be stored in a secure area. 

PROCEDURE 

1. When a Child/Youth is admitted to Care for the first time, the Assigned Helper/Children’s 
Circle of Care Helper will ensure that a file is developed in the Mnaasged Information 
Management System. This information will be kept for all Children/Youth in Care along with 
a Family File and will be labelled with the same 9-digit file number. 

2. The Assigned Helper/Children’s Circle of Care Helper will ensure that files are kept on the 
Mnaasged’s premises and stored in a secure, locked filing cabinet or room. 

3. When a physical file must leave the premises (e.g., required by the Court or transported 
from one office location to another) it is logged out, tracked, and logged back in to ensure 
no file goes missing. 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 216 

4. The Assigned Helper/Children’s Circle of Care Helper will ensure the following items are in 
the Child’s/Youth’s File/Binder: 

ADMISSIONS AND PLACEMENT DOCUMENTATION  

a) Identifying information and family background information 

b) Placement information and contacts 

c) Rights in Care documentation 

d) Assessment Reports, as specified in Regulation 111 (0. Reg.206/00) 

e) Health care, medical and dental history, and reports 

f) School information, including copies of all school reports 

g) Specific religious and spiritual events, plans, and requirements 

h) Special nutritional and health care requirements 

RECORDING SECTION 

a) Child’s/Youth’s Plan of Care(s) and Annual Assessment Record (AAR) 

b) Psychological, psychiatric, education, and other reports pertaining to the function or 
care of the Child/Youth 

c) A copy of evaluations made, and plans provided by any professional, school, clinic, or 
hospital service 

d) Plans made by the Parent(s) or Guardian(s) 

e) Plans of Service and placement reviews 

f) Service Agreements and correspondence 

g) Serious Occurrences 

h) Case notes 

i) Social History  

j) Exit Evaluations 
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REPORT SECTION 

a) Assessment subsection 

b) Any psychological assessment, personal, family, and social history prepared or provided 
by a Placing Agency 

c) School subsection 

d) School records and reports, where applicable 

e) A copy of the Service Agreement with respect to the Child/Youth, including any revisions 
and reviews of the Agreement 

f) Reports of any case conferences concerning the Child/Youth 

g) Reports of any Serious Occurrences involving the Child/Youth, including the description 
of the incident, who reported it, and the date and time 

h) Placement Request/Child Information Forms 

i) Exit Interviews  

j) Arrangements made for the management of money by and for the Child/Youth 

CORRESPONDENCE SUBSECTION 

a) Any incoming correspondence concerning the Child/Youth 

b) A copy of any outgoing correspondence concerning the Child/Youth 

c) Consent forms 

d) Copies of any identification, Birth Certificate, Status Card, and other application forms 
related to requests for identification 

COURT SECTION 

a) Any legal document concerned with the Child’s/Youth’s admission to Care, including 
consents to admission, treatment, release of information, Wardship Orders, and 
adoption signed by birth parent(s) (including the report of the Legal Guardian(s) if the 
Parent is a minor), and Crown Wardship/Extended Society Care order within 24 months 
of the order 
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b) Youth Criminal Justice Act court orders will be maintained in a separate section of the 
Child’s/Youth’s File 

MEDICAL REPORT SECTION 

a) Reports of all medical examinations and treatments for the Child/Youth upon admission 
and while in Care 

b) The signed Consent for the use of Psychotropic Medication Form 

c) The Child’s/Youth’s Health Card number or a copy of one 

d) Dental history and reports 

POLICY REFERENCE 
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Department: Children’s Circle of Care POLICY #: 

Section: Management of Files 

Subject: School Reports 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standard 

 SCHOOL REPORTS  

POLICY 

Mnaasged Child and Family Services will ensure that copies of all school records will be 
kept in the Child’s/Youth’s file along with other pertinent information regarding the 
Child’s/Youth’s educational progress and level. 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will document the Child’s/Youth’s 
ongoing educational progress and planning in the Child’s/Youth’s File, including all contact 
made with school personnel, to review and assess the Child’s/Youth’s progress. 

2. The Assigned Helper/Children’s Circle of Care Helper will develop ongoing communication 
with local school authorities, principals, and teachers to ensure that the classroom selected 
meets the Child’s/Youth’s learning potential. The Assigned Helper/Children’s Circle of Care 
Helper will contact the Child’s/Youth’s teacher or principal on a quarterly basis to assess the 
Child’s/Youth’s adjustment and progress at school. 

3. The Assigned Helper/Children’s Circle of Care Helper will ensure that during pre-service 
training the Alternative Care Parent(s) will be made aware of the responsibility in the 
Child’s/Youth’s learning and education. 

4. The responsibility of the Alternative Care Parent(s) will include the following: 

a) Maintain regular contact with the Child’s/Youth’s teacher and principal in the same 
manner as if the Child/Youth was the Alternative Care Parent’s(s’) own child 
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b) Contact the Child’s/Youth’s teacher on a quarterly basis to assess the Child’s/Youth’s 
adjustment and progress, record contacts made in their own notes, and share all 
information back to the Assigned Helper/Children’s Circle of Care Helper 

c) Assist the Child/Youth in Care in completing homework assignments or other projects 

5. The Assigned Helper/Children’s Circle of Care Helper and the Alternative Care Parent(s) will 
attend all school conferences. 

6. The Assigned Helper/Children’s Circle of Care Helper will case note communication with 
school personnel and will file the information in the Mnaasged Information Management 
System, which will include the following: 

a) All reports made by the Alternative Care Parent(s) regarding the Child’s/Youth’s school 
adjustment and progress 

b) School reports on academic progress and social adjustment 

c) Identification, Placement, and Review Committee (IPRC) meeting minutes and 
recommendations 

d) Individual Education Plans (IEP) 

e) History of behavioural incidents or suspension notices 

f) Conference reports 

g) Any alterations or modifications to better meet the Child’s/Youth’s educational or 
learning needs, including the outcomes 

h) All contact made with the Child’s/Youth’s teacher, principal, and other school personnel 
including conversations and written communications 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

  



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 221 

Department: Children in Care POLICY #: 

Section: Management of Files 

Subject: Court Orders 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Children in Care Standard 

 COURT ORDERS  

POLICY 

Mnaasged Child and Family Services will ensure all Court Orders will be maintained in 
the Child’s/Youth’s paper file, which will include the following: 

a) Youth Criminal Justice Act (YCJA) 

b) Legal custody  

c) Immigration 

PROCEDURE 

1. The Assigned Helper/Children’s Circle of Care Helper will obtain all legal court orders and 
will ensure copies are placed in the Child’s/Youth’s File. 

2. The original Child Welfare Court Orders will be kept in the Child’s/Youth’s and 
Parent(s)/Guardian(s) Files. The Assigned Helper/Children’s Circle of Care Helper will ensure 
that photocopies and e-copies will be scanned and uploaded into The Child’s/Youth’s File in 
the Mnaaasged Information Management System until Mnaasged receives the original 
Court Order from the Court. 

3. Upon receipt of the original Court Order, the photocopy and e-copy will be shredded, and 
the original order will be filed in the appropriate section in the Child/Youth Care File. 

4. The Assigned Helper/Children’s Circle of Care Helper will ensure that all matters concerning 
the Youth Criminal Justice Act (YCJA) will be kept confidential in a separate part of the 
Child’s/Youth’s File. 
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POLICY REFERENCE 
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SECTION 8: SERIOUS OCCURRENCE 

Department: Children in Care POLICY #: 

Section: Serious Occurrence 

Subject: Children Who Go Missing (AWOL) 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

CHILDREN WHO GO MISSING (AWOL) 

POLICY 

If a Child/Youth in Care is missing and if there is reason to believe there is substantial 
risk to that Child/Youth, it is not necessary to wait the 12-hour period to contact the 
Police. 

Younger Children should be reported as soon as possible or when the Child’s/Youth’s 
emotional demeanour suggests there could be risk (i.e., suicide ideation). 

However, once a Child/Youth has been missing for more than 12 hours, Mnaasged Child 
and Family Services will follow all the requirements related to Missing Persons Reports 
regarding any missing Children/Youth in the Care of Mnaasged Child and Family 
Services, such as Crown Wards, Temporary Care or special needs arrangements, 
Children in Care who are on independent living status, as well as those who are in 
transition from one placement to another. This Policy and Procedure also applies to 
Children/Youth who are subject to a Customary Care Agreement. 

PROCEDURE 

Mnaasged is responsible for determining if the Child’s/Youth’s absence is a Serious Occurrence 
and, if so, will initiate the Serious Occurrence Procedure that includes the following steps: 

1. The Assigned Helper/Children’s Circle of Care Helper will notify the Parent(s) or Guardian(s) 
of the Child’s/Youth’s absence within 12 hours when the Child/Youth is in the Care of 
Mnaasged through a Temporary Care or Special Needs Agreement. 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 224 

2. The Assigned Helper/Children’s Circle of Care Helper will notify the Child’s/Youth’s First 
Nation Band Representative or designate within 12 Hours of the absence. 

3. The After-Hours Supervisor ( if learned during After-Hours) or the daytime Supervisor 
responsible for the Child/Youth will notify representatives of the Ministry of Children, 
Community and Social Services as soon it is deemed a Serious Occurrence (no later than 24 
hours). 

4. The Assigned Helper/Children’s Circle of Care Helper will complete the Serious Occurrence 
Report. The Report will be signed by the Assigned Helper/Children’s Circle of Care Helper 
and the Supervisor and will then be forwarded to the Senior Manager with a notation as to 
whether the recommendation considers the absence as a Serious Occurrence. The Serious 
Occurrence Report will be completed according to specified timelines. 

5. The Senior Manager will notify the Director of Services. The Director of Services will then 
notify the Executive Director for review and submission to the Ministry. 

6. The Assigned Helper/Children’s Circle of Care Helper will document all efforts made to 
locate the Child/Youth in case note form in the Mnaasged Information Management 
System. 

7. The Assigned Helper/Children’s Circle of Care Helper will provide updates to the Supervisor 
every five (5) days until the Child/Youth has been located and returned. Where 
circumstances are deemed High Risk and a Serious Occurrence has been filed, the Helper 
will advise the Supervisor daily of any progress or change in locating the Child/Youth. 

8. The Assigned Helper/Children’s Circle of Care Helper will complete an AWOL Report to be 
placed in the After-Hours Kit. A Warrant to bring the Child/Youth to a Place of Safety will be 
obtained. The Assigned Helper/Children’s Circle of Care Helper will consult with the 
Supervisor to develop a plan to attempt to locate the absent Child/Youth, to identify 
timelines deemed as a Serious Occurrence, to determine when the warrant should be 
sought, to complete the Provincial Alert, and to determine if there are any other responses 
deemed appropriate. 

9. When a Child/Youth is found or has returned, the Director of Services is responsible to 
update documents and to provide the information to Ministry Officials. 

10. All Serious Occurrence documents will be kept in the Child’s/Youth’s File. 

11. A Case Conference will occur with all Mnaasged Personnel, the Alternative Care Parent(s), 
the Parent(s) or Guardian(s), and community members for Children/Youth absent without 
leave extending more than 30 days. 
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MEDIA 

1. When a Child/Youth has been missing for an extended period of time or deemed a very high 
risk due to age or vulnerability, the Helper and the Supervisor will consult with the Director 
of Services regarding the use of media to locate the Child/Youth. The media notification will 
be conducted by the Police. 

OUTSIDE PAID RESOURCES 

1. When a Child/Youth is missing from an Outside Paid Resource, the Outside Paid Resource is 
responsible for the following actions: 

a) Filing a Missing Person’s Report with the Police 

b) Notifying Mnaasged immediately that the Child/Youth is missing 

c) Sending Mnaasged, by fax, a summary of the information provided to the Police and 
the circumstances surrounding the absence and the Outside Paid Resource’s plans to 
locate the Child/Youth 

2. Steps 1 through 8, as listed earlier, are then followed by the Mnaasged Assigned 
Helper/Children’s Circle of Care Helper. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 
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Department: Children’s Circle of Care POLICY #: 

Section: Serious Occurrence 

Subject: Responsibilities of Alternative Care Parents 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 

RESPONSIBILITIES OF ALTERNATIVE CARE PARENTS 

POLICY 

The Assigned Alternative Care Helper will (re)advise the Alternative Care Parents on the 
definition of Serious Occurrences and the procedures for reporting Serious Occurrences 
to Mnaasged Child and Family Services.  

PROCEDURE 

1. The Assigned Alternative Care Helper will inform the Alternative Care Parent(s) of the Policy 
and Procedures and their responsibilities in reporting Serious Occurrences during the Home 
Assessment Process. 

2. Documentation indicating the Annual Review of the Serious Occurrence Policy and 
Procedures will be placed in the Alternative Care File. 

3. Upon notification of a Serious Occurrence, the Assigned Helper/Children’s Circle of Care 
Helper will inform the Alternative Care Parent(s) to follow the steps outlined below: 

a) Determine if the Child/Youth requires medical attention and, if so, call the emergency 
phone number 911 and request assistance (i.e., Ambulance). 

b) Once the Child/Youth has received the appropriate assistance, contact Mnaasged and 
report the following: 

i. Child’s/Youth’s name 

ii. Nature of occurrence 

iii. Time of occurrence 



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 227 

iv. Action taken 

v. Status of the Child/Youth 

vi. Location of occurrence 

c) In the event of an “After-Hours” Serious Occurrence, the Alternative Care Parent(s) will 
contact Mnaasged’s After-Hours Service to notify the After-Hours Helper. 

d) If the Alternative Care Parent(s) is unsure as to whether an incident involving a 
Child/Youth in Care is a Serious Occurrence, they will contact the Helper or the After-
Hours Helper (if after hours) for clarification. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Children in Care POLICY #: 

Section: Serious Occurrence 

Subject: Serious Occurrence Reporting and Process 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Serious Occurrence and 
Enhanced Occurrence Reporting Guidelines Ministry of Children, Community and social 
Services/MCSS 2013 

SERIOUS OCCURRENCE REPORTING AND PROCESS  

POLICY 

Mnaasged Child and Family Services will report all Serious Occurrences to the Ministry 
within 24 hours, which starts at the time when any of the Assigned Helper/Children’s 
Circle of Care Helper Staff members first become aware of an incident or deem the 
incident to be a Serious Occurrence. 

All Serious Occurrences must be reported within 24 hours to the Ministry of Children, 
Community and Social Services Regional Office. The Initial Notification Report and the 
Serious Occurrence Inquiry Report are contained within the same form, and the 
Assigned Helper/Children’s Circle of Care Helpers are required to submit the following to 
the Ministry by Fax 613-531-5747: NUMBER NEEDS UPDATING 

a) The Initial Notification Report portion of the form, within 24 hours 

b) The Serious Occurrence Inquiry Report portion of the form is to be submitted 
within seven (7) business days of an initial Serious Occurrence notification 

The following terms and definitions are provided to facilitate the Serious Occurrence 
reporting: 

24 Hours 

a) Clock starts when any of the Service Provider’s Staff becomes aware of an 
incident or when the Service Provider deems the incident to be serious. 

Children (Child Welfare) 

a) Ages 0 to 21 years 
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b) Child/Youth must be in Children’s Aid Society care (with the exception of 
category 1 – death of a Client) or receiving services pursuant to a Voluntary 
Youth Services Agreement 

c) When Children/Youth on home access visits with the Parent(s) or Guardian(s) a 
report will be filed as soon as the Society learns of the incident  

d) Child/Youth on Continued Care and Support (ECM), Continued Care and Support 
for Youth (CCSY), or Independent Living (IL). 

Client: Refers to a Child or Youth in Care.  

Alternative Care Parents: Customary/Foster/Kin Caregiver, Kinship Place of Safety 
Care Provider, Caregiver(s) with a Child on adoption probation. 

Note: The exception is category 1 “death of a client.” The death of a Parent/Guardian of a 
Child/Youth in Care who is receiving services at the time of the death will be reported as a 
Serious Occurrence. 

Serious Occurrences which are to be brought to the attention of the Senior Manager for 
review and input prior to submission to the Ministry include the following: 

a) Considered to be contentious 

b) Potential to be extremely high risk 

c) All Alternative Care Parents’ investigations 

Definition of Serious Occurrence 

Serious Occurrences to be reported by the Assigned Helper/Children’s Circle of Care 
Helper to the Ministry of Children, Community and Social Services are defined as 
follows: 

1. Any death of a Client which occurs while participating in a service, including all 
Clients receiving community-based support services that are funded or licensed by 
the Ministry of Children, Community and Social Services. This includes the following: 

a) Any Child/Youth receiving services from a Children’s Aid Society at the time of 
their death or in the 12 months immediately prior to their death 

b) Death of a Parent who is receiving services and whose Child/Youth is in Care 

2. Any serious injury to a Client that occurs while participating in a service. A factor to 
consider is whether a substantial course of treatment is recommended, not in-house 
first aid. In deciding whether an injury is a Serious Occurrence, the Assigned 
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Helper/Children’s Circle of Care Helpers should consider both the severity of the 
injury and the manner in which it was received (e.g., accident while playing soccer, 
due to physical altercation between Clients, or caused by maintenance issues). This 
includes the following: 

a) Any injury caused by the Service Provider (e.g., lack of or inadequate staff 
supervision, neglected or unsafe equipment, improper or lack of staff training, or 
medication error resulting in injury) 

b) A serious accidental injury received while in attendance at a Service Provider 
setting, or in receiving service from the Service Provider 

c) An injury to a Client that is non-accidental, including self-inflicted or unexplained, 
and that requires treatment by a medical practitioner, including a nurse or a 
dentist 

3. Any alleged abuse or mistreatment of a Client that occurs while participating in a 
service. This includes all allegations of abuse or mistreatment of Clients against 
Staff, Alternative Parent(s) or Guardian(s), biological children, or Volunteers. If the 
Client discloses historical abuse it should only be reported as a Serious Occurrence if 
the Client was participating in a funded service at the time of the abuse. 

4. Any situation where a Client is missing, in accordance with the Ministry of Children, 
Community and Social Services requirements for applicable program sectors and any 
applicable legislative requirements; otherwise, where the Assigned Helper/Children’s 
Circle of Care Helper considers the matter to be serious. A Client is not considered 
missing if the Client’s whereabouts are known. The Assigned Helper/Children’s Circle 
of Care Helper should follow the internal procedure to provide for the safe return of 
the Client to residential care. 

a) A Child/Youth in the Care of a Children’s Aid Society or a residential program 
who has been missing for 12 hours or more must be reported to the Police, and 
the Ministry if appropriate 

b) All Serious Occurrence Reports should describe whether the Client poses a 
serious risk to self or others, any attempts made to locate the Client, the 
previous Client history of leaving without permission, the Client’s state of mind 
before leaving, the precipitating events, and so on. 

Note: The Designated Authority must advise the Ministry once the Client has returned 
regardless of the date or time, via telephone (1-613-531-5747) Monday to Friday, 8:00 
a.m. to 5:00 p.m.  

NUMBER NEEDS UPDATING 
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Early Alert System 

Evenings and Overnight from Sunday to Monday 9:00 p.m. to 8:00 a.m. and Monday to 
Friday 5:00 p.m. to 8:00 a.m., telephone 1-887-444-0424, fax 1-866-262-8881 

Weekends and Government Holidays Friday 5:00 p.m. to Sunday 9:00 p.m. via 
telephone 1-877-444-0424, fax 1-866-262-8881 and follow up with enhanced INR/IR to 
fax 1-866-262-8881 or email nergan.sors@css.gov.on.ca  

5. Any disaster on premises where a service is provided that interferes with daily 
routines (i.e., fire, flood, power outage, gas leak, carbon monoxide, or infectious 
disease) and when public health officials are involved. 

6. Any complaint concerning the operational, physical, or safety standards of the 
service that is considered by the Assigned Helper/Children’s Circle of Care Helper to 
be of a serious nature. This includes notification of adverse water quality, missing or 
stolen files that include a breach of Client Information, and vehicle accident. 

7. Any complaint made by or about a Client or any other Serious Occurrence 
concerning a Client that is considered by the Assigned Helper/Children’s Circle of 
Care Helper to be of a serious nature or may affect the Client’s Plan of Care. The 
following provide some examples: 

a) Police involvement with a Client (Client charged by Police) 

b) Serious assault by a Client against Staff, peers, or community members 

c) Serious assault by non-caregiver against a Client (i.e., friend, another Client, or 
stranger) 

d) Hospitalization (excluding regularly occurring doctor visits related to an ongoing 
medical problem and any medical ailment occurring as part of the aging process) 
for medical problems such as pneumonia, suicidal ideation, drug or alcohol 
overdose, or medical ailment 

e) Inappropriate disciplinary techniques, such as excessive or non-sanctioned 

f) Complaints arising from sexual contact between Clients 

Note: Within the parameters of the preceding definitions, the Assigned 
Helper/Children’s Circle of Care Helper is responsible for determining whether an 
incident is deemed to be a Serious Occurrence as defined by these procedures and 
whether it should be reported to or within the Ministry. 

  

mailto:nergan.sors@css.gov.on.ca
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PROCEDURE 

Actions to be taken if a Serious Occurrence has occurred or is suspected include the following: 

1. The Assigned Helper/Children’s Circle of Care Helper will ensure that the Client will be 
provided with immediate medical attention when warranted. 

2. Appropriate steps will be taken to address any continuing risks to the Client’s health or 
safety. (Note: the need for the same or similar steps to address the health and safety of 
other Clients should also be considered, as appropriate.) 

3. The Director of Services will ensure that the local coroner is notified immediately in all cases 
involving death, regardless of location (e.g., hospital) or circumstances (i.e., “Do Not 
Resuscitate” order was in effect or death was not considered questionable). 

4. The Child Welfare Staff will notify the Supervisor immediately of any incident suspected to 
be a Serious Occurrence. 

5. The Child Welfare Staff or any other person witnessing or having knowledge of the 
occurrence will report the matter to the Client’s Helper to conduct preliminary inquiries. 

6. The Assigned Helper/Children’s Circle of Care Helper will immediately begin a Serious 
Occurrence Inquiry. The purpose of the Inquiry is to gather information regarding the actual 
or alleged occurrence(s). 

7. All persons having knowledge of the occurrence should remain on the premises until they 
have been interviewed by the Assigned Helper/Children’s Circle of Care Helper. 

8. The Assigned Helper/Children’s Circle of Care Helper will determine whether the incident is 
a Serious Occurrence and, if so, will be reported to the Ministry. The Helper can consult with 
the immediate Supervisor when required. 

9. The Inquiry information gathered will form the basis of the later Serious Occurrence Report 
and the Initial Notification Report (INR) and will be written by the Helper and submitted to 
the Supervisor. The report should be typed, using the template provided, and include details 
of the following: 

a) Identify any Clients involved by the first name and the first initial of the last name only. 
Any other party should also be referenced in as non-identifying terms as possible (e.g., 
first and last initials only or staff “A” or staff “B”) 

b) Provide the date of birth 

c) Identify the site and the service/program 
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d) Description of the Occurrence 

e) Client’s allegation (if applicable) 

f) Date, time, and place where the Serious Incident occurred 

g) Time that the Occurrence was reported 

h) Reason for the occurrence (if known) 

i) People involved 

j) Whether the client poses a serious risk to self or others 

k) Action taken (e.g., any attempts to locate the missing Client) 

l) Status 

m) Clients state of mind prior to leaving the premises (for missing Client) 

n) History of leaving the premises without permission 

o) Parties notified (Police, Coroner, Parent(s) as applicable)  

p) Recommended further action 

SERIOUS OCCURRENCE REPORTING PROCESS 

Where a Serious Occurrence has taken place, the following reporting process will be 
completed: 

1. The Director of Services will inform the regional office within 24 hours by completing and 
submitting the Serious Occurrence Initial Notification Report (INR). Identify clients only by 
their first name and first initial of their last name. Refer to others involved in non-identifying 
terms, such as first and last initials only, staff ‘A’, or staff ‘B’. 

2. The Assigned Helper/Children’s Circle of Care Helper will inform the Parent(s) or Guardian(s) 
and, if applicable, the person or Agency who placed the Client, unless the person to be 
notified is alleged to have abused the Client. 

3. Where abuse by a Staff member is alleged, the allegation is to be reviewed by the 
Supervisor, the Senior Manager, and the Director of Services or delegate. The Ministry is to 
be informed of the outcome of the review. 
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4. Within seven (7) business days of submitting the Initial Notification Report, complete and 
submit the Serious Occurrence Inquiry Report (IR). Submit the Inquiry Report within seven 
(7) days, even if information or actions have yet to be completed. Include an explanation 
that a further follow-up report will be provided. 

Note: Mnaasged Child and Family Services may submit a completed Inquiry Report, along with 
an Initial Notification Report, if done within 24 hours of the Occurrence and all necessary action 
has been taken and documented. Mnaasged may also phone in a Serious Occurrence in lieu of 
an Initial Notification Report if circumstances warrant the need (i.e., no fax available). 

5. Upon review, the Supervisor will forward the report to the Senior Manager. The Senior 
Manager will then forward the report to the Director of Services. The Director of Services 
will submit the Serious Occurrence Inquiry Report to the Executive Assistant for signature 
by the Executive Director. If any questions arise while reviewing the Report, the Executive 
Director will follow up with the Director of Services. 

6. Following the signing of the Report, the Executive Assistant sends the original Report back 
to the Senior Administrative Assistant. 

7. The Senior Administrative Assistant scans the document to the Team Administrative 
Assistant who places the original Report in the Child’s/Youth’s File. A copy of the Report is 
sent to the Director of Services, the Senior Manager, and the Supervisor. 

Note: The primary focus of the Serious Occurrence Inquiry Report is the record of the Assigned 
Helper’s/Children’s Circle of Care Helper’s actions from an accountability perspective (e.g., were 
the actions taken appropriate, complete, and consistent with legislation and policy). However, 
there is the potential for not all desired information to be obtained or the incident 
review/follow-up actions completed within the required seven-day period. As such, the Assigned 
Helper/Children’s Circle of Care Helpers are requested to always submit the Serious Occurrence 
Inquiry Report within the seven-day period, even if they have incomplete information or actions 
that have yet to be completed. In such cases as the latter two scenarios, an explanation should 
be included, along with a clear indication, that a supplementary follow-up report to the Ministry 
will be forthcoming. 

ENHANCED SERIOUS OCCURRENCE REPORTING 

An Enhanced Serious Occurrence will be reported to the Ministry by the Director of Services or 
the Executive Director or designate. 

1. When a significant incident involving a Client is likely to result in significant public or media 
attention, an Enhanced Serious Occurrence Reporting is required; examples include murder, 
arson, severe neglect or abuse resulting in death, incidents involving high profile public 
figures, or any other situation deemed by an authorized person to be contentious in nature. 
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2. When a Serious Occurrence takes place that is contentious in nature or may get media 
coverage, the Helper consults with one of the following authorized people: 

a) Supervisor 

b) Senior Manager 

c) Director of Services 

d) Executive Director 

e) In the case of After-Hours, After Hours Supervisor 

3. If the Helper is uncertain about whether the situation is contentious, the Helper will 
consult with the Supervisor immediately. The authorized person will determine whether 
the Enhanced Serious Occurrence Reporting is needed. 

4. Within three (3) hours of deeming the incident enhanced, the designated authority, using 
the Enhanced Serious Occurrence Report, notifies the Ministry via facsimile. The Assigned 
Helper/Children’s Circle of Care Helper must also call the early alert system and leave a 
voicemail message with the date and time that the Initial Notification Report was faxed 
and the name and contact number for the designated authority. 

Note: The Designated Authority must advise the Ministry once the Client has returned, 
regardless of the date and time, via telephone 1-613-531-5747, Monday to Friday 8:00 a.m. to 
5:00 p.m.  

EARLY ALERT SYSTEM 

Evenings and Overnight from Sunday to Monday 9:00 p.m. to 8:00 a.m., Monday to Friday 5:00 
p.m. to 8:00 a.m., telephone 1-887-444-0424, fax 1-866-262-8881 

Weekends and Government Holidays from Friday 5:00 p.m. to Sunday 9:00 p.m. via telephone 
1-877-444-0424, fax 1-866-262-8881 and follow up with enhanced INR/IR to fax 1-866-262-
8881 or email nergan.sors@css.gov.on.ca  

5. When providing a report by phone, the person reporting must ensure that the following 
information is given: 

a) Caller’s name and contact number 

b) Assigned Helper/Children’s Circle of Care Helper name and location site 

c) Client’s first name and last initial 

mailto:nergan.sors@css.gov.on.ca
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d) Date of birth and age 

e) Date and time of the incident  

f) Brief description of what happened 

6. This procedure applies around the clock on weekdays, weekends, and holidays. 

7. If the early alert system cannot find the fax, the Helper will be contacted by phone and 
asked to resend the Report. 

8. If the Report is done by phone, the person reporting will either speak to a Ministry Official 
or will leave the report on the early alert voicemail system. 

9. Regional Offices will follow up with Mnaasged Child and Family Services to ensure that all 
issues are managed appropriately as needed. 

SERIOUS OCCURRENCE REPORTING PROCESS – FURTHER REVIEWS 

Upon a review of the Serious Occurrence Inquiry Report, the Ministry Office may request 
additional information or a further review of the Serious Occurrence incident. 

1. Once the Serious Occurrence Follow-up Report is returned to Mnaasged by the Ministry, the 
Report will be reviewed by the Executive Director and forwarded to the Executive Assistant. 

2. The Serious Occurrence Follow-up Report will state either “no action required” or there will 
be recommendations for follow-up. If follow-up is required, a copy of the directives will be 
given to the Director of Services who will direct the Supervisor to address the 
recommendations. 

3. When the Ministry requires a further review on a case, the Executive Director, the Director 
of Services, and the Senior Manager may be responsible for conducting a review of 
Mnaasged’s involvement, depending on the nature of the incident. 

4. The Executive Assistant will place a copy of the Report in a corporate file. 

5. The Executive Assistant will forward a copy of the Report to the Senior Administrative 
Assistant and the Quality Assurance Manager. 

6. The Senior Administrative Assistant will ensure that a copy is placed in the relevant service 
file and will provide a copy to the Supervisor of the Helper who is handling the file. 

7. The Supervisor and the Senior Manager will be responsible to ensure that follow-up on the 
recommendations is completed within five (5) working days and that a report is written in 
reply to the recommendations. 
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8. The written follow-up report will be forwarded to the Director of Services. 

9. Following review, the Director of Services will forward the follow-up report to the Executive 
Assistant for signature by the Executive Director. 

10. The Executive Assistant will send the original follow-up report to the Ministry. 

11. The Executive Assistant will place a copy of the follow-up report in a corporate file, give a 
copy to the Director of Services, and forward a copy to the Senior Administrative Assistant 
who will ensure that a copy is entered into the relevant service file. 

OCCURRENCE REPORTING PROCESS – AFTER-HOURS PROCEDURES 

In the event of a Serious Occurrence, the Ministry must be contacted within 24 hours of the 
incident. 

If the Serious Occurrence happens after hours, the After-Hours Helper will follow the After-
Hours procedures listed below: 

1. The Client will be provided with immediate medical attention when warranted 

2. The After-Hours Helper will notify the After-Hours Supervisor of the incident  

3. Appropriate steps will be taken to address any continued risks to the Client’s health or 
safety. (Note: the need for the same or similar steps to address the health and safety of 
other Clients should also be considered, as appropriate.) 

Note: The Designated Authority must advise the Ministry once the Client has returned, 
regardless of the date and time, via telephone 1-613-531-5747 Monday to Friday 8:00 a.m. to 
5:00 p.m.  

EARLY ALERT SYSTEM 

Evenings and Overnight from Sunday to Monday 9:00 p.m. to 8:00 a.m., Monday to Friday 5:00 
p.m. to 8:00 a.m., telephone 1-887-444-0424, fax 1-866-262-8881 

Weekends and Government Holidays from Friday 5:00 p.m. to Sunday 9:00 p.m. via telephone 
1-877-444-0424, fax 1-866-262-8881, and follow up with enhanced INR/IR to fax 1-866-262-
8881 or email nergan.sors@css.gov.on.ca  

a) Caller’s name 

b) Agency name 

mailto:nergan.sors@css.gov.on.ca
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c) Name of the program and Supervisor 

d) Location of Agency 

e) Phone number 

f) Nature of the Serious Occurrence 

4. Fax the Initial Notification Report to the local Ministry Office on or before the first business 
day following the Serious Occurrence. 

5. Complete the Serious Occurrence Inquiry Report and provide to the Ministry within seven 
(7) business days. 

SERIOUS OCCURRENCE REPORTING PROCESS – ANNUAL SUMMARY 

An annual summary and analysis report of all Serious Occurrences is to be provided by the 
Director of Services and the Senior Manager to the Ministry. 

1. This report is to be submitted annually, reflecting the Serious Occurrence record from the 
previous fiscal year period. 

2. The report is to be submitted by May 15th using the Annual Summary and Analysis Report 
Form. 

3. Even if there have been no Serious Occurrences during the reporting period, it is required 
that an Annual Summary and Analysis Report Form be submitted. 

4. Where there have been Serious Occurrences during the reporting period, the Director of 
Services will provide the following information: 

a) Data showing the number of Serious Occurrences by type 

b) Data showing the degree of compliance to Serious Occurrence reporting timelines  

c) Data showing the number of Serious Occurrences requiring additional action or 
information, at the request of the Ministry, after submission of the Serious Occurrence 
Inquiry Report 

5. An analysis of all Serious Occurrences, including a description of any patterns or trends in 
the Serious Occurrences that relate to Clients, Staff, equipment, building, and so on that 
may have caused or contributed to the Serious Occurrence. 

6. An outline of the actions taken (and in progress) by Mnaasged in response to any identified 
issues or needs. 
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7. In the event of any follow-up action being requested after a review of the annual report by 
the Ministry, the Executive Director, the Director of Services, the Senior Managers, and the 
Quality Assurance Manager must submit an outcome report on the completion of the 
identified action. 

8. The Executive Director, the Director of Services, the Senior Managers, and the Quality 
Assurance Manager will coordinate and monitor the performance throughout the year on 
an ongoing basis with respect to the reporting, management, and follow-up of Serious 
Occurrences. 

Note: The annual report is reviewed by the Ministry’s Regional Office, noting any patterns that 
suggest a need for training or support and steps to address these needs. The Regional Office 
may also identify possible issues or actions that could require follow-up by the Child Welfare 
Staff. If follow-up action is requested, the Director of Services is required to submit an outcome 
report to the Regional Office once the necessary action has been taken. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 

 

  



Mnaasged Child and Family Services Children’s Circle of Care Policy and Procedure Manual 

 

Page | 240 

Department: Children’s Circle of Care POLICY #: 

Section: Serious Occurrence 

Subject: Allegation of Abuse or Neglect in an Alternative Care Home 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

 ALLEGATION OF ABUSE OR NEGLECT IN AN ALTERNATIVE CARE HOME  

POLICY 

Mnaasged Child and Family Services are responsible to ensure that Children/Youth in 
Care are provided with quality care to promote their safety, health, and well-being. 

All reports received by Mnaasged Child and Family Services regarding a Child/Youth 
who may need protection will be addressed. This includes receiving a report regarding 
an allegation of abuse or neglect of a Child/Youth in Care by an Alternative Care 
Parent(s). 

An investigation is intended to ensure the following: 

a) Determine the validity of the allegation 

b) Protect the Children/Youth involved in the allegation 

c) Determine the family’s future role as an Alternative Caregiver 

PROCEDURE 

1. Alternative Care Parents are a part of the team. As such, certain steps are taken throughout 
the investigation process due to the sensitivity in investigating a team member. The 
information or concern is to be handled with objectivity and professionalism. Confidentiality 
is to be maintained, and information is only provided to other Staff on a “need-to-know” 
basis. 

2. A concern or allegation regarding possible abuse or neglect is to be brought to the attention 
of the Supervisor immediately. The Alternative Care Supervisor will consult with the Senior 
Manager or the Director of Services to determine if an investigation is warranted and, if so, 
who will conduct the investigation. 
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3. Where an investigation is not warranted, the information will be followed up as a 
“placement concern.” 

4. When an investigation is warranted, the immediate safety needs of the Child/Youth in Care 
will be discussed by the Assigned Supervisors and Helpers, and a decision is made regarding 
whether the Child/Youth in the Home will be placed elsewhere. Further, no new placements 
will be placed in the Home until the completion of the investigation. The First Nation Band 
Representative will be consulted on the matter. 

5. The investigation will be completed in accordance with the Child Protection Standards in 
Ontario. 

AFTER HOURS 

1. Allegations received by the Emergency After-Hours Helper will be discussed with the on-call 
After-Hours Supervisor and will be responded to as determined by the Eligibility Spectrum. 

2. Alternative Care Parents will be informed of Mnaasged Policies and Procedures for 
investigating allegations: 

a) During pre-services and in-service training 

b) At the time of selection and placement of a Child/Youth in the Home 

NOTE: Alternative Care Parents include Customary/Foster/Kin Caregiver, Kinship Place of Safety 
Care Provider, Parent with a Child on adoption probation. 

CONSULTING 

1. A concern or allegation of possible abuse or neglect is to be brought to the attention of the 
Supervisor immediately. The Supervisor will consult with the Manager to determine if an 
investigation of the information is warranted. 

2. The discussion to determine if an investigation is warranted will include the following: 

a) Allegation information 

b) Any prior allegations 

c) Any other pertinent information 

NOTE: When a concern does not warrant an investigation, the concern will be dealt with as a 
service issue (refer to Alternative Care Policy). 
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VALIDITY OF INFORMATION 

1. The information regarding the allegation of abuse or neglect will be assigned to a Helper 
(other than the Child’s/Youth’s Helper or the Alternative Care Helper assigned to support 
the Alternative Care Home) who will obtain the full details from the individual making the 
allegation. In consultation with Supervisors, the Helper will assess the information received 
to determine its validity as well as the motivation of the individual making the allegation. 
When the validity or motivation is in question, an initial conversation with the Child/Youth 
may also be completed to assist with the determination of validity. 

ELIGIBILITY 

1. When the allegation is determined to warrant an investigation, the information will be 
applied to the Eligibility Spectrum. This is completed through consultation with all Staff and 
Supervisors who are involved. Where it is determined an investigation is warranted, it will 
be conducted by a Family Circle of Care Helper. 

2. An initial meeting will be chaired by a Senior Manager of the involved Staff with the 
Supervisors and the First Nation Band Representative and will be arranged by the Intake 
and Assessment Helper. Discussion at the meeting will include the following: 

a) Safety of the Children/Youth in the Home 

b) Determine whether the safety for the Child/Youth can be assured if remaining in the 
Home during the investigation 

c) Determine the response time 

d) Organize the investigation steps 

e) Consider any other action required 

f) Determine the need for medical attention for the Child/Youth 

g) Police involvement 

h) Who will be interviewed, including witnesses and collaterals 

i) Filing a Serious Occurrence Report 

3. The Supervisors will ensure that the relevant files are available for review. Care will be 
taken throughout the investigation to recognize the sensitivity required when investigating 
Mnaasged Alternative Care Parents. 
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4. These investigations are considered as “high priority,” and the Assigned Helper and the 
Supervisor will make all efforts to initiate and complete the investigation in a well-planned 
and timely manner. To support this, all Staff involved in the investigation will ensure their 
availability as required throughout the process. 

SAFETY OF THE CHILD/YOUTH 

1. Upon receipt of the referral information, there will be a discussion regarding safety of the 
Children/Youth in the Home. A decision regarding whether the Children/Youth need to be 
removed from the Home while the investigation takes place will be reviewed and 
documented. 

2. This determination is made by assessing the immediate safety threats and risk factors to the 
Children/Youth in the Home. This includes Children/Youth in Alternative Care as well as the 
biological Children of the Caregiver(s). It is also important to recognize the impact of 
removing Children/Youth from the Home has on both Children/Youth and Caregivers. 
Children/Youth may remain in the Home during the investigation only when their safety is 
assured. 

RESPONSE TIME 

1. For the investigation of allegations against an Alternative Care Parent(s), the same 
procedures utilized by Mnaasged’s Protection Policy in responding to community 
Child/Youth abuse and neglect referrals are to be followed. 

2. Planning of the investigation steps is to begin within one hour of the notification of an 
allegation. 

3. When the level of severity is determined to be Moderate (on the Eligibility Spectrum) the 
Child/Youth will be seen as soon as possible within seven (7) days. When the level of 
severity is determined to be Extreme (on the Eligibility Spectrum) the Child/Youth will be 
seen as soon as possible within 12 hours. (See the Protection Policy and Procedures 
Manual.) 

INVESTIGATION STEPS 

1. The Assigned Helper/Children’s Circle of Care Helper receiving information regarding 
possible abuse or neglect will immediately advise the Supervisor and the First Nation Band 
Representative. The Supervisor will ensure that the information is directed to the 
Alternative Care Supervisor. The Supervisor will ensure that the information is also provided 
to the appropriate Assigned Family Helper and other Mnaasged front-line Helpers working 
with the Child/Youth or Family. 
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2. The Assigned Helper and the Supervisor, in consultation with the Alternative Care 
Supervisor, and the Assigned Helper/Children’s Circle of Care Helper, in consultation with 
the First Nation Band Representative, will determine what steps are necessary to ensure the 
safety of the Children/Youth in the home during the investigation. 

3. The Helper assigned to the investigation will advise the Alternative Care Parent(s) that an 
investigation is underway. The Alternative Care Helper will contact the Alternative Care 
Parent(s) to outline the Investigation Policy and Procedures and advise the Alternative Care 
Parent(s) of the available supports, including the right to consult a lawyer. 

4. The Parent(s) who maintains involvement with the Child/Youth is advised of the allegations, 
the course of the investigation, and the outcome by the Assigned Helper/Children’s Circle of 
Care Helper. 

5. Police are notified according to the Police/Mnaasged Protocol Agreement. The Supervisor 
or designate notifies the Ministry of Children, Community and Social Services within 24 
hours of the allegation by means of a Serious Occurrence Report. 

CONDUCTING THE INVESTIGATION 

1. The investigation is carried out according to Mnaasged’s Standards for the investigation and 
according to the Police/Mnaasged Protocol Agreement. 

SUPPORT 

1. The Assigned Helper/Children’s Circle of Care Helper will attend to the Home with the 
Alternative Care Helper. 

2. At the onset of an investigation, the Alternative Care Parent(s) will be reminded that 
another Alternative Care Parent(s) (if desired) may be available to provide aid and support 
through an investigation. 

3. The Alternative Care Parent(s) will be notified that the right to contact a lawyer is available 
and that contact with the Director of Services is available at any time during the 
investigation. 

CONCLUDING THE INVESTIGATION 

1. Within 14 days of the completion of the investigation, a verification conference is scheduled 
by the Assigned Helper. This meeting is chaired by a Senior Manager and includes all 
involved Staff and Supervisors along with the First Nation Band Representative. The findings 
of the investigation are discussed, and the concerns are either verified or not verified. Any 
recommendations made resulting from the investigation are also discussed. 
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2. A Verification Statement will be drafted during the verification meeting and will contain 
recommendations that have been decided upon. The Verification Statement will be 
reviewed by all in attendance, and a copy provided at the conclusion of the meeting for any 
follow-up requirement. 

3. Decisions regarding a placement will be discussed by the Assigned Helper/Children’s Circle 
of Care Helper in consultation with the Supervisor. 

4. The Assigned Helper/Children’s Circle of Care Helper will then arrange a time for a meeting 
with the Assigned Helper and the Alternative Care Parent(s) to discuss the outcome of the 
investigation and any recommendations as a result of the investigation affecting the 
Alternative Care Parent(s). 

5. The Assigned Helper will provide the Alternative Care Parent(s) written notification of the 
outcome of the investigation. 

6. The Assigned Helper/Children’s Circle of Care Helper will advise the Child/Youth and 
Parent(s) or Guardian(s) of the outcome of the investigation. 

7. The original investigation is placed in the Intake File. 

8. A copy of the investigation is sent to the Assigned Helper/Children’s Circle of Care Helper 
who places it in the Alternative Care Parent(s) File. 

9. The Alternative Care Parent(s) is informed by the Assigned Helper of Mnaasged’s Complaint 
Review Process should there be any dissatisfaction with the decision of Mnaasged. 

NOTE: If any biological Child/Youth of the Alternative Care Parent(s) is assessed needing 
protection, the Caregiver is so advised, and the case is assigned and managed as a protection 
case. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Children’s Circle of Care, Child 
Protection 
 

POLICY #: 

Section: Serious Occurrence 

Subject: Child/Youth in Care Reporting a Sexual Abuse 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Ministry Directive, Police 
Protocol 

CHILD/YOUTH IN CARE REPORTING A SEXUAL ABUSE  

POLICY 

Mnaasged Child and Family Services will ensure that any Child/Youth reporting a sexual 
assault will receive immediate assistance. 

PROCEDURE 

If a Child/Youth in Care reports that a sexual assault has occurred, the following steps will be 
taken: 

1. The Alternative Care Parent(s) will immediately notify Mnaasged through the regular 
Assigned Helper/Children’s Circle of Care Helper or After-Hours Helper. 

2. The Assigned Helper/Children’s Circle of Care Helper and the Supervisor will be contacted 
immediately. 

3. The Supervisor will immediately assign an Assigned Helper/Children’s Circle of Care Helper if 
the Child’s/Youth’s Helper is unavailable. 

4. The Assigned Helper/Children’s Circle of Care Helper will consult with the First Nation Band 
Representative. 

5. The Assigned Helper will make an immediate determination whether the alleged 
perpetrator continues to have access to the Child/Youth and will take immediate steps to 
ensure that access is ended during the course of the investigation. 

6. The Assigned Helper/Children’s Circle of Care Helper, in consultation with the Supervisor, 
will develop an investigation plan in consultation with the First Nation Band Representative 
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that will include notifying the Police for assistance and conducting interviews if required. 
The plan will identify the most appropriate support person to accompany the Child/Youth 
(Alternative Care Parent(s), Parent(s) or Guardian, First Nation Band Representative, or 
Helper). The Allegation of Abuse or Neglect in an Alternative Care Home Policy will be 
followed, if applicable. 

7. The Assigned Helper/Children’s Circle of Care Helper will arrange a meeting with the Police 
if it is determined that they will be investigating the incident. The Assigned 
Helper/Children’s Circle of Care Helper will work in collaboration with Police Services and 
any established Police/Mnaasged Protocol when conducting and completing the steps for 
the investigation. 

8. The Assigned Helper/Children’s Circle of Care Helper will arrange for the Child/Youth to see 
a physician or authorized medical practitioner as soon as necessary, while taking into 
consideration the time since the sexual assault occurred. 

9. The Serious Incident will be processed in accordance with the Serious Occurrence Reporting 
Procedure. All information and tests will be requested from the medical practitioner. Case 
notes will be kept and recorded in the Child’s/Youth’s File in the Mnaasged Information 
Management System. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Children’s Circle of Care, Child 
Protection, Alternative Care, Customary Care, Kin 
Care 

POLICY #: 

Section: Serious Occurrence 

Subject: Notification of Serious Occurrence Procedure to the Alternative Care Parent(s) 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference:  

NOTIFICATION OF SERIOUS OCCURRENCE PROCEDURE TO THE ALTERNATIVE 
CARE PARENT(S) 

POLICY 

The Assigned Helper will advise the Alternative Care Parents of the definition of Serious 
Occurrences and the procedures related to reporting Serious Occurrences to Mnaasged 
Child and Family Services. The Policy and Procedures will be reviewed with the 
Alternative Care Parents at all their Annual Reviews. The reviews with the Alternative 
Care Parents will be documented in the Alternative Care File. 

PROCEDURE 

1. The Assigned Helper will inform the Alternative Care Parent(s) of the policy, procedures, 
and responsibilities in relation to reporting Serious Occurrences during the Home 
Assessment Process. Documentation indicating the annual review of Serious Occurrences 
Policy and Procedures will be placed in the Alternative Care File. 

2. Upon notification of a Serious Occurrence, the Assigned Helper will inform the Alternative 
Care Parent(s) to follow the steps outlined below: 

a) Determine if the Child/Youth requires medical attention and, if so, call the emergency 
phone number 911 and request assistance (i.e., Ambulance)  

b) Once the Child/Youth has received the appropriate assistance, contact Mnaasged and 
report the following: 

i. Child’s/Youth’s name 

ii. Nature of occurrence 
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iii. Time of occurrence 

iv. Action taken 

v. Status and location of Child/Youth  

vi. Location of occurrence 

3. In the event of an “After-Hours” Serious Occurrence, the Alternative Care Parent(s) will 
contact Mnaasged’s After-Hours Service that will notify the After-Hours Supervisor, who will 
then notify the After-Hours Helper. 

4. If the Alternative Care Parent(s) is unsure as to whether an incident involving a Child/Youth 
in Care is a Serious Occurrence, they should contact the Helper or the After-Hours Helper 
for clarification. 

 POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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Department: Family Circle of Care, Children’s Circle 
of Care, Alternative Care 

POLICY #: 

Section: Serious Occurrence 

Subject: Debriefing Support for Parents, Guardians, and Alternative Care Parents Following 
Crisis Situations  

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal 

DEBRIEFING SUPPORT FOR PARENTS, GUARDIANS, AND ALTERNATIVE CARE 
PARENTS FOLLOWING CRISIS SITUATIONS  

POLICY 

Mnaasged Child and Family Services will ensure that immediate support is provided to 
those affected within 48 hours of a crisis situation, according to the needs and wishes 
of those affected. When requested or required, a follow-up debriefing Circle or Family 
Case Conference will occur within 10 days following the initial contact. 

In addition or as an alternative to an Agency Helper, other supports for the family could 
include extended family, neighbours, First Nation Band Representative, Victim Crisis 
Assistance and Referral Services (VCARS), Shelter, Crisis Intervention Services 
(including mobile services available in some areas), Traditional support, and so on. 

PROCEDURE 

1. The Assigned Helper (e.g., involuntary admission to Care, serious injury, or illness of a 
Child/Youth or partner, or death in the family), will offer to provide or arrange immediate 
supports for the family. This may involve attending at the Home, having another Helper 
attend at the Home, contacting family or community members to attend at the Home, or 
arranging an immediate Circle for support. 

2. The Assigned Helper will document in a case note whether the Helper offered to provide or 
arrange support, if the family was receptive, and what action the Assigned Helper took 
based on the family’s wishes. 

3. The Helper will document in a case note if the support was made available to the family 
within the required 48 hours and, if not, a detailed explanation as to why will be provided. 
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual  
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Department: Children’s Circle of Care, First Response, 
Family Circle of Care, Child Protection 
 

POLICY #: 

Section: Serious Occurrence 

Subject: Death of a Child Receiving Services Requiring Enhanced Serious Occurrence 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Joint Directive – Child Death 
Reporting and Review 2006  

DEATH OF A CHILD RECEIVING SERVICES REQUIRING ENHANCED SERIOUS 
OCCURRENCE  

POLICY 

When Mnaasged Child and Family Services has been advised that a Child/Youth has 
died and who was receiving service at the time of death or in the 12 months 
immediately preceding death, Mnaasged Child and Family Services must take specific 
action as outlined in this Standard (also reference Serious Occurrence Reporting). 

Due to the potential implication of such a situation, the Police may wish to suspend or 
amend the existing Protocol, the decision and rationale will be reviewed with the 
Supervisor and documented in the Mnaasged Information Management System to 
ensure that there is no contamination of evidence or conflict of interest. This action 
may be appropriate or necessary; however, Mnaasged Child and Family Services must 
maintain its role of ensuring that no other Children/Youth need protection. It is vital at 
the onset of such an investigation that the roles of the Police and the Child Protection 
Helper be clearly identified. 

The Director of Services is responsible for approving the plan of investigation on any 
such cases. 

Joint Directive: Child Death Reporting and Review 2006 

The following procedures have been developed because of the Joint Directive issued 
March 31, 2006, by the following: 

1. Ministry of Children and Youth Services 

2. Ministry of Community and Social Services (now both integrated as Ministry of 
Children Community and Social Services)  
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3. Office of the Chief Coroner for the Province of Ontario 

The Directive is in effect as of March 31, 2006, and it also supplements the Ministry's 
Serious Occurrence Reporting Procedures and Enhanced Serious Occurrence Reporting 
Procedures. The following documents form an addendum to this Policy: 

a) Joint Directive: Child Death Reporting and Review 

b) Joint Directive: Child Death Reporting and Review – Questions and Answers 

c) Child Fatality Case Summary Report  

d) Society Internal Child Death Review 

All staff involved with such a case may be required to go through a Critical Incident 
Debriefing Process. Professional services from an external Agency may be requested to 
assist with this process. 

PROCEDURE 

1. The following people will be notified immediately upon receipt of the information: 

a) Assigned Helper 

b) Supervisor 

c) Senior Manager 

d) Director of Services 

e) Executive Director 

f) Local Coroner  

g) Ministry’s Regional Office 

2. When the Coroner notifies Mnaasged of the death, Mnaasged will follow the above 
procedure. 

3. Where Mnaasged becomes aware of a death of a Child/Youth within its jurisdiction, the 
First Response Supervisor will ensure an Internal Records Check is completed immediately 
to establish whether the Child/Youth was a service recipient of Mnaasged within the 
previous 12 months. 
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4. The Supervisor of the Assigned Helper will ensure that the identifying information and 
referral are recorded in the Mnaasged Information Management System. The Senior 
Manager is responsible to review and approve the recording documentation in the 
Mnaasged Information Management System. 

5. The Supervisor of the Assigned Helper will make immediate contact with the Police to verify 
the following: 

a) Obtain details regarding the death 

b) Confirm that an investigation is being conducted regarding the death 

c) Determine whether there will be charges laid because of the death 

6. The Director of Services or designate will notify the Local Coroner and the Ministry’s 
Regional Office immediately when Mnaasged has knowledge of the following: 

a) Child/Youth who has received service up to the time of the Child’s/Youth’s death 

b) Child/Youth received service from Mnaasged at any time in the 12 months prior to the 
Child’s/Youth’s death 

c) Child/Youth received service either directly, or indirectly, as a member of the family 
receiving service 

7. The Director of Services or designate will ensure that the following is completed: 

a) Serious Occurrence Report as set out in the Ministry's Serious Occurrence Reporting 
Procedures 

b) Immediately forward copies of the report to the Ministry’s Regional Office, the Regional 
Supervising Coroner, and the Deputy Chief Coroner (or delegate)  

c) Follow the Ministry's Enhanced Serious Reporting Procedures, when appropriate 

8. The Senior Manager and the Supervisor will ensure that the file is complete and ready for 
seizure by the Coroner or the Police. 

9. The Director of Services or designate will complete a Case Summary using the Child Fatality 
Case Summary Template (Appendix 3). The Office of the Chief Coroner may be contacted 
directly for information regarding the cause of death. The Case Summary will include 
Mnaasged’s determination of whether the Child/Youth died under questionable 
circumstances or as a result of abuse, mistreatment, or parental neglect or negligence. 
Within 14 days of the Child’s/Youth’s death or within 14 days of learning that the 
Child/Youth has died, Mnaasged will forward copies of the report to the following: 
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a) Ministry’s Regional Office  

b) Chair of the Paediatric Death Review Committee 

10. Mnaasged will receive written notice from the Chair of the Paediatric Death Review 
Committee regarding the Committee’s decision on whether Mnaasged must conduct an 
Internal Child Death Review. When Mnaasged receives written notice that an Internal Child 
Death Review must be conducted, the Director of Services will ensure that the following will 
occur: 

a) The Director of Services will lead, coordinate, and conduct a full review of the case using 
the "Society Internal Death Review" document (which is attached) 

b) Mnaasged will establish a Review Team 

c) The Review Team will include an external reviewer who has the appropriate clinical 
experience. At the point of contracting the external reviewer, the reviewer and the 
Director of Services will determine together whether it may be more appropriate for the 
reviewer to lead the review process. This is particularly relevant when there may be 
questions about the actions of Mnaasged Staff or Service Providers having possibly 
played a role in the Child’s/Youth’s death. This will ensure that a perception of 
impartiality will be maintained throughout the review process 

d) The full Internal Child Death Review will be completed within 90 days of notice from the 
Chair of the Paediatric Death Review Committee 

e) Copies of the Internal Child Death Review Report will be forwarded to the Ministry’s 
Regional Office and the Chair of the Paediatric Death Review Committee 

 

11. The Director of Services will submit written progress reports every six (6) months to the 
Ministry’s Regional Office when the Internal Child Death Review includes recommendations 
for further action. 

12. The Office of the Chief Coroner will determine within seven (7) days of receipt of 
Mnaasged’s Internal Child Death Review Report whether the Paediatric Death Review 
Committee will undertake a further review and how detailed it will be. 

13. The decision to conduct a further review by the Paediatric Death Review Committee will be 
based on the Internal Child Death Review Report. 

14. If the Paediatric Death Review Committee conducts a review, it must be completed within 
one (1) year of the Child’s/Youth’s death, and a copy of the Paediatric Death Review 
Committee Report must be forwarded to the Executive Director. 
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15. Upon receipt of the report, Mnaasged will consider the Paediatric Death Review Committee 
Report. 

16. The Director of Services, the Senior Manager, and the Quality Assurance Supervisor will 
coordinate the following: 

a) Implement the recommendations as appropriate 

b) Incorporate the recommendations into the written progress report to the Ministry’s 
Regional Office 

17. If Mnaasged is unable to comply with the timelines as per the Joint Directive issued March 
31, 2006, this will be considered as non-compliance and will be documented. 

18. In circumstances where Mnaasged knows that it will not be able to meet the timelines, the 
Director of Services will notify the Ministry’s Regional Office and the Office of the Chief 
Coroner, in writing, to explain why the timelines cannot be met and what the anticipated 
ones are. 

19. Bill 117 (2015) amended the Provincial Advocate for Children and Youth Act (PACY) to 
include an obligation of Service Providers to complete the following:  

18.1 (1) Inform the Advocate in writing and without unreasonable delay after it becomes 

aware of the death of or serious bodily harm incurred by a child or youth, where the child 

or youth, or the child or youth’s family, has sought or received a children’s aid society 

service within 12 months of the death or incurrence of harm. . . . 

(2) Information provided to the Advocate under subsection (1) shall include a summary 

of the circumstances surrounding the death or serious bodily harm.  

a) Inform the Parent(s) of a Child/Youth that has died or has suffered serious bodily harm 
about the Provincial Advocate for Children and Youth Office and provide its contact 
information  

b) Inform the Child/Youth who has suffered serious bodily harm about the Provincial 
Advocate for Children and Youth Office and provide its contact information  

20. The functions of the Provincial Advocate for Children and Youth Office have, as of May 1, 
2019, been assumed by the Ombudsman Ontario: Children and Youth Unit. The 
Ombudsman Ontario: Children and Youth Unit must be informed without unreasonable 
delay after becoming aware of the incident of a Child’s/Youth’s death or serious bodily 
harm. Service Providers must report the death of a Child/Youth or occurrence of serious 
bodily harm to the Ombudsman Ontario: Children and Youth Unit using the Corresponding 
Reporting Template Form created by the Ombudsman Ontario: Children and Youth Unit’s 
Investigative Unit and located on the following webpage: 
http://dsbh.provincialadvocate.on.ca/english/notification-formID.html 

http://dsbh.provincialadvocate.on.ca/english/notification-formID.html
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POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 
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 SECTION 9: SERVICE COMPLAINTS 

Department: Children’s Circle of Care, Child 
Protection, Family Circle of Care 

POLICY #: 

Section: Service Complaints 

Subject: Service Complaints 

Date Approved: Date Revised: 

Board Resolution #: 

Source Reference: Mnaasged Child and Family Services Internal, Alternative Care Standard, 
Child, Youth and Family Services Act 

SERVICE COMPLAINTS  

POLICY 

Mnaasged Child and Family Services recognizes that, from time to time, an individual 
may not be satisfied with the service they receive. The individual has a right to express 
a concern so that it may be heard and addressed appropriately through a constructive 
method of problem resolution that is consistent with both legislation (Child, Youth and 
Family Services Act section 18 and 119) and the Mnaasged Child and Family Services 
Vision, Mission, Relationship Statements, and Philosophy. 

Mnaasged Child and Family Services will respond to all Client complaints except for the 
following: 

a) Complaints regarding issues that have been decided by the Court 

b) Complaints regarding issues that are currently before the Court 

c) Complaints regarding issues that are subject to another decision-making process 
under the Child, Youth and Family Services Act or the Labor Relations Act, 1995  

d) Complaints where the matter is currently before a First Nation or has been 
decided by a First Nation through a First Nation Council Resolution 

A Client Complaint Pamphlet, which outlines the complaint procedure, will be made 
available to all clientele at the point of first contact or posted on the Mnaasged Child 
and Family Services website.  
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PROCEDURE 

COMPLAINTS 

18 (1) A service provider who provides residential care to children or young persons or 

who places children or young persons in residential placements shall establish a written 

procedure, in accordance with the regulations, for hearing and dealing with, 

(a) complaints regarding alleged violations of the rights under this Part of children in 

care; and 

(b) complaints by children in care or other persons affected by conditions or limitations 

imposed on visitors under subsection 11 (1) or suspensions of visits under subsection 11 

(2). . . . 

119 (1) A person may make a complaint to a society relating to a service sought or 

received by that person from the society in accordance with the regulations (Child, Youth 

and Family Services Act). 

 

1. Mnaasged Child and Family Services provides prevention and child welfare services. This 

Policy provides a complaint process for all Mnaasged Clients, regardless of the service area. 

The procedures involve the following steps: 

a) Complaints reviewed by the Helper, the Supervisor, the Senior Manager, the Director of 

Services, and the Executive Director 

b) Complaints reviewed at the Board level  

c) Complaints reviewed at the Ministry level 

2. Alternative Care Parents, Kinship Caregivers, Customary Care Caregivers, and Adoptive 

Caregivers are not clients. However, there are times when an Alternative Care Parent, a 

Customary Care Caregiver, a Kinship Caregiver, or an Adoptive Caregiver may be dissatisfied 

with the provided service. The Alternative Care Parent(s), the Parent(s), Guardian(s), and 

the Adoptive Parent(s) with a complaint will follow all three (3) steps of the complaint 

process with the following exceptions: 

a) The Alternative Care Parents who had a Crown Ward removed from their care when the 

Crown Ward has lived continuously with them for two (2) years (section 109[7]) 

b) The Alternative Care Parent(s) or Guardian(s) who is refused an application for adoption 

(section 192)  

c) The Adoptive Parent(s) or Guardian(s) who had a Child/Youth placed with them for 

adoption and Mnaasged has made a decision to remove the Child/Youth after that 

placement for adoption (section 192). 
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In these situations, Alternative Care Parents and Adoptive Parents or Guardians may appeal 

directly to the Child and Family Services Review Board. 

The following principles will be reflected in our response to the Complaint: 

1. Disagreement and dissatisfaction are normal components of any relationship, and it is 

appropriate for a person to voice a complaint. 

2. Clients have a right to voice a complaint and should be encouraged to do so. 

3. Complaints should be responded in an informal manner, if possible. It is recognized that 

cumbersome procedures may be seen by the Client as an obstacle to resolution. 

4. Complaints will be responded in a prompt manner, and Mnaasged Personnel will endeavour 

to find a speedy resolution. 

5. Whenever possible, complaints by Clients and others should receive a response by the 

Mnaasged Employee who is involved directly in the situation. 

6. Staff have the right to know that a complaint has been made about them or about their 

behaviour and to be an active participant in resolving the circumstances of the complaint. 

7. Clientele and members of the community will be encouraged to present any concerns at an 

early stage. 

8. A complainant may appear personally at each step of the internal review. 

9. Mnaasged will ensure all complaints receive a response and are considered when planning 

service delivery. 

10. Suggestions for new services where there is no specific grievance will not be considered as a 

complaint and should be referred to the Executive Director or the Senior Management for 

consideration. 

COMPLAINTS REVIEWED BY THE HELPER, THE SUPERVISOR, THE SENIOR MANAGER, 
THE DIRECTOR OF SERVICES, AND THE EXECUTIVE DIRECTOR 

A verbal or written complaint is received by Mnaasged Staff from a Client. 

1. If the complaint is not received by the person who will address it, the complaint is 

forwarded to the appropriate person(s). This may be the Helper, the Supervisor, or, at 

times, the Senior Manager, the Director of Services, or the Executive Director. 
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2. The Director of Services and the Executive Director will discuss the complaint and determine 

who will address it. 

3. The concern is discussed with the Client within two (2) working days. 

4. The Client is advised of the following: 

a) The Client Complaint Process  

b) The Client may have an advisor or friend attend when meeting with Staff to discuss the 

complaint 

5. Staff will be sensitive to the issues of literacy and will assist the Client with the completion 

of a formal written complaint, if necessary. 

6. The concern must be resolved within 10 working days. 

7. The concern and its outcome are recorded in the Helper's case notes within one (1) working 

day. 

8. The Director or designate will determine the following: 

a) Whether the complaint and its outcome should be recorded on the Complaint Tracking 

Form 

b) Who will record the complaint and its outcome on the Complaint Tracking Form  

c) If the complaint is to be recorded on the Complaint Tracking Form, the form must be 

completed within two (2) weeks of the outcome of the complaint 

COMPLAINTS REVIEWED AT THE AGENCY OR THE MINISTRY LEVEL  

1. When a complaint cannot be resolved at the front-line level it may proceed to Mnaasged or 

the Ministry for review at any time. 

CHILD WELFARE 

1. If the complaint is a Child Welfare complaint, the following committees may review the 

complaint and decide on its resolution: 

a) At the Mnaasged level: Internal Complaints Review Panel 

b) At the Ministry level: Child and Family Services Review Board 
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2. All complaints to the Internal Complaints Review Panel must be written and sent in care of 

the Executive Director. All complaints sent to the Child and Family Services Review Board 

must be in a written format. 

PROCESS OF REVIEW AT THE AGENCY LEVEL 

1. A complaint is made to Mnaasged in writing and must be signed by the complainant. 

2. Within seven (7) days, Mnaasged will decide on whether the complaint is eligible for review 

by using the following criteria: 

a) The complaint must relate to a service currently being sought or received by the Client 

b) The complaint must involve that Client 

c) The Client must have made attempts to resolve the complaint informally 

d) The subject of the complaint is an issue that is not before the Court or has not been 

decided by a court 

3. If the complaint is NOT eligible for review, Mnaasged will notify the person lodging the 

complaint within 10 working days of making the decision: 

a) In writing 

b) Regarding the decision  

c) Reason for the decision 

4. If the complaint is eligible for review, the Executive Director will establish an Internal 

Complaints Review Panel within 10 working days to review the complaint. The Internal 

Complaints Review Panel will ensure the following: 

a) Include a Senior Manager from Mnaasged 

b) Include other Mnaasged Staff, as required 

c) Include at least one person who is external to Mnaasged and can be a member of the 

Mnaasged Board of Directors 

d) Members of the panel do not have any direct involvement with the Complaint being 

reviewed 

e) Offer the complainant either a “Circle” or the Internal Complaints Review Panel 
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5. The person lodging the complaint is notified within 10 working days: 

a) In writing 

b) Provided the date and time for a meeting with the Internal Complaints Review Panel, if 

appropriate 

6. The meeting ensures the following: 

a) Scheduled at a mutually convenient time for the complainant and the Panel 

b) Held within 14) days after the date the written notice is sent to the complainant 

c) The complainant may request a meeting date later than 14 days after the date the 

written notice was sent to the complainant 

d) Reasonable efforts will be made by the Panel to accommodate the request 

e) The meeting will take place in person 

7. The Panel determines who will attend the meeting; however, the complainant may bring 

the following: 

a) A representative of the First Nation Band or the community of which the complainant is 

a member 

b) One other person 

8. Within 14 days after the meeting the following will occur: 

a) The Panel will send a written summary of the meeting and its decision to the 

complainant and the Executive Director 

b) The summary will include the next steps if any 

9. If the complaint is resolved to the satisfaction of the complainant, Mnaasged will write a 

letter to the complainant confirming the resolution within 14 days of the meeting. 

10. Decisions made by the Internal Complaints Review Panel are final decisions, except for child 

welfare complaints that may be heard by the Child and Family Services Review Board. 

Please see the Process of a Formal Complaint at the Ministry Level for details. 

11. The complaint and its outcome are recorded on the Complaint Tracking Form within 14 days 

of the decision of the Internal Complaints Review Panel. 
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PROCESS OF REVIEW AT THE MINISTRY LEVEL 

1. The review of a complaint at the Ministry level involves a review of the complaint by the 

Child and Family Services Review Board. The Child and Family Services Review Board will 

review the complaint, determine whether the complaint is eligible for review, and decide on 

an outcome regarding the complaint. 

2. The following is the process of a complaint heard by the Child and Family Services Review 

Board. The complaint can be made at any point and must relate to one of the following 

matters: 

a) Alleged inaccuracy in Mnaasged Files regarding the complainant 

b) An allegation that Mnaasged refused to proceed with a complaint 

c) An allegation that Mnaasged failed to respond within the proper time frame to a 

complaint 

d) An allegation that Mnaasged failed to comply with the complaint review procedure 

e) An allegation that Mnaasged failed to provide the Child/Youth and the Parent(s) or 

Guardian(s) with the opportunity to be heard and represented 

f) An allegation that Mnaasged failed to provide the reasons for a decision that affects the 

complainant's interests 

g) Mnaasged’s decision to remove a Crown Ward from the Alternative Care Parent(s) when 

the Child/Youth has lived continuously with the Alternative Care Parent(s) for two years 

(section 109) 

h) Mnaasged’s decision to refuse an application for adoption (section 192)  

i) Mnaasged’s decision to remove a Child/Youth after placement for adoption (section 

192) 

3. A request for review by the Child and Family Services Review Board regarding allegations 

that Mnaasged failed to hear a complaint appropriately is made in writing on the form titled 

"Request for Review of Children's Aid Society – Child and Family Services Review Board 

Application." 

4. A request for review by the Child and Family Services Review Board from the Alternative 

Care Parent(s), Parent(s), or Guardian(s) regarding section 109 of the Child, Youth and 
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Family Services Act is made in writing on the form titled "Removal of a Crown Ward – Child 

and Family Services Review Board Application." 

5. A request for review by the Child and Family Services Review Board from the Adoptive 

Parent(s) or Guardian(s) regarding section 192 is made in writing on the form titled "Refusal 

of Adoption – Child and Family Services Review Board Application." 

6. Requests for the withdrawal of an appeal to the Child and Family Services Review Board is 

made in writing on the form titled "Withdrawal of Application Form.” 

7. Staff will be sensitive to the issues of literacy and will assist the Client with the written 

complaint, whenever necessary. 

8. Within seven (7) days, the Child and Family Services Review Board will decide whether the 

complaint is eligible for review and will notify the complainant in writing. 

9. If the complaint is eligible for review, the Child and Family Services Review Board must 

review the complaint and decide on its outcome. 

10. The Child and Family Services Review Board may hold a pre-hearing conference. 

11. Within 10 days of the conclusion of the pre-hearing conference, the Child and Family 

Services Review Board must send a summary of the results of the pre-hearing conference in 

writing to the complainant and to Mnaasged. If a hearing is to occur, the package must 

include a notice of the date and locations of the hearing. 

12. When a hearing is to proceed, it must occur within 20 days after the pre-hearing 

conference. 

13. Within 10 days after the conclusion of the hearing, the Child and Family Services Review 

Board will provide, in writing, to the complainant and to Mnaasged its decision and the 

reasons for the decision. 

14. The Child and Family Services Review Board may demand the following: 

a) Order Mnaasged to proceed with the complaint made by the complainant in accordance 

with the Complaint Review Procedure established by regulation 

b) Order Mnaasged to provide a response to the complainant within a period specified by 

the Review Board 
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c) Order Mnaasged to comply with the Complaint Review Procedure established by 

regulation or with any other requirements under the Child, Youth and Family Services 

Act 

d) Order Mnaasged to provide written reasons for a decision to a complainant 

e) Dismiss the complaint 

f) Make such other order as may be prescribed 

INFORMING CLIENTS OF THE CLIENT COMPLAINT PROCEDURE  

1. Mnaasged has prepared a Client Complaint Pamphlet entitled “Service Complaint Process” 

that advises Clients of the complaint procedure. The Client Complaint Pamphlet is to be 

given to all Clients by Helpers responsible for their direct service. This includes the following 

specifically: 

a) Parent(s) or Guardian(s) through the Initial Assessment Helper or Assigned Helper 

b) Alternative Care Parent(s) and Parent(s) or Guardian(s) through the Assigned Helper 

supporting the Home 

c) Outside residential resources through the Assigned Helper  

d) Adoptive Parent(s) or Guardian(s) and the Child/Youth to be adopted (where the 

Child/Youth is on adoption placement) through the Agency contracted to provide this 

service 

2. Client Complaint Pamphlets will be available during normal business hours at the reception 

area of each Mnaasged office or for mailing purposes upon telephone or written request as 

well as available at any time on the website. 

POLICY REFERENCE 

Alternative Care Policy and Procedure Manual 

Customary Care Policy and Procedure Manual 

Child Protection Policy and Procedure Manual 

Kinship Care Kinship Service Policy and Procedure Manual 
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Adoption Service Policy and Procedure Manual 

After-Hours Service Policy and Procedure Manual 

Legal Service Policy and Procedure Manual 

 

 


