V KeepCount
Getting started
Office staff at a licensed home child care agency

KeepCount guide for
an agency's office staff

The providers of your agency's office and their
screening documents: who is invited, how far
each one is, the dates, the documents and the
reminders.

Your first day and your first week - 14 steps, one screen and one line each - a short "watch out" where there is
a catch

Your first day - 9 steps
Your first week - 5 steps

The screens explained

Screens from KeepCount 0.99.191, captured November 2, 2026 in a demonstration organization:
everyone in them is fictional. Sections of O. Reg. 137/15 read on e-Laws October 20, 2026.


https://keepcount.ca/guides/agency-office/more.html

Your first day

The providers of your office and their documents: who needs attention, a

provider's record, a document waiting to be verified, a new provider, a

reminder, a message. The screens are from a demonstration agency;

everyone in them is fictional.

© Signin

Open the link in your
invitation email and choose
a password. After that, sign
in with your email and that
password.

Watch out: Your menu is short
on purpose. Office staff do not
record in the homes, in
children's files or in incidents,
and do not see children's
health information.

© The dashboard

The dashboard for your
office: how many providers,
how many have something
overdue, Needs you, what is
due right now, and recent
activity.

ages.

day

‘roviders

alendar

rganization

Sign in

Email

[ J

Password

[ J

Show password

- ]

Other ways tosign in

[ Sign in with a passkey J

Touch ID, Face ID, Windows Hello or a security key you added under
My account.

Forgot password?
New here? Use the link in your invitation email.

Family member? Sign in with a code

Peel office, Nov 2, 2026.

5 0

providers with something overdue

Needs you - 1

* Toverify  Verify Bea Yilmaz's vulnerable sector check.

Record one a provider phoned in

Right now Notify this device
From today's records.

Nothing is due right now.

Licensing readiness

38

Peel office: 4 overdue, 6 missing
agency records in KeepCount; th
Recent activity - 251

@ Grace Mensah uploaded
(verified by Miriam Ochoi


https://keepcount.ca/guides/agency-office/shots/sign-in.png
https://keepcount.ca/guides/agency-office/shots/dashboard.png

© Providers

Providers lists everyone

your office has invited, with

what needs attention, the
office, the status and the
progress.

Watch out: This list is people,
not homes. The homes
themselves, and the children
placed in them, are kept by
the agency's administrators.

© Add aprovider

"Add provider": the name,

the email, the region and
the start date. Their
invitation goes out when
you save.

Watch out: This adds the
provider, not their home: an
administrator adds the home
and chooses the provider on
it, and until then no child can
be placed with them.

5 rows
e
A A Office /
Provider Needs attention + . Status Progress
region
oo Yllmalll homes@ ELibverty Peel office
agency-small.home ‘ L . .
geney e Vulnerable sector check: a newer one is * In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
demo.keepcount.invalid . b ed Peel
invited Nov 2, 2026 valting ke verifie
Dina Mbeki
agency-small.home4@ Peel office - - . -
gency: } C_ _ + In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
demo.keepcount.invalid Peel
invited Nov 2, 2026
Felix Pereira
= L.h Peel office - N L
sigencysmal W_‘ES@_ * In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
demo.keepcount.invalid Peel
invited Nov 2, 2026
Hugo Duarte
- . Peel office -
2gency-small, hcm'el@_ = * In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
demo.keepcount.invalid Peel
invited Nov 2, 2026
Maya Sato
agency-small.homes@ Peel office - . - :
= * In progress ici - Qui - Traini
e T— Peel progi Policies 21/21 - Quizzes 0/21 - Training 0/0

invited Nov 2, 2026

Add provider

Full name

The invitation goes here.

Region

J=

Address

city

[

JI

Start date

{ mm/dd/yyyy

o)

Remarks (the person can see these)

b

This adds the provider, not their home. Next, under Homes, choose them on "Add a home", or with "Edit the
home" on a home's page: until then no child can be placed with them.
They receive an email with a link to set their password. The link is valid for 1 hour; you can resend it from their

record.

Cancel Seni



https://keepcount.ca/guides/agency-office/shots/providers.png
https://keepcount.ca/guides/agency-office/shots/add-provider.png

Peel office

. ] S — S—
Demo Home Child Care (8 homes) 1 Grace Mensah 5
e A- prOVIder S I B vevonstrtion: ictona! peapie znd records | [ete (MR | ik J Office staff | 8"

record

A provider's record: their e (Bea:'lmizm@m

progress, then five tabs: - e —

Policies & quizzes, Record & | m _—
screening, Documents, 21m 01 00 P

is done

Written answers and Home
visits.

Watch out: A provider of

> Organization

Needs attention: 1 to verify

* Vulnerable sector check: a newer one is waiting to be verified Open documents

Policies & quizzes  Record &screening  Documents  Writtenanswers  Home visits (0)
another office is managed at
that office, and an owner's or s oty codtives o e e
88 1 g ; e
an administrator's record is L S g csienm  Cdetakn o
n Ot yo u rs to Cha nge' 2 ?:JD!NiSiDﬂ o cikdeun « Sep24,2026 ~ Not taken 0 Dec 2, 2026 - due in 30 days
Office staff 3 ?raphytadicpnli:y v Sep1,2026 - Not taken 0 Dec 2, 2026 - due in 30 days
KeepCount - KeepCount Inc.,
Mississauga 4 % af oo and v Augl5,2026 - Not taken 0 Dec2, 2026 due in 30 days
The Screening s Policies & quizzes Record & screening Documents Written answers Home visits (0)
d I
izati
ates EARERER Screening and training dates Record
. Vulnerable sector checks are renewed every 5 years with an offence declaration signed annually in Email
Record & screeni ng: the between (0. Reg. 137/15, 55, 60-63].
Vulnerable sector check  Jul 2,2025 - renewal due Jul 2, 2030
vulnerable sector check, the
. anniversary (by Jul 17, 2027, 5. 62) Address
laSt Oﬁence deClaratlon’ the Standard first aid / CPR Expires Oct 2, 2028 Region
. . . . These dates come from the verified documents: record or upload a check, a declaration or a first aid Start date
fl rSt a I d eX p I ry, th e l |Ce n Ce card on the Documents tab, and it shows here once verified. A date typed on this form before October =
; : Invited
2026 stays until a document of that kind is verified.
or placement Status and Licence / placement status First sign-in
i dig Completed
e.g. Approved, 3 spaces
n OteS. k- J VSC renewal
Internal notes Offence declaration
Watch out: The dates come firstad
o re Health assessment
from the verified documents:
staff % Remarks (the person can
type a date Only fOI’ a ount - KeepCount Inc., see these)
sauga Save
document kept on paper.

Internal notes are never read
by the provider.



https://keepcount.ca/guides/agency-office/shots/provider.png
https://keepcount.ca/guides/agency-office/shots/screening-dates.png

© A document

awaiting

verification
Needs attention: "a newer
one is waiting to be
verified", with Open
documents; on the
Documents tab the new
document has Open and
Verify.

Watch out: "Open" shows the
file through a link that lasts
ten minutes, and every
opening is logged. A
document you uploaded
yourself is verified by
someone else.

© Verify it

"Verify": the dates and
reminders update from the
document, and the
provider's record shows
who verified it and when.

Watch out: Verifying is your
signature that the document
was seen against the original:
Needs you and the provider's
progress change on their own.

L L J L S ) J
Policies confirmed Quizzes passed Required training Completed
Not yet
2101 021 0/ ¥y -
shows here once everything required
is done

Needs attention: 1 to verify

¢ \Vulnerable sector check: a newer one is waiting to be verified Open documents

Policies & quizzes Record & screening Documents Written answers Home visits (0)

Screening documents on file. Verifying a vulnerable sector check, offence declaration or first aid certificate updates the record dates and the reminders. For a verified document
entered by mistake, use “It was a mistake” on its row.

Vulnerable sector check * Required v Current

‘ Open | Upload newer It was a mistake Delete

{ Open KeepCount as this person J L Send reminder J L Edit details J k Print record J L More vJ

Policies confirmed Quizzes passed

212 021 0/ W

shows here once everything required

Required training Completed
is done
Policies & quizzes Record & screening Documents Written answers Home visits (0)

Screening documents on file. Verifying a vulnerable sector check, offence declaration or first aid certificate updates the record dates and the reminders. For a verified document

entered by mistake, use *It was a mistake” on its row.
—_— \
Open Upload newer J It was a mistake
Upload newer It was a mistake Delete

Vulnerable sector check * Required v Current

vsc-2026.pdf Issued Oct 30, 2026 Expires Oct 30,2031 Verified Nov 2, 2026 by Grace Mensah 1 earlier on file

Offence declaration * Required + Current

The vulnerable sector check of Oct 30, 2026 covers this year: no declaration is owed until its
anniversary, Oct 30, 2027, and within 15 days after it {s. 62(1)(b), (2))

offence-declaration-2026-07-02.pdf Issued Jul 2, 2026 Verified Oct 3, 2026 by Miriam Ochoa

1earlieron file

Standard first aid & infant/child CPR * Required v Current Open
first_aid.pdf Issued Jul3,2026 ExpiresOct2,2028 Verified Oct3,2026 by Miriam Ochoa

Verified: the record dates are updated
Health assessment [ immunizatid

Recorded for Jul 13.2025 Verified Oct 3.2026 bv Miriam Ochoa

It was a mistake Delete
Recard a newer date It was a mistake Delete


https://keepcount.ca/guides/agency-office/shots/awaiting.png
https://keepcount.ca/guides/agency-office/shots/verify.png

© Reminders
and the record

On arecord: Send reminder,
Print record, Edit details,
and under More Change
sign-in email and
Deactivate.

Watch out: "Deactivate" only
pauses a sign-in; "Remove
access" is for someone who
has left, and the records stay
for three years after they are
made.

@

ashboard
essages

elp

Today
Providers

Calendar

Organization

Demo Home Child Care (8 homes)
Demonstration: fictional people and records

Providers > Bea Yilmaz

Bea Yilmaz

Peel office

* Inprogress  Peel agency-small.home8@demo keepcount.invalid

Goto... CtrlK ‘

[ Open KeepCount as this person }

(3

Send reminder

3
[ Edit details } [ Print record } [ More v}

Policies confirmed

212

Policies & quizzes

Quizzes passed

0/21

Record & screening

Documents

Required training

0n

Written answers

Home visits (0)


https://keepcount.ca/guides/agency-office/shots/reminder.png

Your first week

Messages, the calendar, your own training, your account, and Help.

@ Messages

Messages: write to your
office, one of its homes, its

providers or named people

there; each sees it on their
home screen, and replies
come back to the office.

Watch out: No child's health
details in a message: it is kept
with the organization's
records for the retention
period. Replies come to the
office only.

@ The calendar

The calendar, read-only:
closures and holidays,
events, staff dates, due
dates, drills and safety, by
month, week or list.

Watch out: No child is named
on a calendar.

Write a message

To

{ Everyone at an office (its providers too), or one home

Office or home

{ Peel office

Reaches 8 people: Anika Rao, Bea Yilmaz, Dina Mbeki, Felix Pereira, Hugo Duarte, Maya Sato, Miriam Ochoa and Tom Becker.

Subject

[

Message

No child's or staff member's health or family details. A message is kept with the organization's records for its retention period.

Read by (optional)

[ mm/dd/yyyy, —-:-- -

From sending, To do lists who has not read it. Staff are told: "Read it when you start your shift" (the owner's choice). Ifit is urgent, phone them too.

Take replies (each reply comes to the office only)

o Demo Home Child Care (8 homes)

Dashboard [Calendar
Closures and holidays, events, and the dates you have due, by date. No child
Messages -
is named on a calendar.
Help
@ | November 2026
+ Today
| Closed and holidays | Program and families | Staff | Due dates | Drills and safety
Providers
Calendar Mon Tue Wed Thu
2 27 28 29
> Organization 2
2 3 a s
9 10 1 12
Staff meeting Staff meeting
Provider meeting - ... Home visitors: plan...
16 17 18 19
Event
Family picnicin the...
S 2 24 25 26

KeepCount - KeepCount Inc.,

Mississauga

Demonstration: fictional people and records

Peel office

Professional devel...
First aid refresher f....

Fri

Cancel Send to 8 people

Grace Mensah
@ Offcesat @

Sat

31

1

2n

28

Print this month

wors [

29


https://keepcount.ca/guides/agency-office/shots/messages.png
https://keepcount.ca/guides/agency-office/shots/calendar.png

@ My training

My training: your own
policies to read and
confirm, your quizzes and
training, and your screening
documents.

Watch out: Another
administrator verifies your
own documents; completion
shows on your record when
everything required is done.

@® My account

My account: your sign-in
email, your password, two-
step verification, a passkey
for this device, your own
documents, and the
KeepCount updates switch.

[in) DHC Demo Home Child Care (8 homes)

Demanstration: fictional people and records

Dashboard

Messages

Help

v Today

Providers

Calendar

+ Organization

My training

My account

Office staff

Peel office

(Hello, Grace

Welcome to Demo Home Child Care (8 homes). Work through the steps

below at your own pace. Your progress is saved.

Your own screening documents are under My account.

Your checklist

Read and confirm each policy

Open a policy, read it, then tick I have read and understood this policy”.

Pass each policy quiz

Short quizzes. Pass mark 80%; you can retake them.

Complete required training
No training is required of you.

What is due - 21 - next by Dec 2, 2026

21 quizes due by Dec 2, 2026 - Start the next

KeepCount - KeepCountinc,,

Mississauga

Demo Home Child Care (8 homes)
O & - fctional pecple and records

Dashboard

Messages

Help

~ Today
Providers

Calendar

+ Organization
My training

My account

Offcestaff

KeepCount - KeepCount inc,

pecloffice

[My account

‘Grace Mensan - Ofiice Staf- Demo Home Child Care 8 homes)

Change password

Current password

Grace Mensah

carn ]| [(aan ) St

Your account sees the records of the people at your offce. A
e p

Grace Mensah
Office staff

Signout

New password

Atleast 12 characters. A short phrase works wel.

Repeat new password

‘Show password
[reree—

Two-step verification - off

Optional s
Authenticator, 1Password, Authy
guessed or phished password is not enough to open your account.

Passkeys

A passkey signs you in with your fingerprin, fac or device PIN(Touch D, Face D, Windows Hello

your phone, o a securiy ey) instead of your password. It stays on your devie,or i your Cloud.
Keychainor its

Signed in as

Name Grace Mensah

Email
smalLoffice@demo keepcounti
nvalid

Role Office staff

Organization Demo Home Child Care (8
homes)

This device

KeepCount s ight unless you choose otherwise here.
The choice i kept on this device only.

Screen on this device

Obak O Asthedeviceisset

Safety alerts

By email
When  sieeping child's check at s home a stll ot recorded 5
minutes sher it

e, 3 home goes p: t,oraserous
occurrence st needs it report to the Ministy, KeepCount
emails the supervisors o the home'soffice,or the owner and
administrtors when the office has none, and the owner and

adminitrtor

tis tllnot done. The reminders 21, 14 and 3

ected, goto
torand to the owner and admiistrators. The

name, and when it was added and last used.

No passkey yet.

never a chid. Theyare
reminders rom what was recorded and do ot replace
supervsion

Suitched offfo the whole agency in Stting: the owner or an

Add a passkey for this device | administrator can switch them on
KeepCount updates
Other cevices Afew emais 3 year o KeepCount el what changed i the
Lost a phone, orlft KeepC he otware,what chang and new
signin also ends by itself ater 7 days without use, and 30 days ater you signed . Bl et ag bt Yow o econcs

Sign-in email

New sign-n email

both are used.

[ 7] Yes.email me when KeepCount chanes, when

" Ontario's child care rules change, and when a new
guide s published. Afew emails a year, from
KeepCount Inc, Suite 200, 51 Village Centre Place,
Mississauga, Ontario L4Z 1V8,
hello@keepcount.ca.  can unsubscribe at any
time with the link n every email

Switching this off never stops account emais:bling,ial and

payment notces, initations and password resets.

Delete my account

Closes your login ight away and deletes your phone number and

— 71171 [ Review l

oj21 ‘ Continue ]

due in 30 days

Sign out


https://keepcount.ca/guides/agency-office/shots/my-training.png
https://keepcount.ca/guides/agency-office/shots/account.png

@ He]'p Messages ( - Ny

Who to ask Guides
Help: the gu ideS to the Help Your office agency- Written by KeepCount and checked against the consolidat(
small@demo.keepcount.invalid names its sections and the date it was checked. They open
l t' th l is the contact address staff see. o Es
regU ation ) e g 0SSa ry, ® What a licensing inspector checks
v Today KeepCount hello@keepcount.ca for the
Who to ask’ and Report a i system itself. A person answers ® The January 1, 2027 changes
Providers within two business days.
S rt
p ro b le m. olr“;i‘)izatciz:(::::tah:ough . ® Serious occurrences and the 24-hour rule
Calendar
session its activity log records.
" Security or privacy Same address, with "security” or ® Vulnerable sector checks and offence declaratio
. s
WatCh OUt' Report a 3 Organization 2 "privacy" in the subject. The 5 BBt d
n privacy notice says what is kept, lre dritls and emergency procedures
problem" goes to KeepCount oy
support only, never to your Thisyerdion KeepCount 0.99.191 - Nov 2, b R S
. 2026. Mention it when you write
agency: Say What yOu d|d and to KeepCount about something ® Records and retention
. on ascreen.
what you saw, without ® Homevisits
Report a problem
1
anyone Sreco rd' L /) ® CWELCC records

The screens are from KeepCount 0.99.191, captured on November 2, 2026. Your agency's words for people
and its policies may differ; the screens are the same.

Section numbers are O. Reg. 137/15 (General) under the Child Care and Early Years Act, 2014, read on e-
Laws on October 20, 2026. This guide explains how KeepCount works; it is not legal advice, and the
Ministry's program advisors decide compliance.

KeepCount - KeepCount Inc., Mississauga - keepcount.ca - Sign in - hello@keepcount.ca - Privacy notice


https://keepcount.ca/guides/agency-office/shots/help.png
https://keepcount.ca/
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