V KeepCount
Getting started
Office staff at a licensed child care centre

KeepCount guide
for office staff

The people of your site and their screening
documents: who is cleared, the dates, the
invitations and the reminders.

Your first day and your first week - 19 steps, one screen and one line each - a short "watch out" where there is
a catch

Your first day - 14 steps
Your first week - 5 steps

The screens explained

Screens from KeepCount 0.99.162, captured October 29, 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/office/more.html

Your first day

The people and their documents: who needs attention, a record's screening

dates, a document waiting to be verified, a new staff member, a reminder, a

message. The screens are from a demonstration centre; 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 never
record in the rooms, in
children's files, incidents or
the binder, and never see
children's health information.

© The dashboard

The dashboard for your site:

the figures, Needs you with
the screening that waits on
you, the readiness score,
recent activity and the staff
in progress.

Watch out: "Remind everyone
overdue (n)" emails each
person once, and not again
within 20 hours.

rrivals and absences

-hecks today

‘ooms

.alendar

rganization

Sign in

Email

[ J

Password

[ ]

Other ways to sign 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

Right now Notify this device
From today’s records.

Nothing is due right now.

Needs you - 3 - 1 overdue v

Sara Ortiz is not cleared to work with children: Offence declaration due
(s.62)

! Not cleared

~ Toverify Verify Amina Bello's vulnerable sector check.

Dply for a new vulnerable sector cneck (due Vec 4, £U.26

Licensing readiness

86

This site: 2 overdue, 0 missing, 3
in KeepCount; the Ministry decic

Recent activity - 629

Priya Dhaliwal uploaded
declaration (verified).

Priya Dhaliwal uploaded
briefing (verified).

Priya Dhaliwal uploaded
check (verified).

Jordan Walsh uploaded I
(verified).



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

© staff

Staff lists each person at the
site with what needs
attention, their position,
their status, whether they
are cleared, and their
progress.

© A person who
needs attention

Open the person: the
callout says what is missing
or due, with a link to the
documents; the pills say In
progress and Not cleared to
work with children.

Watch out: An owner's or an
administrator's record is not
yours to change; a person
whose main site is another site
is managed there.

e

Centre
Jevery child, every record, accounted for

Staff .
e Needs attention «
;“W;H(’J“'N" with children: Offence
invited Oct 29, declaration due (s. 62)
- (+1 more)

Jordan Walsh

jwalsh@ ! 1overdue
demo.keepcoun Standard first aid &
tinvalid infant/child CPR:
invited Oct 29, expired Oct 9, 2026
2026

Amina Bello

abello@ * 2due soon
demo.keepcoun  Offence declaration:
tinvalid expires Dec 3,2026 (+2
invited Oct 29, more)

2026

Daniel Osei

dosei@

demo.keepcoun
tinvalid

invited Oct 29,
2026

Grace Kim
gkim@
demo.keepcoun
tinvalid

invited Oct 29,
2026

Ivy Chen
ichen@
demo.keepcoun
tinvalid

invited Oct 29,
2026

Kim Tran

Policies confirmed

185

site / position

site - Assistant,
Meadow

Demo — Main
site - RECE,
Sunrise

Deme — Main
site - RECE,
Meadow

Deme — Main
site - RECE,
Meadow

Demo — Main
site - Assistant,
Sunrise

Demo — Main

Demo — Main site Goto...
Status Cleared

- In progress | Not cleared

v Active * Cleared to work

v Active v Cleared for ratio

v Active v Cleared for ratio

v Active v Cleared for ratio

v Active v Cleared for ratio

site * RECE,
Forest

Quizzes passed

1548

Required training

00

CtrlK

J L

Progress

Policies 18/18 -

Policies 18/18 -

Policies 18/18 -

Policies 18/18

Policies 18/18

Policies 18/18

—
To do ‘

| Owen Clarke

Si it
Office staff ‘ s

Quizzes 15/18 - Training 0/0

Quizzes 18/18 -

Training 0/0

Quizzes 18/18 -

Training 0/0

Quizzes 18/18 -

Training 0/0

Quizzes 18/18 -

Training 0/0

Quizzes 18/18 - Training 0/0

Completed
Not yet

shows here once everything required

is done
Needs attention: 2 overdue
* Mot cleared to work with children: Offence declaration due (s. 62) Open documents
e Offence declaration: expired Sep 4, 2026 Open documents
Policies & quizzes Record & screening Documents Written answers
18 rows
# Policy Confirmed Quiz Attempts Due


https://keepcount.ca/guides/office/shots/staff.png
https://keepcount.ca/guides/office/shots/person.png

© The screening
dates

Record & screening: the
vulnerable sector check, the
last offence declaration, the
first aid expiry and notes;
"Record a newer date" for a
paper document.

Watch out: Verifying a
document fills these dates
from it; type a date only for a
document kept on paper.
Internal notes are never read
by the person.

© A document
awaiting
verification
A document someone
uploaded waits for
verification: "Waiting to be
verified", with Open and
Verify. The one on file
counts until then.

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

wre|Centre

e - |every child, every record, accounted for

Screening and training dates Record
Vulnerable sector checks are renewed every 5 years with an offence declaration signed annually in Email
bet: 0. Reg. 137/15, 60-63). i

etween (0. Reg, /15, 55 ) i Phone
Vulnerable sector check Sep 4,2024 - renewal due Sep 4, 2029 Address
Last offence declaration  Sep 4, 2026 - next due Sep 4, 2027, within 15 days after that Start date

anniversary (by Sep 19, 2027, 5. 62) Invited

Standard first aid / CPR Expires Aug 2, 2027 First sign-in
These dates come from the verified documents: record or upload a check, a declaration or a first aid =
card on the Documents tab, and it shows here once verified. A date typed on this form befare October Completed
2026 stays until a document of that kind is verified. VSC renewal

Internal notes

Offence declaration

First aid

Health assessment

Remarks (the person can
see these)

Owen Clarke

—
— Main sif Goto... CtrlK Tod
Demo — Main site oto L J [ odo J Office staff

A ML 1 CAPI S W ) LU M MU

e Vulnerable sector check: expires Dec 4, 2026 Open documents

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

—
| Signout

Policies & quizzes

Record & screening Documents Written answers

Cleared to work and to count in ratio Staff file details. ..

« Cleared for ratio

Computed from the person's verified documents, policy confirmations, date of birth and start date, and the staff-file details (0. Reg. 137/15 ss. 8(1)(c), 11.1, 57, 58, 59-63, 68(1)
(b)). The Ministry decides compliance.

Screening documents on file. verifying a vulnerable sector check, offence declaration or first aid certificate updates the record dates and the reminders; a verified VSC also clears

Sinsiaa,

ot

e e e e e

sC

St

Al


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

. f . t
b erl 1 Centre S Owen Clarke | _.
e y /o Ehil, avery rezord accoUnted Tor Demo — Main site Goto... CtrlK Todo office staff | S1EMOUE

"V -f ", th d t d Screening documents on file, Verifying a vulnerable sector check, offence declaration or first aid certificate updates the record dates and the reminders; a verified VSC also clears
erl y . e a eS a n the “supervised only” restriction when it was prepared no mare than six months before it was obtained (s. 59(2)(b): the earlier of the day it was put on file and the day the person
started) and is under five years old, which comes back if that check is deleted or its verification withdrawn and no other verified check is on file. For a verified document entered

re m i n d e rs u pd ate, a n d a by mistake, use “It was a mistake” on its row.

Vulnerable sector check * Required v Current f :
vu l nera b le SeCto re h ec k u:rzzzaa,p:f 55:; ;rtezcs, 2026 E::nres Oct 26,2031 Verified Oct 29, 2026 by Owen Clarke 1 earlier on file L open | L ypload newer s mistake
within its six-month limit

l n . d l " Offence declaration * Required v Current Taemre A e
C ea rS SU pe rV|Se O n y S- The vulnerable sector check of Oct 26, 2026 covers this year: no declaration is owed until its

anniversary, Oct 26, 2027, and within 15 days after it (s. 62(1)(b), (2))

59 (2) (b)) . offence-declaration-2025-12-03.pdf Issued Dec 3,2025 Verified Jul 21,2026 4 earlier on file

Watch out: Ver|fy|ng is your Standard first aid & infant/child CPR % Required v Current m v e Mot
first-aid-cpr.pdf Issued Nov 7,2024 Expires Nov 7, 2027 Verified Jul 21,2026

signature that the document

was seen against the original: Health ¢ immunization SRS ERCINTE
Needs you, Licensing

readiness and the "Cleared"

column change on their own.

Cleared to Work, Needs attention: 1 overdue
and to Count + Standard first aid & infant/child CPR: expired Oct 9, 2026 Open documents

"CIGa red tO WO rk and tO Policies & quizzes Record & screening Documents Written answers
countin ratio" says what s

. . (Cleared to work and to count in ratio) S
still needed before working

* Cleared to work, not for ratio

with children and before Before counting n ratio

Standard first aid with infant and child CPR not current (s. 58(2))

H Computed from the person's verified documents, policy confirmations, date of birth and start date, and the staff-file details (0. Reg. 137/15 ss. 8(1)(c), 11.1, 57, 58, 59-63, 68(1)
Co u ntl n g’ CO m p u ted fro m (b}). The Ministry decides compliance.
the verified documents.

Screening documents on file. Verifying a vulnerable sector check, offence declaration or first aid certificate updates the record dates and the reminders; a verified VSC also clears
the “supervised only” restriction when it was prepared no more than six menths before it was obtained (s. 59(2) (b): the earlier of the day it was put on file and the day the person

Watch out: The Min istry started) and is under five years old, which comes backif that check is deleted or its verification withdrawn and no other verified check is on file. For a verified document entered
. . bv mistake. use “It was a mistake” on its row.

decides compliance; the panel

shows the state of the

documents on file.


https://keepcount.ca/guides/office/shots/verify.png
https://keepcount.ca/guides/office/shots/cleared.png

© Adda
Staff member Add staff member

Full name

"Add staff member": a room [
staff member, a volunteer R
or a student at your site. E”":mpw ) E° - ] E_
Their invitation goes out

Volunteers and students are never  e.g. RECE, Assistant, Cook,

when you save. simieinl
Ehone
Watch out: Office staff invite [
staff, volunteers and students Address
for their own site; supervisors, [
office staff and administrators o
are added by an administrator. [ P

Remarks (the person can see these)

J

They receive an email with a link to set their password. The link is valid for 24 hours; you can resend it from

their record.

Cancel Send invitation

and the record ashboard Staff » Sara Ortiz

. essages 1 Sara Ortiz
O n a re CO rd ’ se n d re m I n d e r’ * Inprogress ! Notcleared to work with children ~ Demo — Main site

Pr'nt record, Edit detallS, i Assistant, Meadow sortiz@demo.keepcount.invalid
Change sign-in email, Today
Deactivate, Remove access.  sun 2

[OPEH KeepCount as this PersonJ [ Send reminder ] [ Edit details } [ Print record J { More ~ J

Approvals and screening Policies confirmed Quizzes passed Required training

Watch out: "Remove access 18 158 0o

ends a leaver's access and RIS
keeps the records; Ghecks today
"Deactivate" Only pauses a Rooms Needs attention: 2 overdue

sign-in. Locking a login or
setting it up againis for a
supervisor or an
administrator. "Change sign-in
email" is confirmed from both
addresses.


https://keepcount.ca/guides/office/shots/add-staff.png
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@ Approvals
and screening

Approvals and screening:
the director's approvals, the
animals' rabies certificates
and the outside service
providers' declarations, as
you read them.

Watch out: Office staff read
this page; a supervisor or an
administrator records on it.

@ Rooms, as
you see them

Rooms shows what each
room has recorded today.
Recording is for the room
staff and supervisors.

Watch out: Children's
allergies, plans and pick-up
notes are never shown at your
access level; the "Not cleared
yet" reasons are on the
people's records.

@ Checks today

Checks today, read-only:
every check due that day,
from the records, so you
can see what is late before it
is asked about.

wre Centre

= Demeo — Main sits
e — every child, every record, accounted for e ain site

Approvals and screening
Director's approvals, animals' rabies certificates and outside service
providers' declarations. i

Goto... CtrlK

Owen Clarke

PR
Office staff | Sign out
Add an approval

[ Approvals Animals Outside service providers

Mixed-age grouping approved

- Not applicable - Not applicable

Does not apply here Does not apply here

Approval For Site Issued Status

Supervisor (s. 53) Priya Dhaliwal - College member Demo — Main site May 27, 2025 ~ Noexpiry

Demo — Main site

fin) Demo Child Care Centre

Demonstration centre — every child, every record, accounted for

Letter

supervisor-approval.pdf

Goto... CtriK H Todo

Outdoor play space away from the centre: approval and supervision plan

Owen Clarke
Office staff

mv‘

Sign out

Notify this device

Closing check

Dashboard [RDOI’I!S
Oct 29, 2026, Demo — Main site. What each room has recorded today.
Messages 1
Help
Due now
From today's records
~ Today
Nothing is due right now.
Staff 2
Daily checks
Approvals and screening What the site has recorded today. The room staff and supervisors record these checks; your access lets you see them, not record them.
Airtirals ard absences: Opening check Playground check Sleep monitors Sanitizing
Not yet Not yet Not yet Not yet

Not yet

Not recorded yet

Checks today Not recorded yet Not recorded yet Not recorded yet Not recorded yet
Rooms
¥ Sunrise (infants) -0in- no count yet
Calendar
Sunrise (infants)
> Organization 2 Infant (younger than 18 months) - licensed for 10 - 0 signed in now
- No head count yet
Not cleared yet: Jordan Walsh . Ask the sup y d in the ratio o left alone with the children.

No count yet today
Chitd Arrived
Amara R. -

EthanD.

Liam 0.

! Late now: Opening.

r
Where Head counts Sleep checks Opening Playground Sleep monitors

! Overdue Coming Coming
1overdue up up

1 coming up 1 coming up

Demo — Main site - the whole site

Sunrise (infants)

No child No child marked
signed in asleep
Meadou {foddierz) No child No child marked
signed in asleep
Formst praschoal] No child Not required for
signed in this group
(s-33.1(2)(a))

\

Sanitizing

Coming
s

1 coming up

Closing

Coming
5

1 coming up

What the cells mean —


https://keepcount.ca/guides/office/shots/approvals.png
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@ Write to the site

Messages: write to your site,
one of its rooms or named
people there; each sees it
on their home screen, and
replies come to the office.

Write a message

To

[ Everyone at a site

Site

[ Demo — Main site

Reaches 13 people: Amina Bello, Daniel Osei, Grace Kim, lvy Chen, Jordan Walsh, Kim Tran, Leah Morin, Marcus Lee and 5 others.

Subject

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.

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

Take replies (each reply comes to the office only)

Cancel Send to 13 people



https://keepcount.ca/guides/office/shots/messages.png

Your first week

Your own training, the calendar, the pages that are the supervisors', your

account, and Help.

@ The calendar

The calendar, read-only:
closures and holidays, drills
and tests, renewals and due
dates, by month.

@ 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.

M Demo Child Care Centre g =i ) owenClarke [
(I RN it = i chi a3 sbcord mes b o Ll e H Todo Office staff | "Mt
Dashboard (Calendar —_—
Print this month j
" Closures and holidays, events, your shifts and the dates you have due, by I
1
s date. No child is named on a calendar.
Help o .
"« | snowwswy || | October 2026 Month m st |
v Today
| Closed and holidays Program and families staff | Due dates | Drills and safety
Staff 2
Approvals and scresoing Mon Tue Wed Thu Fri sat Sun
28 29 30 1 2 3 4
Arrivals and absences
Checks today
Rooms 5 6 7 s 9 10 1
Calendar
> Organization 2 12 13 14 15 16 17 18
Holiday
Thanksgiving Day
19 20 21 22 2 24 25
Menu Drill
Menu for the week Fire drill held: Dem...
2 27 28 29 30 31 1
Menu
Menu for the week
A Demo Child Care Centre ! i "] owencClarke [,
(I R i catin = vy chl vy sbcord mec b o6 e Fate.. (R H Todo Office staff | & U
Dashboard
[Hello, Owen J
You have completed everything Demo Child Care Centre requires
Messages 1
Your own screening documents are under My account.
Help
Your checklist - done >
+ Today
Staff 2

Approvals and screening

Arrivals and absences

Checks today

Rooms

Calendar

 Organization

My training

My account

Office staff
KeepCount - KeepCount Inc.,

Mississauga


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

h 88 Demo Child Care Centre o
@ T € pages ] nemmstrati:m centr:—everychild,every record, accounted for i dinite ‘
that keep the

L shboard
dally reCOI'dS Owners, administrators and supervisors only
ssages 1 Office staff work with people and their screening documents (Staff, Approvals and
A page that kee ps the d a i ly screening]. A supervisor or\an administrator can tell you what you need from here.
oy e Ip Back to the dashboard
records says it is for owners, S
administrators and Today
supervisors: they record staff 2
there and can tell you what  #eprovalsand sereening
yo un eed . Arrivals and absences

Checks today


https://keepcount.ca/guides/office/shots/not-yours.png

@ 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.

@ Help

Help: the guides to the
regulation, the glossary,
who to ask, and Report a
problem.

Watch out: "Report a
problem" goes to KeepCount
support only, never to your
centre: say what you did and
what you saw, without
anyone's record.

© ([P DemoChild Care Centre
) Dermonstraton cente — every e, everyrecord, accounted for

Dashboard

Demo — Main site

‘Owen Clarke - Office taff - Demo Chila Care Centre

coto. cute | [ roso | OrClte [ sgnon |

Vessages )
e Cnafge Tastvrord Youraccount s hercrdsof hepeoseatyourse A
Correntpassword
« Totay |
i 2 Signed inas
New password Name Owen Clarke
‘Approvals and screening. emal offce@demokeepcountinvalid
Il e oncesat
Organization Demo Child Care Centre
Checkstoday d
| Thisdevice
Room: KeepCountis light unless you choose otherwise here.
The choice is kepton this device only.
Calendar
G o O Asthe deviceisset
Two-step verification - o
My training Optionsl;
th 1Password, Authy
My account & Safety alerts
By email
admin
Add a passkey for this device ]
— KeepCount updates
Other devices
Losta phone, he int changes, when
sign: 7 RE yousignedin, nt child care rules change, and when a new
) ‘guide is published. Afew emails a year, from
Sign outother devices
bothaeused
Send the confirmation links
a
~\
Messages 1
Who to ask
Help Your office demo@demo.keepcount.invalid
is the contact address staff see.
KeepCount hello@keepcount.ca for the
v Today system itself. A person answers.
within two business days.
Staff 2 Support can open an
organization only through a
Approvals and screening session its activity log records.
Security or privacy Same address, with "security” or
3 "privacy" in the subject. The
Arrivals and absences P ¥ d
Rrivacy notice says what is kept,
where and for how long.
Checks today . .
This version KeepCount 0.99.162 - Oct 29,
2026. Mention it when you write
Rooms to KeepCount about something
on ascreen.
Calendar
Report a problem
J
> Organization 2

Guides

Written by KeepCount and checked against the consolidatc
names its sections and the date it was checked. They open

® What a licensing inspector checks

® The January 1, 2027 changes

® Ratios and group sizes

® Serious occurrences and the 24-hour rule

® Vulnerable sector checks and offence declaratio

® Fire drills and emergency procedures

® Sleep supervision and direct visual checks

® Records and retention

® CWELCC records

The screens are from KeepCount 0.99.162, captured on October 29, 2026. Your centre'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
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