
 

 

Renfrew County and District Health Unit 
“Optimal Health for All in Renfrew County and District” 

 

Instructions for Collection, Maintenance and Completion of Child Care Forms for 

Licenced Child Care Facility Operators and Providers 

  

Background 

The Child Care and Early Years Act requires all infants and children attending a 

Licenced Child Care Facility be fully immunized as recommended by the 

Medical Officer of Health. In Renfrew County and District this includes 

Diphtheria, Tetanus, Pertussis, Poliomyelitis, Measles, Mumps, Rubella, 

Haemophilus influenzae B, Rotavirus, Meningococcal disease, Pneumococcal 

disease, and Varicella (chickenpox). 

Each Child Care facility is responsible for ensuring that the immunizations for 

each child/infant enrolled in the facility are up to date. 

Each Child Care facility is also responsible for ensuring a record of immunization 

is kept on file at the facility, and another is forwarded to Renfrew County and 

District Health Unit (RCDHU). 

 

Immunization Schedule 

This schedule may change if a child misses any of the recommended 

immunizations. Please refer to the Immunization Assessment Tool (Appendix A) to 

ensure each child is up to date with the required immunizations to attend a 

Licensed Child Care Facility. If you have any questions about interpreting the 

schedule or an immunization record, please contact the Immunization Program 

for guidance at 613-732-9436 or 1-833-773-0004. 

 

Process for New Registrants  

Ensure all children are immunized prior to registration.  The operator/provider 

can do so by providing the parent/guardian with the following: 



 

➢ Program Questionnaire (Appendix B) Demographic information about the 

child and parent is collected on this form. The parent/guardian will also be 

asked to provide a copy of their child’s immunization record.  The 

program questionnaire provided by RCDHU must be used. Legal names 

must be used on the form.  Completed questionnaires must be forwarded 

to RCDHU from the Child Care facility with a complete Immunization 

record for each new attendee. 

➢ Parent Handout ‘Report your Immunizations’ (Appendix C) This handout 

outlines the immunization requirements for children enrolled in Licensed 

Child Care Facilities in Renfrew County and District. It also highlights the 

importance of updating immunization information and the different 

methods parents/guardians can use to update their children’s records 

with RCDHU.  

 

Child Care Facilities can submit the completed Program Questionnaire 

electronically by completing the fillable PDF and emailing the form to 

immunization@rcdhu.com or by faxing 613-735-3067. 

 

Process for Reporting Enrollment  

Semi-annually, RCDHU will request that the Child Care Facility submit the 

‘Current Child Care Enrollment Report’ (Appendix D). Child Care Facilities can 

submit their enrollment information electronically by completing the fillable PDF 

and emailing the form to immunization@rcdhu.com or by faxing 613-735-3067. 

 

Process for Parents Requesting an Immunization Exemption for Religious or 

Conscience or Medical Reasons  

Some parents may choose not to immunize their child for religious or conscience 

reasons while others may not be immunized for medical reasons.   

Child Care providers can direct parents to the appropriate exemption form, or 

they can direct parents to contact RCDHU for help to access the form.   

Once completed, a copy of the exemption must be forwarded to RCDHU. The 

Child Care operator/provider will retain the original completed form and store it 

in the child’s file at their facility. The Statement of Medical Exemption must be 

completed by the child’s Health Care Provider (a Medical Doctor registered 

with the College of Physicians and Surgeons of Ontario or Nurse Practitioner 
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Registered with the College of Nurses of Ontario) stating the reason for the 

medical exemption. A copy must be forwarded to RCDHU, and the Child Care 

operator/provider will retain the original completed form and store it in the 

child’s file. 

Link to Statement of Conscience or Religious Belief [Choose your status: Parent of 

a Child]: 

 https://forms.mgcs.gov.on.ca/en/dataset/010-3042 

Link to Statement of Medical Exemption: 

https://forms.mgcs.gov.on.ca/en/dataset/010-3041 

 

In the event of an outbreak related to a vaccine preventable disease, RCDHU 

may order the exclusion of children who have an incomplete immunization 

record from attendance at a Child Care facility until the risk related to the 

outbreak has ended. This is to minimize the risk of spreading the disease and to 

protect unvaccinated staff and children. 

 

Process for Updating Records of Existing Registrants 

Child Care facilities must ensure that the immunizations of children already 

enrolled in their facility are up to date as per Ontario’s routine Immunization 

schedule. To facilitate the collection of this information, the operator can 

provide the parent/guardian with the Handout – Report your child’s 

Immunization (Appendix C). The parent/guardian is responsible for updating 

RCDHU each time their child receives an Immunization.  The parent/guardian 

must also provide the Child Care facility with a copy of their updated 

Immunization Record as they also must keep an updated record at their facility.  

Some Child Care facilities may choose to submit the child’s Immunization 

updates to RCDHU on behalf of the parents.  

 

 

 

Immunization Surveillance 

Annually, RCDHU will review the immunization records for each child enrolled in 

licensed Child Care facilities in Renfrew County and District.  RCDHU will identify 
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children who are not up to date and will provide a notice of overdue 

Immunization to the child’s parent/legal guardian. A due date in which they 

must submit their child’s Immunization record will be provided in the written 

notice.  Following the due date, RCDHU will provide the operator with a list of 

children in their facility who are not up to date with their immunizations as set 

forth by the local Medical Officer of Health.  

 

Immunization Requirement for Employees  

According to the Child Care and Early Years Act, 2014, “Every licensee of a 

Child Care facility shall ensure that, before commencing employment, every 

person employed in a Child Care centre it operates and every volunteer or 
student who is on an educational placement with the licensee has a health 

assessment and immunization as directed by the local medical officer of 

health.” 

RCDHU’s Medical Officer of Health (MOH) requires all Child Care employees, 
students, and volunteers to have up-to-date immunizations when they start work 

or an educational placement (see Appendix E for requirements). There is no 

specific requirement for a health assessment in addition to these immunizations. 

The immunizations are to be kept on file by the Child Care facility. 

It is important that employees have up to date immunizations to protect 
themselves and the children under their care against vaccine preventable 

diseases. Note that, RCDHU does not collect and review the immunization 

records of employees. 

 

 

 

Should you have any questions, or if you would like to consult with a Public 

Health Nurse, please contact the Immunization Program at:  

613-732-9436 or 1-833-773-0004. 

 

 

 

 



 

Appendix A 

Immunization Assessment Tool 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix B 

Program Questionnaire 

Available: https://www.rcdhu.com/wp-content/uploads/2023/05/Licensed-Child-Care-

Immunization-Program-Questionnaire-fillable.pdf 

 

 



 

Appendix C 

Parent Handout ‘Report your Immunizations’.  

 

 

 

 

 

 



 

Appendix D 

 Current Child Care Enrollment Report  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix E 

Immunizations for Employees working in Licensed Child Care Facilities 

 

 

 

 

 

 

 

 



 

 

 

 


