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

KeepCount guide
for room staff

Your first day and first week in the room: who is
here, the counts, the daily checks, naps and
outdoor time, then the policies, training and
your documents.

Your first day and your first week - 26 steps, one screen and one line each - a short "watch out" where there is
a catch

Your first day - 15 steps
Your first week - 11 steps

The screens explained

Screens from KeepCount 0.99.144, captured October 27, 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/room-staff/more.html

Your first day

The room's records: who is here, the counts, the daily checks, sleep checks
and outdoor time. Everything you record is time-stamped and kept for the
licensing binder. 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: Link expired? Choose "Forgot password?"
on the sign-in page and enter your email for a new one.
No invitation at all? Ask the office. KeepCount support
answers about the system, never about your account at
the centre.

KeepCount

Sign in

Email

[ 1
)

Password

[
TR

or

[ Sign in with Touch ID or Face ID }

Or Windows Hello, your phone or a security key: any
passkey you added under My account.

Forgot password?

New here? Use the link in your invitation email.

Family member? Signin with a code

Need help? Email hello@keepcount.ca

Privacy notice Terms of use

KeepCount - KeepCount Inc., Mississauga

© Your home page

Your home page lists what the centre asks of you:
policies to read and confirm, quizzes, training,
and your screening documents, each with its due
date.

Watch out: Until you confirm the policies, your room's
card says "Not cleared yet" beside your name: ask the
supervisor before you are counted in the ratio or left
alone with the children.

DCC Demo Child Care Go to... Todo 3
Centre

Opening check: Demo —
! Late Wit 1h 34 min late
Not recorded yet today

(opened 7:00 a.m.)

Playground check: Demo —
Main site

. pue Thedaily inspection before
outdoor play (0. Reg. 137/15
s. 24(5)(b), as CSA Z614 sets out);
due by 11:30a.m.

in2h26 min

i Some policies were updated since you completed
everything. Please review the items marked
outstanding.

Your checklist v

Read and confirm each policy
0  Open a policy, read it, then tick “I have read and
understood this policy”.

e

Pass each policy quiz

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

Review
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oamssm—— 18/13



https://keepcount.ca/guides/room-staff/shots/sign-in.png
https://keepcount.ca/guides/room-staff/shots/home.png

© Choose your rooms for today @ The opening check

Your usual room is already set on My rooms. In Daily checks, tap "Opening check" before the
Somewhere else today? Tap "Change my rooms first child arrives.
today", tick the room, Save. Tomorrow you are
e Demo Child Care | o\ || 1040 3
back to your usual room. Centre [ J [ ]

. . » Sunrise (infants) - 0in - no count yet
Watch out: To record in a room that is not yours (a ’

break, a ratio cover), use "Cover this room" on its card
instead: it asks the reason. Rooms at another site 2 [ LA I O

cannot be chosen.
Daily checks

Tap a check, confirm each item, note anything

found. A check with an unticked item is recorded as

an issue for the supervisor to fallow 1in
p

~
Flushing (before
opening)
d Opening check
Not due
toda Not yet
y Tap to record
The scheduleison
Your rooms today Drinking water
. S
Choose the rooms you are working in today. Sleep DR died Sleep et
checks and head counts in these rooms come Not yet Not yet
first, and this device can notify you when one falls Tap to record Tap to record
due. Tomorrow you are back to your usual rooms.
These are your rooms; to work in another room, - )
use Cover this room on it. Sanitizing Closing check
Meadow (toddlers) Not yet Not yet
Tap to record Tap to record
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https://keepcount.ca/guides/room-staff/shots/rooms-dialog.png
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© Tick each item and record © sign achildin

Tick each item as you check it. Anything you When a child arrives, tap "Sign in" beside their
cannot tick, describe in the box. Then tap name. The time is recorded for you. A child sent
"Record the check". home ill today is asked about first.

Watch out: Never tick what you did not check: say what Watch out: Busy at the door? "Sign in several or earlier"

you found instead, and the supervisor sees it on the signsin a group at once, with the minutes ago.

checks board. The record is read at the next licensing

visit. ) Demo Child Care [Goto...] [Todo 5 ]

Centre

Toddler (18 months to younger than 30 months) -
licensed for 15 - 0 signed in now

Opening check Check sleepers

Tick each item as you check it. Anything you = 05 ) GO

cannot tick, describe below.

A child running low on diapers, wipes, cream or spare

Not cleared yet: Dana Whitfield (scheduled). Ask
clothes? Note it with Running low on the room's card, so

the supervisor before they are counted in the ratio or

the parents can be asked at drop-off. left alone with the children.

. Exits and corridors clear

No count yet today
Emergency supplies and first aid kit Tap Sign in beside each child as they arrive.
checked
Ayesha M.
Signin Mark absent
Room temperature and ventilation fine In- -Out-
Fatima A. Individual plan S
Hazardous products locked awa icti
Halal (restriction)
i ) . In- -Out-
Sign-in sheet or register ready
Hana.
Note (optional) = «@ui Mark absent
Idris B.
Signin Mark absent
In- -Out-
7
D 1 did this earlier today and am recording it Jacob W.
Signin Mark absent
now In- -Out-
..... A ( )
Record the check ' "
@ - B =
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https://keepcount.ca/guides/room-staff/shots/check-dialog.png
https://keepcount.ca/guides/room-staff/shots/sign-in-child.png

@ Who is expected and not here

Arrivals and absences lists who is expected and
has not arrived, so you can follow the safe arrival
policy and call.

Watch out: Your centre's own steps are under the
heading. "Mark absent" as soon as a parent calls;
"Record a step" keeps each call you made.

[Gom.“ ] [ Todo 3 ]

(Arrivals and absences ]

Demo — Main site, Oct 27, 2026. Children expected today
who have not arrived by 9:30 a.m. Record an absence as
soon as a parentcalls. i

Demo Child Care

DCC
Centre

Your policy's steps when a child does not arrive: Call
the parent at 9:30 a.m.; no answer: call the alternate
contact; still no word by 10:00 a.m.: the supervisor
decides the next step.

Expected, not here, no word
Nobody.

Absent today (0)

No absence recorded.

Here now (0)

Nobody signed in now.

v Expected later (22)

Mark all 22 absent

Aisha H.
Mark absent
Amara R.
Mark absent
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© Count heads

After every transition, tap "Count heads" on your
room's card: arrivals, going out, lunch, nap and
departures.

Watch out: A count that is short is not hidden: it stays
on the record until a supervisor or administrator
corrects it or marks it a mistake.

[ Goto.. ] [ Todo 3 ]

Playground check: Demo —
Main site

Demo Child Care

DCC
Centre

The daily inspection before
outdoor play (O. Reg. 137/15
s.24(5)(b), as CSA Z614 sets out);
due by 11:30 a.m.

in2h26 min

¥ Meadow (toddlers) - 0in - no count yet

Meadow (toddlers) * vourroom

Toddler (18 months to younger than 30 months) -
licensed for 15 - 0 signed in now

Check sleepers

- No head count yet

Not cleared yet: Dana Whitfield (scheduled). Ask
the supervisor before they are counted in the ratio or
left alone with the children.

No count yet today

Tap Sign in beside each child as they arrive.

ﬂ Mark absent
Mark absent

@ - =
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Ayesha M.

In- -Out-

Fatima A. Individual plan

Food restriction

Halal (restriction)


https://keepcount.ca/guides/room-staff/shots/arrivals.png
https://keepcount.ca/guides/room-staff/shots/count-heads.png

e Enter the numbers and record

@ outdoor time

Set how many children and how many staff arein  Tap "Going out" when the group goes outside

the room, read the ratio line, then tap "Record

count".

Watch out: Tick "The group is outdoors" when you
count outside: the reduced ratio allowed at arrival,
departure and rest never applies outdoors.

=N

Children

HERRn

Count only staff who count in the ratio. Not
counted today: Dana Whitfield (not cleared yet).

D The group is outdoors (the reduced ratio
of s. 8(4) never applies outdoors)

The register shows 4 children signed in to Meadow
(toddlers): look at each child and count.

Also in the room, not counted in the ratio

D Nadia Rahimi (student)

D Priya Dhaliwal (not counted in the ratio)

Note (required)

L after lunch, back from the yard... J

D 1 did this earlier today and am recording it

now

and "Back in" when it returns. "Stayingin..."
records why not.

8 Demo Child Care . Todo @
Centre

Jacob W.

Signin Mark absent
In- -Out-
Lucas M.

Signin Mark absent
In- -Out-
Oliver N.

Signin Mark absent
In- -Out-
SofiaR.

Signin Mark absent
In- -Out-

Outdoors: 0 minutes today

[ Staying in... J
Running loq Share a photo

Note play materials

Going out

—

Review or correct today's records

Sign in several or earlier

» Sunrise (infants) - 0in - no count yet
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@ Sleep checks

In an infant or toddler room, tap "Check
sleepers" when children fall asleep, while they
sleep, and when they wake.

Watch out: Your centre's sleep policy sets how often;
the Due now box tells you when the next check is due. A
sleep monitor never replaces the visual check.

e Demo Child Care ol Todo @
Centre

Playground check: Demo —
Main site

The daily inspection before
outdoor play (0. Reg. 137/15

s. 24(5)(b), as CSA Z614 sets out);
due by 11:30 a.m.

in2h25min

¥ Meadow (toddlers) - 4 in - no count yet - next 10:04

a.m.

Meadow (toddlers) * vour room

Toddler (18 months to younger than 30 months) -
licensed for 15 - 4 signed in now

- No head count yet

Not cleared yet: Dana Whitfield (scheduled). Ask
the supervisor before they are counted in the ratio or
left alone with the children.

No count yet today - next count in 60 min

Ayesha M.
Who picks up Sign out
In9:04a.m. -Out-

Fatima A.

Individual plan

Food restriction

Halal (restriction)

@ B B8 =
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Who picks up Sign out

@ Record the sleep check

Choose "Fell asleep", "Checked while asleep" or
"Woke up", tick each child, note anything to
report, then tap the record button.

Watch out: A child under 12 months is placed for sleep
as the Public Health Agency of Canada's safe sleep
statement recommends (s. 33.1(1)). Side or stomach:
KeepCount asks if you turned them.

oll. Oliver N. signedin U

Jacob W.
not recorded asleep today

(On back> Gn side) <On stomacf)

Lucas M.

not recorded asleep today

On back Onside )( Onstomach

Oliver N.
not recorded asleep today

(On back> Gn side) (On stomach>

Sofia R. - not signed in: sign them in first

not recorded asleep today

Individual plan: An individualized plan is on file for this
child: for an anaphylactic allergy (O. Reg. 137/15 s. 39(1)),
for medical needs (s. 39.1) or an individualized support
plan (s. 52). It applies at nap time and through the whole
day; your supervisor can tell you what it covers.

Something to report about one child

Nothing to report

The note goes on that child's record only. For more than
one child, record them one at a time.

D | did this earlier today and am recording it

now

Cancel Fell asleep: record for 7
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@® Sign a child out @ The closing check
At pick-up, tap "Sign out" beside the child, tap At the end of the day, tap "Closing check": every

the person who picked them up, and tap "Sign child signed out, the count at zero, the room tidy
the child out". and secure.
Watch out: A name that is not on the list? KeepCount Watch out: A child still shown as "in" after closing
asks whether a parent approved it. Choose "No: don't shows as "Signed in after closing" on the supervisor's
release; call the office" whenever you are not sure. board and "Still signed in" at the close-out: sign every

Sign out Ayesha M.

May pick up (tap tofill in):

Chen Malik (parent)

Lorraine Malik (grandparent)

Released to

e.g. Sana Khan (mother)

The parent, guardian or authorized person who picked
the child up. If you are not sure the person is authorized,
ask the administrator before releasing the child.

When they left

<5 min agc) GO min ag(D
<15 min ag(D (30 min agD

Cancel | Sign the child out |

departure out before you tap it.

98 Demo Child Care o Todo @
Centre

» Sunrise (infants) - 0in - no count yet

> Forest (preschool) - 0in - no count yet

Daily checks

Tap a check, confirm each item, note anything
found. A check with an unticked item is recorded as
an issue for the supervisor to follow up.

Flushing (before

openingc)1 Opening check
Not due
today s

Tap to record
The scheduleis on

Drinking water

Playground check Sleep monitors
Not yet Not yet
Tap to record Tap to record
Sanitizing Closing check
Not yet Not yet
Tap to record Tap to record

o o B8 =

Home Messages My rooms Checks Menu


https://keepcount.ca/guides/room-staff/shots/sign-out-dialog.png
https://keepcount.ca/guides/room-staff/shots/closing-check.png

@ Checks today

Checks today shows every room's counts and
checks for the day, so nothing is missed before
closing.

Watch out: A missed check: tap it and "Record what
happened". Explained and signed off by the supervisor,
it counts as a miss with a reason, which is better than a

gap.

l 9 Demo Child Care Goto... Todo @
Centre

1overdue

! Overdue ’

Playground
- Coming up
1 comingup
Sleep monitors
- Comingup
1 comingup
Sanitizing
- Coming up
1comingup
Closing

- Coming up

1 comingup

Meadow (toddlers) - yours today
Head counts

- Coming up

1comingup

Sleep checks

No child marked asleep

Sunrise (infants)

A [y e =
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Your first week

Away from the room: the policies to read and confirm, the quizzes, training,
your documents, and what to do when something happens.

@ Policies @ Read to the end, then confirm

Open Policies and work through the list. Each Read to the end, then press "l have read it:
policy shows "To read" until you confirmit,and  confirm" under "l have read and understood this
"Quiz" until you pass its quiz. policy and will follow it."

Watch out: Your confirmation, with its date and the Watch out: The button stays off until you have scrolled

version you read, is the record a program adviser asks to the end. Anything you do not understand, ask your

to see. A changed policy comes back to the list to supervisor before you confirm: the confirmation says

confirm again. you will follow it.

Y Demo Child Care [ Goto... J [ Todo 3 J ed Demo Child Care [ Goto... ] [ Todo 3 J
Centre Centre
coaching, a plan with a date, or further review of

Policies the program statement) in KeepCount, and follows

Read each policy, confirm you have understood it, then up onthe date set. A prohibited practiceis dealt

take its short quiz. i with under the prohibited practices policy.

0 of 18 confirmed - 18 of 18 quizzes passed When the supervisor is not on site

When the supervisor is not on site and something
in this policy must be done at once, the room lead
of the Forest (preschool) room does it in the
supervisor's place (s. 6.1(2), from January 1, 2027).

To do - 18

1 Program statement and its implementation

Program Version1 duein 30days

» Toread v Quiz passed 3/3 .
Quizp / Confirmation

2> Prohibited practices | have read and understood this policy

and will follow it.
Program  Effective Jul 1,2026 Version 1

duein 30 days

> T d v i d3/3 )
orea Quiz passed 3/ Quiz
q 4 v P d 3/3 on Aug 22, 2026 i
3 Safearrivaland dismissal assed 3/3 on Aug 22, Retake quiz
Safety Effective Jan 1,2024 Version 1

Confirm the policy first.
due in 30 days

» Toread v Quiz passed 3/3

Version history
4 Supervision of children Annual review Apr 30,2026
Safety Effective Jan 1,2027 Version 1
Version 1 May 26,2023
duein 30 days
5 ar
* Toread v Quiz passed 3/3

@ B B8 = A Q =] =
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@ Take the quiz

Take the quiz after confirming. The pass mark is
your centre's setting (80% unless it chose
otherwise), and you can retake it as often as you
need.

e Demo Child Care [Goto_“] [Todo 3 J
Centre

Policies > Program statement and its implementation > Quiz

Quiz: Program statement
and its implementation

3 multiple-choice questions. You need 3 of 3 correct (a
pass mark of 80%, rounded up) to pass; retake it as often
as needed.

s “
Question 1 of 3
How often is the program statement itself
reviewed?

O  Everyfive years
O Atleast once ayear
O Only when the Ministry asks

O Never, once it is written

Question 2 of 3
When must a new student or volunteer review the
program statement?

O Ontheir last day

O Before they interact with children, and
again whenever it changes

fS& Thank you— confirmation recorded. J8¢

o | 8 =
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@ Training
Training lists what the centre assigned to you,

each with what to do and a due date. Nothing is
posted yet for a brand-new account.

Watch out: Your first aid certificate is separate: standard
first aid with infant and child CPR, its expiry under My
details, with a reminder before it lapses.

e Demo Child Care i Todo @
Centre

(Training ]

Watch, read or open each item. Required items count

toward your completion. i

No training has been posted for you yet.

A A =] =
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€ Report an incident € Say what happened

Anything that affected a child's or a staff Say what happened, when and where, what you
member's health, safety or well-being: tap did, and who told the parent. Then tap "Record".
"Report an incident" when it happens. A missing

Watch out: Write what you saw, in order, with times, not
what you think caused it. An injury also gets the

Watch out: Tell the supervisor at once, then record. The accident report for the parent, at the end of the form.
office makes the serious-occurrence report to the
Ministry from your record and your call.

child, right away.

The parent
Parent / guardian told at

. ‘ mm/dd/yyyy, --:-- --
" Demo Child Care ot Todo @
Centre
Who was told, by whom
InCidentS [ Mother (Sana) by phone, by J. Lee

Record what affected a child’s health, safety or well-

being. Record a missing or unsupervised child right

Accident report for
away. i

the parent (s. 36(4))

An injury needs an accident report describing the
R + an incident circumstances and any first aid, and a copy fora
eportan inciaen
P parent. Print it now (Print the parent copy, at the

foot of the record), give it at pick-up or by email,

and enter when it was given; it is saved with the
incident.
Last 30 days Last 90 days .
Copy given at
Qast 12 month§ Gverythin@ mm/dd/yyyy, --:-- -
Leave empty until the parent has it.
Serious occurrences (0) Needs action (0)

How

o . In person
No open incidents that you recorded. Incidents
others recorded are seen by the administrators.

Given now

Print the parent copy Cancel

(A | B =
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€@ My details

My details keeps your contact details, your
screening dates and your documents. Upload a
newer document when the office asks.

Watch out: Your name and email are changed by the
office. After any conviction under the Criminal Code,
give the licensee an offence declaration as soon as
possible; tell them at once if you are prohibited from
providing child care.

Demo Child Care [Goto.‘. ] [Todo 8 ]
Centre

Address

[ )

City

[ )

To change your name, contact the office.

Save

(Screening dates on file )

Vulnerable sector check

Offence declaration

First aid / CPR expiry

Health assessment
Oct 14,2026

These update when the office verifies a document below.

My documents

Vulnerable sector check * Required

o | B8 =
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€ The To do bell

The "To do" bell at the top shows what is late,
due and coming up, for you and your rooms,
updated every two minutes.

8 Demo Child Care . Todo @
Centre

s A
To do
3 due now.

! Late Not cleared to work with children: 17
policies never confirmed

! Late  Opening check: Demo — Main site
Not recorded yet today (opened 7:00 a.m.)

» Due  Playground check: Demo — Main site

The daily inspection before outdoor play (O.
Reg. 137/15s. 24(5)(b), as CSA Z614 sets out);
due by 11:30 a.m.

From your records in KeepCount. Updated every two

minutes.
o T~ J

! Late TSIt 1 h 36 min late
Not recorded yet today
(opened 7:00 a.m.)
Playground check: Demo —
Main site

. pue Thedaily inspection before in2 h 24 min

outdoor play (0. Reg. 137/15
s. 24(5)(b), as CSA Z614 sets out);
due by 11:30 a.m.

i Some policies were updated since you completed
everything. Please review the items marked
outstanding.

A ] =] =
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€D Cover another room

To record in a room that is not yours, open its
card and tap "Cover this room"; give the reason,
and "End my cover" when you leave.

Watch out: Until you cover a room, its card is read-only
for you. The supervisor sees every cover at the site, with
who, since when and why.

e Demo Child Care [Goto_“] [Todo 5 ]
Centre

Sign in several or earlier

» Sunrise (infants) - 0in - no count yet

V¥ Forest (preschool) - 0in - no count yet

Forest (preschool)
Preschool (30 months to younger than 6 years) -
licensed for 24 - 0 signed in now

Cover this room

- No head count yet
No count yet today

Aisha H.
In- -Out-

Ben T. ( Food restriction

Lactose-free (restriction)

In- -Out-

Ines C.

In- -Out-

Leila H.

In- -Out-

Mateo G.

@ e B8 =
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€ Help and the tour

Help has the guides to the regulation, the
glossary, who to ask, "Report a problem", and
"Restart the tour", which walks your seven
screens again.

€D Without a connection

Without Wi-Fi, head counts, daily checks and
outdoor times still record here and send

themselves when the connection is back. Names
and sign-ins wait.

Watch out: Names and health notes are never kept on
the device. Until the connection is back, write arrivals,

departures and sleep checks on paper with the times,
then enter them.

98 Demo Child Care ot Todo @
Centre

My rooms

Oct 27, 2026, Demo — Main site. Count heads after every
transition (arrivals, outdoor play, lunch, nap, departures),
the daily checks, and who is in each room. i

‘ Check snacks and meals More v

Your time

Not clocked in. No shift on the schedule today.

Start a break

Sunrise (infants) v

Break v

Forgot to clock in or out? Ask your supervisor to correct the
day; they give the reason, and the time you recorded is
kept.

Your rooms today: Meadow (toddlers) - your usual rooms

Change my rooms today

Diie novar

device and sent when the connection is back; other forms

No connection. Rooms and medication doses are kept on this
wait for the connection.

A [y =] =
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Watch out: "Report a problem" goes to KeepCount
support only, never to your centre: say what you did
and what you saw, without a child's name or health
details.

9 Demo Child Care e Todo @
Centre

® "Check sleepers" at nap: mark each child
asleep, then look at each one directly every 30
minutes; My rooms counts down to each child's
next check and shows it as late once the time
has passed.

® Working in a room that is not yours today:
"Cover this room" on it, with the reason, before
you record there.

The tour

A short walk through the screens for your role. It ran on
your first sign-in; take it again any time.

Restart the tour

Guides

Written by KeepCount and checked against the
consolidated O. Reg. 137/15 on e-Laws; each one names its
sections and the date it was checked. They open on
keepcount.ca.

® What a licensing inspector checks

® The January 1, 2027 changes

® Ratios and group sizes

/]\
® Serious occurrences and the 24-hour rule
@ - 88 =
Home Messages My rooms Checks Menu

The screens are from KeepCount 0.99.144, captured on October 27, 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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