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Summary of Changes

Version 2 - September 2024

e Incorporated Quality Standards Framework regulation amendment user
guide from June 2023

e Incorporated Staff Model Home licence type

e Updated style per Ontario’s Visual Identity system

e Added Tier 1 User support contact info with a link to webpage

e Replaced the use of the term “page” with "module” where appropriate to
reflect accurate system terminology

e Re-organized the sequence of sections in the guide to reflect the licence
management process

e Corrected information relating to role access

e Updated language, tips, examples, and screenshots to provide more detail to
some functions

e Updated address field screenshots and functionality

e Replaced Appendix B with a link to a more comprehensive document
relating to user roles
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Introduction

Introduction to SOR-RL

The Serious Occurrence and Residential Licensing system (SOR-RL) is a secure
online tool available to licensees and Ministry staff that automates and harmonizes
the end-to-end licensing process for children's licensed out of home care and the
reporting of Serious Occurrence Reports.

System users are assigned roles that determine what functions can be performed. A
list of functional roles can be found in Appendix B: System/Functional roles.

Using this guide

This guide provides step-by-step instructions for service providers who already have
a profile in SOR-RL to use and navigate SOR-RL for the purpose of Children's
Residential Licensing. Specifically, this guide is to be used by users within Service
Providers who are involved in the Residential Licensing process in SOR-RL, those
being users with the Service Provider Administrator role, the Site Designate role, and
the Monthly Reporting User role.

This guide will be updated as functionality is added to SOR-RL.

A description of SOR-RL icons can be found in Appendix D: Symbols and icons quick
reference. See Appendix A. Terms and acronyms for a list of terms and acronyms.

Information not included

Please note that this guide does not provide information or instructions for
registering for SOR-RL. It is to be used for users who have been registered and have
SOR-RL access. For information on how to register for SOR-RL or how to create a
new service provider profile, please reference the SOR-RL registration guides from
the SOR-RL Training Portal.

This document is a reference for using the SOR-RL online tool only; no business
functions outside the system are included.

Instructions for performing Serious Occurrence reporting-related functions are not


https://www.sorrl.mcss.gov.on.ca/SORRLTraining/en/index.htm
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included. A separate guide entitled SOR-RL Serious Occurrence Reporting Guide for
SOR Initiators is available on the SOR-RL Training Portal.

Getting assistance

If you have questions regarding the processes described in this document, contact
your designated regional licensing specialist or SOR-RL Tier 1 User Support
Representative, listed here.


https://www.sorrl.mcss.gov.on.ca/SORRLTraining/en/index.htm
https://www.sorrl.mcss.gov.on.ca/SORRLTraining/en/SORRL_CONTACT_EN.html
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Performing basic SOR-RL functions

Logging in to SOR-RL
1. Open your browser such as Microsoft Edge or Google Chrome.

2. Enter the following address in your browser:
https.//www.sorrl.mcss.gov.on.ca/SORRL/public/login.xhtml

Tip: Save the link to SOR-RL as a favourite in your browser for easy access.
3. The Log in page appears.
Log in

It is fraudulent to access SOR-RL using another person's login credentials.

Login ID: *
Password: *
Forgot password?

4. Enter your Login ID (your email).
5. Enter your Password.

6. If you have forgotten your password:

a. Click Forgot password?. The Forgot password? page appears.


https://www.sorrl.mcss.gov.on.ca/SORRL/public/login.xhtml
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Forgot password?

Login ID: *

Security Question: *

Please select... hd

Security Answer: *

b. Enter your Login ID.
c. Select the Security Question from the dropdown list.

d. Enter the Security Answer.

e. Click .

7. Click . The Enter Verification Code page appears.

Enter Verification Code

We sent to your registered email
To complete login, please enter verification code

Code: *

Resend Verification Code

8. You will be emailed a verification code. Enter the verification Code from the
email.

Tip: Copy and paste the code from the email

9. Click . The SOR-RL home page appears.

10
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Ontario @ francais = MENU

Welcome Message Centre & Edit my profile Selected role:\ Site Designate v\
SPA_025@MAILINATOR.COM

Last login: 2024-02-12 16:23 PM
Last failed login: 2023-05-17 13:51 PM

L PROFILE I LICENCE APPLICATION & LICENCE MANAGEMENT
Create a Profile to apply for a residential Apply for a residential service Licence View your Licences or update Licence
service Licence or update Profile information

information

7> LICENCE RENEWAL #" CHANGE REQUEST & DIRECTOR'S APPROVAL
Renew existing residential service Request changes which may affect Apply for a Director's Approval for
Licences Licence licensing

© CONDITIONS & INSPECTIONS © NON-COMPLIANCE
Search for Conditions on a licence On-site Inspection reports and findings Search for Compliance issues

I SUPPORTING DOCUMENTS

Supporting Documents

10. SOR-RL home page options vary depending on the role selected.

Logging out of SOR-RL
1 click EEE

2. Select &logout The Log in page appears.

System time-out

In order to protect the privacy of information in SOR-RL, the system times out after
approximately 25 minutes of inactivity. Users can save their work regularly with the
‘Save' button or refresh the page to re-start the session.

Note: SOR-RL does not allow the same user to simultaneously log in to the system
through more than one tab or window of SOR-RL. In these instances, the system will
time-out, log out, or fail.

Note: SOR-RL can time-out or fail if the user clicks a button more than once. Click a
button once. The system may be slow to load but will eventually load. If not, refresh the
page rather than clicking the button again.

Navigating

1
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o Click or " to navigate between main pages in the same module.

urn

e Click = to go back to the previous.

it

e Click " toreturn to the home page.

e The menu can be accessed from the top of any page by clicking .
The menu contains links to the sections you have access to as well as the
logout function.

e To access the SOR-RL home page from any page, click then select
the L2 SOR-REL link, or click the SOR-RL link from the breadcrumbs at the top
of the page.

l‘.l.'!R Rl I Application

Q search Applications & New Application

Search for existing Residential Service Licence Application Apply for a Residential Service Licence

Search Applications New Application

e The top of many pages is a line of links called breadcrumbs. Click the
previous section in the breadcrumb to go back to the previous page For
example, in the following page, you would click the Application link in the
breadcrumb to go to back to the Application page from the Residence
information page. It is recommended that you navigate back in SOR-RL by
using the breadcrumbs rather than using the back button in your browser, as
the latter can cause issues.

12
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Application Residence information
o Licence 9 Applicant 9 o 9 9 Hide steps
Go to: GO to: Residence & Documents Application
© Licence @ Applicant Operation G0 to: Go to:
rformation profile Go to: O supporting @ Application
© Residence  documents summary
information
@ Operation
Information
Residence information @ Help

Name of Children's Residence:
Application ID: LA201920071
Application status: Draft

Children's Residence information v
Children's Residence address b
Children's Residence mailing address v
Safe Drinking Water Act v
Residence contacts v

Saving your entries

ve

1. Click ™ tosave your entries and remain on the current page.

- -
2. Click to save your entries and go to the next page.

Understanding the SOR-RL home page

After you log in, the first page to appear is the SOR-RL home page. The items that
appear on the home page, known as modules, will vary depending on your system
access rights (role). For more information about roles see Appendix B: System /
functional roles.

13
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Ontario @ francais =MENU

Welcome Deb Edit my profile Selected Role: Registered User v

Last Login: 2019-10-01 08:17 AM

A PROFILE B LICENCE APPLICATION (Z DIRECTOR'S APPROVAL
Create a Profile to apply for a Apply for a Residential Service Licence Apply for a Director's Approval for
Residential Service Licence or update licensing

Profile information

& INSPECTIONS © NON-COMPLIANCE B SUPPORTING DOCUMENTS

On-site Inspection reports and findings Search for Compliance Issues Supporting Documents

Example of a home page for a Registered User
Ontario @ francais ~ =MENU

Welcome Deb Edit my profile Selected Role: Service Provider Admin ¥

Last Login: 2019-10-31 08:04 AM

Last Failed Login: 2019-10-23 16:52 PM

A PROFILE I LICENCE APPLICATION @ & LICENCE MANAGEMENT
Create a Profile to apply for a Apply for a Residential Service Licence View your Licences or update Licence
Residential Service Licence or update information

Profile information

%> LICENCE RENEWAL # CHANGE REQUEST & DIRECTOR'S APPROVAL

Renew existing Residential Service Request changes which may affect Apply for a Director's Approval for

Licences Licence licensing

© CONDITIONS (& INSPECTIONS © NON-COMPLIANCE

Search for conditions on a licence On-site Inspection reports and findings Search for Compliance Issues

B SUPPORTING DOCUMENTS £ ADMINISTRATION %8 SERIOUS OCCURRENCE @

Supporting Documents Manage and view your Users Serious Occurrences reports and
findings

Example of a home page for a Service Provider Administrator

Changing the role displayed

If you have been assigned more than one role, you can change the selected role
from the home page.

1. Click the Selected Role dropdown on the home page.

14
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Dntaria @ frangais 5 MEMU
Welcome Fred Edit my profile  Selected roles Service Provider Admin ¥
Lasslogn 81
X PROFILE I LICENCE APPLICATION & LICENCE MANAGEMENT
3 N Lz T R ey z ____'_:__ ‘a:::‘: e o e
% LICENCE RENEWAL # CHANGE REQUEST (& DIRECTOR'S APPROVAL @
T e 5 a 5t changes which may affect Aoplky for a Director's Approval for
Licences Licence >
© CONDITIONS & INSPECTIONS © NON-COMPLIANCE
E SUPPORTING DOCUMENTS 28 ADMINISTRATION B8 cERIOUS OCCURREMNCE o
upportng Bocuments Manage and View your Users Serous OCoErmences reports and

3. Select the role from the list.

Changing the page language

To chanie the page language, from the top of any page, click the language button.

francais

Message Center

This new functionality has been added to allow the SOR-RL Corporate Team to
easily communicate important SOR-RL information directly to users, through
memos or emails. A memo or email may be targeted based on user roles or sent to
all users, for example to notify of an upcoming SOR-RL outage.

All users now have access to the "Message Centre" module that is available in the
top blue bar of their SOR-RL homepage. When a new memo or email has been
received, a red dot will appear beside the mail icon.

Welcome Laura Message Centre = Edit my profile Selected roles System Admin s
- ;

Click on the mail icon, and you will be brought to the Message Centre module. Here

15
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you will see memos and/or emails that have been sent to you. Click the "Select’
button of a specific memo or email to open it and read its contents. Once you have
opened all “unread” memos and emails, the red dot beside the mail icon on your
SOR-RL homepage will disappear.

Ontario @ = MENU

50R-RL Message Center

Message Centre

Memos ~
Memo ID IF Posted date Subject Files attached? Action
a age! Wi .‘" :

MM202300060 2023-01-23 FoUTMINE £ Mol mus ST s AV No Select -

nouveau message!
Emails A
Email 1D I Sent date Subject Files attached? Action

You have a new email! Vous avez un \_;."
BEZ0Z2300061 2023-01-23 No Select

nouveau courriel!

Memos will appear in your message centre for only as long as they are

posted. Records of the emails will continue to show in this module for 6
months. Please do not respond to emails or memos from the SOR-RL message
centre.

Banners
Action required @@ v
Submitted ) v
Ministry decision v

The number in the banner indicates the number of items in the list. Click the banner
arrow to expand/collapse the section.

16
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ldentifying mandatory information

A red asterisk *indicates that a field is mandatory and must be completed.

Preferred language of Licence: *
O English O French

If mandatory information is not completed, a red “Required” message appears next
to the field when you attempt to save the information or go to the next page.

Preferred language of Licence: *
O English O French
© Required

Entering a date

Dates can be entered manually or by clicking the date on a calendar. To enter a date
manually, type the date in yyyy/mm/dd format. To enter a date using the calendar,

click Lj A calendar appears.

NOVEMBER 2018

« < > »
un mon tue wed thu fri sat

1 2
4 5 6 7 8 9 10
" 12 | 13 14 15 16 || 17
18 19 | 20 || 21 2 (23| 24

25 26 || 27 || 28 || 29 |[ 30

Scroll to the month using the arrow buttons. To change the year, click the chevron
<< >> arrow. Select the date.

Updating your user profile

Your user profile includes your email address, phone number, password and
security questions. Your name and email address cannot be edited; if they need to
be changed, please contact the ministry.

Changing your phone number

17
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Ontario @ frangals = MENU

Walcoms Dab Edit my profile  SRlected Rofes Service Provider Admin |

Last Login 207509.25 1447 P
Last Falled Loge: 2015.0017 1511 Pl

B LICENCE APPLICATION & LICENCE MANAGEMENT
for a Apply Tor a Residential Service Licence Wiew your Licences of update Licende
enie or update Informatiom

1. From the SOR-RL home page, click Edit my profile. The Edit my profile page

appears.
SOR-RL Edit my profile
Edit my profile O relp
Profile details »~
Name: Deb Dddd
Phone number:
Email: DEEDDD@MAILINATOR.COM
Change security questions
Change password
Exit Save

2. Update your phone number as required.

Save

3. Click :

Changing your password

1. From the SOR-RL home page, click Edit my profile. The Edit my profile page
appears.

18
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SOR-RL Edit my profile
Edit my profile © 1elp
Profile details ~
Name: Deb Dddd

Phone number:

Email: DEBDDD@MAILINATOR.COM
Change security questions

Change password

Exit Save

2. Click Change password. The Change password page appears.

SOR-RL Edit My Profile Change password
Change password

Change password ~

Current password:

Security Question:
What was your first car?

Security answer:
New password:

Confirm new password:

3. Enter your Current password.
4. Enter the Security answer.
5. Enter the New password.

Note: The password must be at 8 to 20 characters in length and contain: At least one
UPPERCASE letter, AND at least one lowercase letter, AND at least one number, AND
at least one special character. ()! _ @ #$ % & +.

6. Type the new password again in the Confirm new password field.

19
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Save

7. Click :

Changing your security questions

1. From the SOR-RL home page, click Edit my profile. The Edit my profile page

appears.
SOR-RL Edit my profile
Edit my profile o
Profile details i
Name: Deb Dddd

Phone number:

Email: DEBDDD@MAILINATOR.COM

Change security questions
Change password

Exit Save

2. Click Change security questions. The Security questions page appears.

Security questions © Help

Security questions -~

Current password:

Security question: 1
Please select... d

Security answer: 1

Security question: 2
Please select... o

Security answer: 2
Security question: 3

Please select... b

Security answer: 3

Exit Save

3. Enter your Current password.

20
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4. Select the Security question.
5. Enter the Security answer.

6. Repeats steps 4 and 5 for all three questions.

Save

7. Click :

Administration - Viewing SOR-RL users

The Administration module is used for SOR-RL user management. Only users with
the Service Provider Administrator role have access to the Administration module.
Additionally, Service Provider Administrators without a Local Registration Authority
(LRA) designation have read-only access to the Administration module, meaning
they can only view user profiles but cannot make changes or register new users.
Only Service Providers with an LRA designation can perform user management
functions. An LRA designation is obtained through an application submitted to the
ministry. This guide does not provide information on user management functions of
a Service Provider Administrator with an LRA designation. For more information,
access the SOR-RL Training Portal and the SOR-RL Registration and User Guide for
Service Provider Administrators with Local Registration Authority Designations.

1. Click = ADMINISTRATION. The Administration menu appears.

SOR-RL Administration

Administration

¥+ Manage Users

Manage and view your users

Manage Lisers

2. Click . The Manage Users page appears.

21
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SOR-RL Administration Manage user

Manage Users

Search by ~

First name:
Search Clear

Last name:
Email:

Role Please select... v

Status O Active O Inactive

List of Users -~

. . . Search ,
3. Enter the search criteria for the user, then click . The List of Users
section appears at the bottom of the page.
List of Users -~
ltem(s) per page:
First name Last name |2 Email Roles Status  Action
Deb Ddd DEBDDD@MAILINATOR.COM  ~crVIce Provider  ive Select

Admin

ct

ele
4. Click Ml . The User details page appears.

22
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User details

General information

Title:
First name: Deb
Last name: Ddd

Phone number:

Email: DEBDDD@MAILINATOR.COM
Login name: DEBDDD@MAILINATOR.COM
Status: Active

Edit role
Local registration No
authority:
User type: Service Provider Admin

23
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SOR-RL functionality common to all modules

Working in a dashboard

A dashboard is a list of items grouped by function.

My Applications @ View recently accessed

Hide dashboard

Action required v
Submitted ) v
Ministry decision ) v

Example of a dashboard

There is a different dashboard for each of the Residential Licensing modules used to
perform functions in the Licensing process.

Opening a dashboard

1. From the SOR-RL home page, open a module, such as
i LICENCE APPLICATION .

SOR-RL Application

Q Search Applications I New Application

Search for existing Resigential Service Licence Application Apply for a Residential Service Licence
i kpplica!“:n:‘ m

My Applications @ View recently accessed

Action required ) b
Submitted ) b4
Ministry decision £ b

2. Press See dashboard. (The link changes to Hide dashboard.)

24
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Working in a dashboard

SOR-RL Application

Q Search Applications

Search for existing Residential Service Licence Application

Search Applications

Number of

My Applications @ _items
* See dashboard -/

Action required )

See [ hide
dashboard

Banners submitted §)

Ministry decision )

i New Application

Apply for a Residential Service Licence
MNew Application

View recently accessed

p—
¥ | Click the arrow
to expand /
¥ | collapse a
section

A dashboard is divided into sections indicated by banners. The number in the banner
indicates the number of items in the section. To expand a section, click the arrow in

the banner.

Below is a list of common sections.

Note: Not all dashboards have the same sections.

e Action required: This section displays applications that are draft or require an
action from the user. This section lets you update an item.

e Submitted: This section lists all items you have submitted.

e Ministry decision: This section displays items where a ministry decision has

been reached.

To show / hide the dashboard, click Show dashboard/Hide dashboard.

Working with a table

Search results and other information are displayed in a table.

This symbol indicates the table
15 sorted by the Submitted date

Click a Application
heading to i

sort the e AT Under
table LA201920087 ;';_ r_ DODD Corp Ministry Toronto

FEENY review

Chader: Unider

Haren’s

LA201 920071 DDD Corp Ministry Toronto

Residence reuin

Submitte .
Licensor date I

Assigned

2019-07-29 Select

2018-07-25 Select

25
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After you expand a section, 10 items appear. Click the Per Page arrow =" 7352

to change the number of items per page. If there is more than one page of results, a
page indicator appears at the bottom of the page ™ * * * ° * " Click the page
number you want or choose.

To sort a column, click the column heading. To sort in the opposite direction, click
the heading again. A symbol appears indicating that the list is sorted in ascending

order or descending order .

]

=
In some tables you will see a delete 0D or edit K4 icon.

Searching

Searching can be completed once having accessed a module.

Q Search Applications I New Application

Search for existing Residential Service Licence Application Apply for a Residential Service Licence
Search Applications

My App”cations (1] View recently accessed

See dashboard

View recently accessed

Tip: If you are looking for an item that you worked on recently, click

1. To complete a search, click the search button such as . The
Search By page appears.

Search by ~
Application ID: |

Searc Clear
Licence type: Please select hd

Youth Justice Facility: Please salact ¥

Site/Agency name:

Status: Please select

Region: Please select

26
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Options in the search by page vary depending on the module.
2. Select/enter the search criteria.

Tips: To find all items, leave the search criteria blank. To narrow down the search
results, enter more search criteria. Search criteria are not case-sensitive. You can enter
criteria in UPPER or lower case. You can enter part of the entry. For example, if you are

Clear

looking for ABC agency, you could type in “bc’. To erase the search criteria, click .

Search

3. Click . The search results appear in a table below the search criteria.

Search results -

[temi(s) per page: [10

Li - Assigned  Submitted .
icence Site/Ag o ; ign l‘l'li= ] o
type : Licensor date |5
_ Children's - Starr, .
LA201920103 . DDD Corp Withdrawn  Toronto ; 2019-08-16 Select
Residence Debra A
Foster Starr,
LAZ01920087 Care DDDD Corp Withdrawn  Toronto D:eraA 2019-07-29 Select
Agency ’
= Children's : Starr, s
LA201920071 : DDD Corp Withdrawn  Toronto 2019-07-25 Select
Residence Debra A,

. . . Select
4. To view an item, click

Note: See the Working in a Table section for tips on working with a search result table.

Assign to Me

Licensing items in SOR-RL can only be assighed to one user at a time. Where a
licensed site has more than one Service Provider Admin or Site Designate assigned
to it, a user may first need to “assign to me" to be able to take any action on an item
in SOR-RL.

To do this, the user must access the licensing item through the appropriate module
on the SOR-RL homepage. After selecting the appropriate licensing item, the user
must the scroll to the bottom of the summary page and select the “assign to me’
button.
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SOR-RL Monthly Reporting Complaints reporting summary

® Complaints reporting summary

Complaints reporting summary S e Orip

Name of Foster Care Agency:
Foster Care Agency address:

Licence number: Complaints reporting Status: Overdue
ID: CR202300044

Licence type: Foster Care Agency Reporting period: April 2023 Overdue: Yes

Licensor: Clarke, Laura Due date: 2023-05-20 Submitted date:

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth
and Family Services Act (CYFSA), 2017, regulatory monthly requirements pertaining to Complaints Reporting.

If the complaint does not meet the threshold for serious occurrence reporting, use the manual template to complete your
submission.

Complaints (total: 0) ~
History of Ministry/Licensee comments ) A
No comments have been added.

Exit Assign To Me

Viewing/replying to a ministry comment

A user can view or add comments to the ministry on the summary page prior to
submitting an action in SOR-RL. This functionality is available in all modules in SOR-
RL where a licensing action is underway, for example an application for a Director's
Approval, a licensing renewal or in response to a non-compliance.

1. Open an item, either through a search, the recently accessed function, or
through your dashboard.
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Change Request

Search Change Request Request new changes
Search for existing Change Requests Request new changes
My Change Requests @ Wiew recently accessed

Lee dashboard

2. The commented item is in the Action required section.

3. Click to open the item. The Summary page appears.

4. Scroll down to the comments section.

History of Ministry/Licensee comments () ”
Date
Comment added Added by Action
5
Could you elaborate on the rationale? 2019‘1 - Starr,

ili - 3
Y Debra{Licensor)

Comments to the
Ministry:

Add
i} -
Withdraw Exit Back

5. Toreply to the ministry's comment, enter your comments back to the

Ministry in the comment box and press .
6. The comment appears in the list.

7. In order for the comment to be sent and be visible to the ministry, the action
in SOR-RL must be submitted to the ministry. In order to complete the
licensing action and submit to the ministry, please follow the remaining steps
outlined in the appropriate module section in this manual.

Withdraw Exit Back
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Note: Where a licensing action has been returned by the ministry to a licensee, the
licensee is required to add a comment on the summary page prior to resubmitting.
Additionally, a comment is required to be added when submitting a Monthly Report in
overdue status.
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Creating/editing an applicant profile

In SOR-RL there are two profiles; one for the user (to use SOR-RL) and one for the
applicant (individual or corporation). The applicant profile includes information about
the individual or corporation such as the address, phone number, owners, directors,
officers, etc. This section refers to the applicant profile. For information about your
user profile, see the Updating your user profile section.

Note: The profile must be completed before a licence application can be started.
Supporting documentation must be uploaded before an individual/corporation can be
licensed.

Creating a profile

Individual profile

1. From the SOR-RL home page, click & PROFILE, The Profile module appears.

SOR-RL Profile

® Profile ® Supporting documents
Profile © Help
General information ~

Applicant type: *
O Individual C Corporation

Preferred language of correspondence: *
O English O French

Exit

2. Select ‘Individual” as the Applicant Type.

3. Select the Preferred language of correspondence. (This is the language you
wish to receive correspondence in from the Ministry.) The Individual details
section appears.
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Individual details

First name: *
Last name: *
Middle initial:

Date of birth: *
Phone number: *

Ext

Mobile number:
Email: *

Website:

4. Enter the individual information.

5. Scroll down to the Address section and enter the address information.

Address -~

Country: *

Canada v

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: * Postal code: *

Ontario ~ Li

Verify address

6. Users may manually populate the address fields or utilize the predictive
address search field. An address verification mechanism is available.
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Note: An address is not required to be verified for it to be saved in the system.
7. Scroll down to the Operating name section and answer the question.

Operating name

Are you operating a business under a name that is different than your name? *
OYes ONo

8. If you selected "Yes" the section expands.

9. Click =N The Operating name page appears.

Operating name Okep
Operating name A
Operating name: *
Return Save
10. Enter the operating name and click e
11 Click " The name appears in the operating name list.
- -
12. Click . The Supporting Documents page appears.
Supporting documents ©'ielp
~

Supporting documents

Item(s) per page{10 7 |

Document typel? File name

Documentation

regarc‘_r!ﬁg l?p erator DOE.S not A NA Upload
suitability (i.e. CV, expire
resumnme)

Back Exit
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13. Upload the supporting documents. See the Working with supporting
documents section of the guide for more information.

Corporation profile

Note: Either one Director or Officer must be authorized to receive ministry
communications on behalf of the licensee before you can submit an application.

Note: There must be at least two signing authorities and two active Directors, Officers,
or Owners with a submitted "supporting document regarding operator suitability” before
you can submit an application.

1. From the SOR-RL home page, click & PROFILE. The Profile module appears.

SOR-RL Profile

* Profile ® Supporting documents
Profile © Help
General information ~

Applicant type: *
O Individual O Corporation

Preferred language of correspondence: *
O English O French

Exit

2. Select “Corporation” as the Applicant type.

3. Select the Preferred language of correspondence. The Corporation details
section opens.
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Corporation details

Corporation number: *
Corporation name: *

Phone number: *

Ext

Email: *
Website:

The corporation is: *
O For profit O Not for profit

Is the corporation a society? *
OYes ONo

Is the applicant an existing Transfer Payment Recipient? *
O Yes ONo

4. Enter the corporation details.

5. Scroll down and enter the head office address.

Head office address ~

Country: *

Canada v

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: * Postal code: *

Ontario », L_

Verify address

6. Users may manually populate the address fields or utilize the predictive
address search field. An address verification mechanism is available.
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Note: An address is not required to be verified for it to be saved in the system.

7. Scroll down and indicate if the mailing address is the same as the head office
address. If it is different, enter the mailing address.
Head office mailing address

Same as above?: ¥
OYes ONo

8. Scroll down to the Operating Name section.

9. Indicate if the corporation is operating under a different name.

Operating name

Is the corporate operating a business under a name that is different than its corporation name? *
OYes ONo

10. If you select "Yes', the section expands.

Operating name

Is the corporate operating a business under a name that is different than its corporation name? *
®Yes ONo

Name |2 Action

Mo data exists.

Add
. Add .
11. Click . The Operating name page appears.
Operating name Okep
Operating name S
Operating name: *
Return 5ave

Save

12. Enter the operating name and click

Return

13. Click . The operating name appears in the table.
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Operating name §) -~

Is the corporation operating a business under a name that is different than its corporation name? *

Yes Mo
MName | Action
ABCInc. [l

Note: You can have more than one operating name. Repeat the step for each name.

14. Scroll down to the Owners of the corporation section.

15. Click ﬁ The Owner details page appears.

Owner details © Help

Owner information ~

Is the owner an individual or a corporation? *
O Individual O Corporation

Phone number: *

Ext:

Email: *
Ownership share percentage: *

Effective date: * Late submission?

No
2024-04-08  |B}

Mailing address A~

Country: *

Canada v

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: * Postal code: *

Please select v

Werify address
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Save

16. Enter the owner information and click

Return

17. Click ————. The owner appears in the table.

18. Scroll down to the Directors of the corporation section.

19. Click " The Director details page appears.

SOR-RL Profile Director details
Director details ©relp
Director information ~

First name: *
Last name: *
Middle initial:

Phone number: *

Ext:

Mobile number:
Email: *

Signing authority: *
OYes O No

Date elected: * Late submission?

No
2024-04-08 i)

Status:
Active
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Mailing address -~

Country: *

Canada v

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: * Postal code: *

Please select v

Verify address

Return Save

Save

20.Enter the Director information and click

Note: If the Date elected is in the past and more than 15 business days from the current
date, the Late Submission indicator will display “Yes".

Return

21. Click . The Director appears in the table.

22.Indicate if the person is authorized to receive ministry communications on
behalf of the licensee (click the radio button).

Directors of the corporation § ~

Show inactive

Authorized to
receive Ministry

Date elected |7 Date deactivated Signing authority communications Action
on behalf of
Licensee

Hhh, Helen 2019-07-25 Yes ® ms

Note: At least one individual must be authorized to receive ministry communications
before a licence can be submitted.

23.Scroll down to the Officers of the corporation section.

d

24.Click &N The Officer details page appears.
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Officer details © Helo

Officer information ~

First name: *
Last name: *
Middle initial:
Role: *

Phone number: *

Ext:

Mobile number:
Email: *

Signing authority: *
OYes O No

Date elected: * Late submission?

No
2024-04-08

Status:
Active

Mailing address A

Country: *

Canada =

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: * Postal code: *

Please select s

Verify address

Return Save

Save

25. Enter the Officer information and click
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Note: If the Date elected is in the past and more than 15 business days from the current
date, the Late Submission indicator will show “Yes".

Return

26.Click

. The officer appears in the table.

Officers of the corporation ) e

Show inactive

Authorized to

receive Ministry
communications Action
on behalf of

Licensee

Date Date Signing

elected ¥ deactivated authority

111, Jack Secretary 2019-07-25 No o

27. Indicate if the person is authorized to receive Ministry communications on
behalf of the licensee. (Click the radio button.)

- -
28.Click . The Supporting documents page appears.

Supporting documents © Heip

Supporting documents

Last Last
Submitted

ate

Document t]rpeu File name Status

Expiry date satisfactory reviewed Action
date by

Incarparation Dioes not

. & A Upload
documents sxpire

The documentation list will vary depending on your selections when creating
your profile.

29.Upload the supporting documents. For details, see the Working with
Supporting Documents section.

Note: Once you submit an application, the applicant type cannot be changed.

Note: If there is a change to the officers or directors of the corporation, you must notify
the ministry of the change within 15 days.

Editing a profile
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1. From the SOR-RL home page, click & PROFILE. The Profile module appears.

2. Make the changes required. A Director/officer cannot be deleted but can be
deactivated.

Deactivate

3. Open the director's/officer's page. Click - """ then enter the date and
deactivation reasons.

- -
4, Click . The Supporting Documents page appears.

5. Edit/change the supporting documents if required.

Submit

6. If you changed a supporting document, click otherwise click "
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Working with licence applications

Before you start

An application can be submitted to operate a Children’s Residence, Foster Care
Agency, or Staff Model Homes. The step-by-step instructions are documented
separately in this section. Be sure you follow the correct instructions.

Applications can be submitted by a corporation or an individual. The application
process is slightly different depending on whether you are applying as a corporation
or an individual. Only the corporation application process is documented in this
guide.

Submitting a Children’s Residence licence application

Note: This section outlines the process for applying for a Children's Residence licence.
Please see the process for applying for a Foster Care Agency, or Staff Model Homes.
licence in the sections below.

An application can be submitted/updated by a user with the Registered User or
Service Provider Admin role in SOR-RL.

Step 1. Start the application and enter basic information

As you work on your application, click % o save your entries.

Tip: You can open your draft application at any time and continue working on it. See
the Continuing to work on a draft application section for details.

1. From the SOR-RL home page, click the‘ LICENCE APPLICATION s dule.

2. The Application module appears.
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SOR-RL Application

Q Search Applications B New Application

Search for existing Residential Service Licence Application Apply for a Residential Service Licence
Search Applications New Application
My Applications (0] View recently accessed

See dashboard

3. Click . The Notice of collection of personal information page
appears.

SOR-RL Application Notice

Notice of collection of personal information

Information on this form is collected under the legal authority of the Child, Youth and Family Services Act, 2017 and its regulations.
For more information, please contact the Delegated Signing Authority of Licensing within your region.

4. Read the notice then click . The Licence information page appears.

SOR-RL Licence Application Licence information
Licence Applicant Residence & 2§ Documents é Application
Goto: Go o Operation Go toc Goto
StEpS 0 Licence TED Go o TED TBD
Section informatien TBD

»Hide steps
Licence information Oriep
Application 1D Submitted date: Closed date:
Application status: Assigned Licenser; Assigned Program Supervisor,
Licence type Region:
Licence type w
Funding type W
Licensing history b

= it
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Tips: Look at the steps section to monitor your progress.

Symbols indicate the status of each section. A green checkmarR o appears after you
go to the next page. It indicates that the information on that page is complete. A red

exclamation mark 0 appears after you go to the next page. It indicates that
information is missing from that page and must be completed before you can submit
the application. The red exclamation mark does not indicate if the information is
correct.

To quickly go to a step, click the step from the steps section.
To hide the list of steps, click @ Hide steps To show the list of steps, click @ Show steps,

5. Scroll down to the Licence type section.

Licence type

Please select the Licence type you are applying for: *
Children's Residence Licence Foster Care Agency Licence Staff Model Homes Licence

Preferred language of licence: *
English French

6. Select “Children’s Residence”.

7. Select the Preferred language of the licence.

8. Scroll down to the Funding type information section and select the funding
type.

Funding type ”~

Please select the funding type of the Licence you are applying for (Check all that apply): *
O Transfer Payment Recipient
[ Private Operator

Note: If you are applying as an individual, there is only one option.

Funding type A~

Please select the funding type of the Licence you are applying for (Check all that apply): *
¥ Private operator

9. Scroll down to the Licensing history section and answer the licensing history
questions.
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Licensing history ~

I currently have a licence to provide Residential Care pursuant to section 244 of the Child, Youth and Family Services
Act, 2017 [Mote: this includes either a licence to operate a Children's Residence or a licence to provide Residential
Care, directly or indirectly, to three or more children not of common parentage in places that are not Children's
Residences.]: *

@ Yes @ Mo

I have previously applied for a licence to provide residential care under section 244 of the Child, Youth and Family
Services Act, 2017 or its predecessor, the Child and Family Services Act: *

The Director previously revoked, suspended or refused to issue or renew my licence for a Children's Residence or to
provide residential care under the authority of a licence: *

@ Yes @ Mo

I have voluntarily returned my licence to the Ministry to close my Children's Residence or Foster Care Agency: *
@ Yes @ Mo

Are you operating any sites/agencies other than those listed below? *

@ Yes @ No

Licence number |¥ Licence type  Site/Agency name Address Licence status Licence expiry date

No other Licence is held.

10. More questions may appear depending on your answers. Be sure to answer
all the questions.

11. Click . The Applicant profile section appears.

Step 2: Review the applicant profile
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S0R-RL Licence Agglic on
0 Licence e.ﬂ.ppl:u nt
Go Lo G L
O Licane 9 Applicant
il orrmaliod profile
ﬂ'_. Hide slep

Applicant profile

Name of Children's Residenoe:

Application ID: LAZOT300002

Mpplication status: Dralt

Licence type Children's Residencs
General information
Corporation details

Head office addireds

Head office mailing address
Opeeraling narme

Owners of the corporation
Directors of the corporation
Ofificers of the corporation

Supporting documents

Agplicand praflile

e Residence & e Documents e Application

Operation =0 0 Go Lo
Go Lo @ supporting @ Application
B Residence docwmends Lurmirany
sdorrmation
Oipier AL
rforrmation

Dack

Ontario @

Q Help

- m

1. If the Applicant profile page is nhot on your screen, click the Applicant profile
link from the steps section.

2. Expand and review all the sections of your profile.

3. If changes are required:

a. Click . This brings you to the Profile module.
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b. Make the changes as required and save the changes.

c. Click ™" The SOR-RL home page appears.

d. To return to your application, click the i LICENCE APPLICATION module then

select the draft application from your dashboard. The Application
summary screen appears.

e. To proceed to the next section, click Residence Information.

4. If changes are not required, click . The Residence Information section
appears.

Step 3: Enter the residence information

SOR-RL Licence Application Residence information
0 Licence 9 Applicant 9 Residence & O Documents e Application
Go to: Go to: Operation Go e Go to:
© Licence & Applicant Go to: @ Supporting @ Application
information profile O Residence documents SUMmmary
information
© Cperation
information
¥ Hide steps
Residence information e

Mame of Children’s Residence:
Application ID: LA207200002
Application status: Draft

Licence type Children's Residence

Children's Residence information v
Children's Residence address b
Children's Residence mailing address b4
Safe Drinking Water Act b
Residence contacts b

1. If the Residence information page is not on your screen, click the Residence
information link from the steps section.
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2. Enter the Children's residence information.

Children's Residence information ~

Prefix: Operating name: * Suffix:

Please select... v

Name of Children's Residence:

Phone number: *

Ext

Email:
Website:

Ownership: *
O Rental O Own

The residence will be located in the following municipality: *

el Please select ~

3. Enter the Children's Residence address information.

Children's Residence address A~

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: Postal code: *
Ontario

Verify address

4. Users may manually populate the address fields or utilize the predictive
address search field. An address verification mechanism is available.

Note: An address is not required to be verified for it to be saved in the system.

5. Enter the Children's residence mailing address.
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Children's Residence mailing address ~
Same as above? *
OYes O No O S5ame as head office address
6. Enter the Safe Drinking Water Act information.
Safe Drinking Water Act ~
Is water provided through service connections with a municipal residential water system? *
OYes (O MNo
7. Add the Residence contacts.
Residence contacts ~
Hide inactive
. Date . .
Name Role Phone number Date activated ) Email Action
deactivated
Add contact

Note: Enter the onsite residence contact for the licensee.

8. Click “““™%  The Residence contact details page appears.
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Residence contact details © Hepp

Contact information

First name: *
Last name: *
Role: *
Phone number: *
Ext:
Mobile number:

Email: *

Date activated: *

Status: Active

Deactivate

Date deactivated: *

B

Deactivation reasons:

Return Save

Save

9. Enter the contact information and click

Return

10. Click ————. The contact name appears in the table.
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Residence contacts ~

Hide inactive

Name Role Phone number Date activated Date . Email Action
deactivated
Ddd, Deb  Owner 111111 2019-10-10 deb.ddd@mailinator.com (g
Add contact
11. Repeat step 6 for all contacts.
12. Click . The Operation information page appears.
Step 4: Enter the Operation Information

SOR-RL Licence Application Operation information

0 Licence e Applicant 9 Residence & e Documents e Application

o too Go to: Operation Go to: Go to:
@ Licence O Applicant Go 1o @ Supporting 0 Application

information profile © Residence documents summary
information
© Operation
information
@rHide steps

Operatlon information Rpeiip
MName of Children's Residence: ABC Inc.
Application ID: LAZ0T900002
Application status: Draft
Licence type Children's Residence
Premises b
Program hd
Capacity v

1. If the Operation information page is not on your screen, click the Operation
information link from the steps section.

2. Enter the Premises information.
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Premises ~

Brief description of premises: *

3. Enter the Program information.

Program ~

Program: *
O Fulltime [ Parttime [ Respite

Program description: *

Age range: *
0 0to18 months O Over 18 months to under 16 years (15 years + 364 days) (O 16 years and above

Gender: ¥
0O Male O Female O X

General service categories (Check all that apply): *
Autism

Children's mental health

Developmental services

Educational program (e.g., section 23 classrooms)
Fetal alcohol spectrum disorder

Fire setting

First Nations, Inuk or Metis

French language designation
Lesbian/Gay/Bisexual/Transsexual/Transgender
Other (Identity or Cultural)

Medically fragile/Complex medical care

Physical aggression

Respite offered

Secure treatment

Sex trafficking

Sexualized behaviour

Substance abuse

Trauma and behavioural issues

Young parent resource centre

Other

Jo0o0o00oO00o0o0ooOoooooOoooo

Referral sources: *
Families/caregivers
Indigenous partners
Children's Aid Society
Out of Province
Others

ooooo

4. Scroll down to the Capacity section:
Capacity ~
Proposed capacity (Total number of beds): * Room size unit of measurement:

® Metre © Inch  © Feet

Room name Room size Number of beds Age range Gender Floor Action

Add
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5. Click e . The Room information page appears.

Room information O Help

Room information

Room name: *

Room size unit of measurement: *
® Metre OlInch O Feet

Room size: *
X

Number of beds: *

Age range: *
[ 0 to 18 months

Gender: *
O male [ Female

Floor: *

Flease select v

Return Save

6. The required room information varies depending on the program information
selected.

Save

7. Enter the room information and click

Return

8. Click —————.

9. The room appears in the table.
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Capacity ~

Proposed capacity (Total number of beds): * Room size unit of measurement:

5 ® Metre Olnch O Feet

Room name Room size Number of beds Age range Gender Flaor Action

Male Sxd 1 16 years and above Male First floor ule

Add

Note: The room size is converted to metres. To view the room size in a different unit of
measure, select the unit of measure from the top of the table.

10. Repeat step 5 for each room.

Save & nex
11. Click , The Supporting documents page appears.

Step 5: Upload supporting documents

Note: You must upload the mandatory supporting documents with your application.
Other documents can be added after submission but will be required before your
licence is issued.

1. If the Supporting Documents page is not on your screen, click the Supporting
Documents link from the steps section.

2. Upload the documents. For details, see the Working with Supporting
Documents section.

3. Click . The Application summary page appears.

Step 6: Review and submit
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SOR-RL Licence Application Licence Application summary
0 Licence e Applicant 9 Residence & O Documents 9 Application
o to: Go o Operation Go to: Go to:
@ Licence © Applicant Go to: G Supporting O Application
information profile © Residence documents summary
information
@ Operation
information

&> Hide steps

Application summary Orick

Name of Children’s Residence: AEC Inc.
Application ID: LA201500002
Application status: Draft

Licence type Children's Residence

Application summary ~
Licence information
Applicant profile
Residence information

Operation information

Supporting documents

Withdraw Back Exit

1. If the Application summary page is not on your screen, click the Application
summary link from the steps section.

2. Review the information in the summary.

Tip: To see information under a blue heading, click the sub-heading. To edit the
information, click the heading in the steps section.

3. To withdraw the application:

Withdraw

a. Click

b. A confirmation window appears.

Cancel

c. To continue click n To cancel the withdrawal, click

Submit
4. Click . The system reviews your entries and verifies that the
mandatory information/documents are completed.
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5. If there is an error, a description of the error/omission appears at the top of

the page.

Supporting documents

@ Before you can submit this application, required infarmation in the following screen{s) must be provided:

0 Licence g Applicant 9 Residence & e Documents

Go to: Go to: Operation Go to:
© Licence @ Applicant Go to: @ Supporting
infarmation profile © Residence dacuments
infermation
© Operation
infermation

@ Hide steps

e Application

Go to:
© Application
summary

Application summary O e
© There are some errors on the page
O Please upload all required documents before you submit the application.
Zoning approval
0 Licence @ Applicant 9 Residence & e Documents @ Application
Go to: Go to: Operation Go to: Go to:
Q Licence © Applicant Go to: O supporting Q application
information profile @ Residence documents summary
information
@ Operation
information
@ Hide steps
Supporting documents Oelp

a. The error message displays the names of the pages that contain errors.
When you go to that page you will see a detailed list of errors or missing
information on that page that need to be addressed.

6. If the information is complete, a confirmation message appears. Click “

7. The Declaration & consent page appears.
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0 Licence @J‘Lppl cant 0 Documents 6 Application
Gol G GO 10 G Lo

O Licence O hppican

& Sugpar g @ Application
il orrmalior |-Il\.' = .I_. LETIETMS '.."II".:'_.
' Hide sleps
Declaration & consent @ e

Name of Children's Residenoe: ADC I

Application status: Dralt

Licence type Children's Residenos

Declaration & consent

-~

The applicant certifies that the information supplied in support of this application is true, correct, and complete

agres disagres
Attestation as prescribed in 5. 79 of Ontario Regulation 1561 & under the CYFSA
, Deb Dddd, attest that | have nat been comicied of the lollowing offences under Lhe Criminal Code (Canadal, a5 prescribed in &,
79 of Omtario Regulation 15601 B under the OfFSA:
1. Section 151 (Sexual inberferende)
2. Seclion 153 wual explaitatl
A, Sedtion 163 SR chile PO Fogr A
4. Section 215 {duty of persons wo pravide necessarios)
5. Secliore 229, 230, 731 or 235 {riwrder)
. Seclion 233 {infanlicide)
7. Seclion 235 {atlempl Lo cormamil murder)
3. Seclion 273 {ageravated sexual assaull)
3. Seclion 2750071 (wallicking of & pesson wiler Lhe age of aighieen years)
10. Subsection 279002 [2) (material benelit - brallicking)

agres disagres

Dack LCxil

8. Read the Declaration and consent, then answer the questions.

Note: An executive officer of the corporation who has authority to bind the corporation
must complete the attestation. The declaration and consent must be signed by an
officer of the agency that has the authority to legally bind the corporation, for example
an executive director, The application can be completed by another individual with
appropriate access in the system, however for the required individual to complete the
consent and declaration they must first access the application and select the “assign to

me" button at the bottom of the summary page. Please see the 'Assign to Me" section
for further details.
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Confirm
9. Click - . A Confirmation message appears.

S0R-RL Licence Applicalio

Confirmation O e
Mame of Children's Residence: AR Inc.

Application ID: LAZ2D1930002

Application status: Under Ministry

Licence type Chuldren's Residence

Back Lo module dashiboard

10. Click |_Back to module dashboard |

11. The application appears in the submitted section of your dashboard with a
status of “Under Ministry review".

Submitted ) A

tem(s] per page: [10 v

licati Li Assigned Submitted
Application e Site/Agency name Region ) et - Action
1D type Licensor date |F
Under
SO Chiidren’s . I_ 5 e
LAZ201900002 : ABC Inc, Ministry Toronto 2019-12-05 Select
Residence

review

Submitting a Staff Model Home licence application

Note: This section outlines the process for applying for a Staff Model Home licence.
The process for applying for a Staff Model Homes licence is identical to the licence
application for a Children's Residence with the exception of adding individual sites. The
process for applying for a Children’s Residence can be found in the section above, and

the process for applying for a Foster Care Agency licence can be found in the section
below.

Step 1. Start the application and enter basic information

Save

Tip: As you work on your application, click to save your entries. You can open
your draft application at any time and continue worRing on it. See the “continuing to
work on a draft application” section for details.
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1. From the SOR-RL home page, click the i LICENCE APPLICATION module.

2. The Application module appears.

SOR-RL Application

Q Search Applications I New Application

Search for existing Residential Service Licence Application Apply for a Residential Service Licence
Search Applications

My Applications (0] View recently accessed

See dashboard

3. Click . The Notice of collection of personal information page
appears.

SOR-RL Application Notice

Notice of collection of personal information

Information on this form is collected under the legal authority of the Child, Youth and Family Services Act, 2017 and its regulations.
For more information, please contact the Delegated Signing Authority of Licensing within your region.

4. Read the notice then click . The Licence information pe appears.
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SOR-RL Licence Application Licence information
Licence a Applicant E, Residence & t’ Documents é Application
Go to: Go to Operation Go ta: Gaoto!
Steps O Licence 8D GoT TED TBD
: information TBD
Section

»Hide steps
Licence information Orelo
Application [D: Submitted date: Closed date:
.ﬂ.ppli:: ation status: J'-‘c;_w.igngd Licensor: As-_ugnrhd Prqgram Supgn-lsor:
Licence type Regiomn:
Licence type w
Funding type b
Licensing history s i

. b m

Tips: Look at the steps section to monitor your progress.

Symbols indicate the status of each section. A green checkmark o appears after you
go to the next page. It indicates that the information on that page is complete. A red

exclamation mark 0 appears after you go to the next page. It indicates that
information is missing from that page and must be completed before you can submit

the application. The red exclamation mark does not indicate if the information is
correct.

To quicRly go to a step, click the step from the steps section.
To hide the list of steps, click @ Hide steps. To show the list of steps, click @ Show steps,

5. Scroll down to the Licence type section.

Licence type

Please select the Licence type you are applying for: *
Children's Residence Licence Foster Care Agency Licence Staff Model Homes Licence

Preferred language of licence: *
English French

6. Select "Staff Model Homes".
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7. Select the Preferred language of the licence.

8. Scroll down to the Funding type information section.

Funding type ~

Please select the funding type of the Licence you are applying for (Check all that apply): *
O Transfer Payment Recipient
[ Private Operator

Note: If you are applying as an individual, there is only one option.

Funding type A~

Please select the funding type of the Licence you are applying for (Check all that apply): *
™ Private operator

9. Select the funding type information.

10. Scroll down to the Licensing history section.

Licensing history ~
L. ________________________________________________________________________________________________________________________________MJ

I currently have a licence to provide Residential Care pursuant to section 244 of the Child. Youth and Family Services Act, 2017 [Note:
this includes either a licence to operate a Children's Residence or a licence to provide Residential Care, directly or indirectly, to three
or more children not of common parentage in places that are not Children's Residences.]: *

O Yes @ No

I have previously applied for a licence to provide residential care under section 244 of the Child, Youth and Family Services Act, 2017
or its predecessor, the Child and Family Services Act: *
O Yes @ No

The Director previously revoked. suspended or refused to issue or renew my licence to operate a Children's Residence, or to deliver
residential care, directly or indirectly, to three or more children not of commeon parentage in places that are not Children’s
Residences [Note that the second category listed here includes licenses to deliver foster care or to operate staff model homes.]: *
O Yes @ No

| have voluntarily returned my licence to the Ministry because | have ceased operating a Children's Residence or delivering
residential care, directly or indirectly, to three or more children not of commeon parentage in places that are not Children’s
Residences (e.g., a licence to deliver foster care or to operate staff model homes): *

O Yes @& No

Are you operating any sites/agencies other than those listed below? *
C Yes @ No

Item(s) per page{10v]

Licence

expiry
date

Licence L St Licence
cence type e/Agency name status

number |7

9000626 Staff Model WAYS - Staff Model Homes 714 Ygrk ST Street North, London, Deemed to 2023-11-01
Homes Licence Ontario, N5W 258 continue
Children's WAYS Mental Health Support - 345 Sylvan ST Centre North, London, Deemed to

Loc2oo Residence Licence  Sylvan Street Ontario, N6C 4L9 continue TR

11. Answer the licensing history questions.
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12. More questions may appear depending on your answers. All questions are
mandatory and require answers to proceed.

13. Click . The Applicant profile section appears.

Step 2: Review the applicant profile

S0OR-RL Licence Application Applicant Profile

0Licence eﬂ.pplicant @Residence& GDncuments @Applicatinn

Go to: Go ta: Operation Go to: Go to:

O Licence anpplicant Go to: a Supporting Qﬁ.pjlcaticm
information profile O iz Model documents summary
Homes
Information
QDpE's:i:-n

infarmation

P Hide SIEpS

Applicant profile @ Herp

Operating name:

Application status: Dra®t

Licence type: 5taf Model Homes Licence

General information -
Corporation details L4
Head office address b4
Head office mailing address w
Operating name b
Owners of the corporation b
Directors of the corporation w
Officers of the corporation -
Supporting documents L4

BECk Exn m

1. If the Applicant profile page is not on your screen, click the Applicant profile
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link from the steps section.
2. Expand and review all the sections of your profile.

3. If changes are required:

a. Click . This brings you to the Profile module.

b. Make the changes as required and save the changes.
c. Click O SOR-RL . The SOR-RL home page appears.

d. To return to your application, click the i LICENCE APPLICATION module, then
select the draft application from your dashboard. The Application
summary screen appears.

e. To proceed to the next section, click Staff Model Homes Information.

SOR-RL Licence Application Licence Application summary
0 Licence eApplicant 9 Residence & o Documents 6 Application
Go to: Go to: Operation Go to: Go to:
@ Licence O Applicant GO to; @ Supporting O Application
information profile © staff Model documents summary
Homes
Information
© Operation
information

@ Hide steps

Application summary elp

Operating name: NEW SMH APPLICATION #1
Application ID: LA202400021
Application status: Draft

Licence type: Staff Model Homes Licence

Application summary PN
Licence infermation
Applicant profile
Staff Model Homes information
Operation information

Supporting documents

Withdraw Back Exit

4. If changes are not required, click . The Staff Model Homes Information
section appears.

Step 3: Enter the Staff Model Homes Information
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SOR-RL Licence Apgplication

0 Licence

Go Lo

Stall Model Hormes mformalion

9 Applicant Qﬁtsidencr&-

Go Lo

6 Dacuments

@Appli:aliun

Operation Go i Go L
O Licencs © hpphcan Gay e @ cupporting @ spplication
iril o mation 0 511 Model dotuments SUMETArY

Hormes

In Gl

@ Opesation
nlarmation
B Hide sleps

Staff Model Homes information

Operating namoe:
Application ID: LAZ02400026
Application status: Dralt

Licence type: S1all Model Homes Likence

Staff Maodel Hormes infarmation
Operating name: *

Please select... W
Operating Name:
Phane number: *

Ext:

Emaail:

Website:

The Staff Model Homes will be located in the following munidipality: =

M unicipual iy Please select

Staff Model Hormes address

Seaff Model Homas Licence address

I0IR00] |are Building B Streat Marth, Car
{same as Head Office address):

wd, OriLario, L3K SOE

Address could nod be verilied.

Safl Model Hormes mailing address

Same as abowe? *
mYer (CIho

Stafl Model Hormes contacts

Hile inaclive

Date Date
Phone nlimber

activated deactivated ek

Add comtact

Back Cxil
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1. Enter the Staff Model Homes information.

2. Indicate whether the licence mailing address is the same as the licence
address.

3. Add Staff Model Homes contacts.

Note: Staff Model Homes contacts are individuals with oversight of all the Staff Model
Homes sites. At least one contact needs to be added before the application can be
submitted.

4. Once done, press . The Operation information page appears.

Step 4: Enter the Operation Information
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SOR-FL Licence Apglication Operation inlonmalikon

o Licence ehpplicdnt gﬂesident_e& onuumtrﬂs @ippli:aliun

G0 L Go L Operation G et G0 L

Py

O Licence Applicam prodile  Gowo: Supparting -] Application
information 0 sLall Modsal doourments SUMETAry
H =
Inlosmatogn
-] Operation
information

fidde Sleps

Operation information @ ein

Operating name:
Application ID: LAZ02400026
Application status: Dralt

Licence type: S1all Modal Homes Licenca

Prograrm L

Program: *
Full ine [ Part time Reagile

Program description: *

A slall moded hame for children

Age range: *
0O 0w 18 manths Crver 1B manths Lo under 18 years (15 years + 364 days] & 16 years and abowe

Gender: *
E Male Fernale O X

General service categories (Check all that apply): *
O Awtism

O Children's mental health

L riLal services

agram (&g, seclion
speclrum disorder

el alcoh

Inuk or Matis

;e desigration
wualTrarssesualTransgender
gl Comglesx meadical care
wiical aggression

< pile afferad

Cure Lrealrmsaril

-3

xualized Behaviour

subisLance abuge

Trauma and behavioural issues

VU frar BNt resourie Centre

Other

O Other (Identity or Cultural)

Referral sources: *
O F

O Out of Prosince
O Others

Srafl Maodal Horme Sitaes F

Total proposed SLall Model Home Sites: 0

Region Actien

Al SMH Sine
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1. Populate all fields on the Operation Information screen. Press Save.

Add SMH Site

2. Click = The Staff Model Home Site details page opens.

Note: At least two sites must be added to a Staff Model Home licence application. The
following screen must be completed for each individual site to be added to the Staff
Model Home licence. Once the licence is approved, additional sites can be applied for
through the Change Request module.

SOR—EEL Licence Application Operation information Staff Model Home Site details

Staff Model Home Site details

Operating name: NEW SMH APPLICATION #1
Application 1D: LA202400021
Application status: Draft

Licence type: Staff Model Homes Licence

Staff Model Home Site address v
Staff Model Home Site information v
Safe drinking water act v
Staff Model Home Site contacts v
Site description v
Capacity v

Return Save

3. Enter the Staff model Home Site address.
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Seaff Model Home Site address e

Address Search:

a

Address line 1: *
Suite/Unit No.:
Address lime 2:

City/Town: * Province: Postal code: *

4. Users may manually populate the address fields or utilize the predictive
address search field. An address verification mechanism is available.

Note: An address is not required to be verified for it to be saved in the system.

Staff Model Home Site information ~

Site narme: *

Phone number: *

Ext:
Ermail:
Ownership: *
R o
Municipality: Please select b4

5. Enter the site-specific mailing address.

6. Enter the Safe Drinking Water Act information.

Safe Drinking Water Act ~

Is water provided through service connections with a municipal residential water system? *
OYes O No

Add contact

7. Add the Staff Model Home site contacts by clicking
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Staff Madel Home Site contacts i

Hide2 inaciive

Mame IF Role Phone number Date Date Email Action

M conLact

Note: Enter the onsite residence contact for the staff model home site.

8. The Residence contact details page appears.
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Residence contact details © Help

Contact information

First name: *
Last name: *
Role: *
Phone number: *
Ext:
Mobile number:
Email: *
Date activated: *

Status: Active

Deactivate

Date deactivated: *

Deactivation reasons:

Return Save

Save

9. Enter the contact information and click

Return

10. Click ————. The contact name appears in the table.
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Staff Model Home Site contacts ~

Hide inactive
Date Date )
Phone number Email

activated deactivated

Name, Staff Supervisor 3332221111 2024-04-04 staff.name@staffmodelhomes.com T

Add contact

11. Repeat steps for all site contacts.

12. Enter the site description details, brief description of premises and brief
description of clients served.

Site description

~
Brief description of premises: *
Brief description of clients served:
|
(0735 ]
13. Scroll down to the Capacity section. Add the proposed capacity of the
licence.
Capacity -~
Proposed capacity (Total number of beds): * Room size unit of measurement:
® Metre © Inch © Feet
Room name Room size Number of beds Age range Gender Floor Action
Add

Note: The capacity of any site applied for in a Staff Model Home licence cannot exceed
two.

) Add
14. Click

. The Room information page appears.
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Room information QHelp

Room information

Room name: *

Room size unit of measurement: *
® Metre O lInch O Fest

Room size: *
X

Number of beds: *

Age range: *
[0 0 to 18 months

Gender: *
O Male [ Female

Floor: *

Please select v

Return Save

Return

15. Enter the room information and click " Click . The room appears
in the table.

Capacity ~

Proposed capacity (Total number of beds): * Room size unit of measurement:
5 ® Metre Olnch O Feet

Room name Room size Number of beds Age range Gender Floor Action

Male 5x4 1 16 years and above Male First floor o

Add

Note: The room size is converted to metres. To view the room size in a different unit of
measure, select the unit of measure from the top of the table.

16. Repeat steps for each room.
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Save & nex
17. Click . The Supporting documents page appears.

Step 5: Upload supporting documents

Note: You must upload the mandatory supporting documents with your application.
Other documents can be added after submission but will be required before your
licence is issued.

1. If the Supporting Documents page is not on your screen, click the Supporting
Documents link from the steps section.

0 Licence enpplicant 0 Residence & 0 Documents enpplicatinn

Go ta: Go to: Operation Gotor Goto:
© Licence © 4pplicant profile  Go to: O supporting © spplication
information © staff Model documents summary
Homes
Information
© Operation
information

@ Hide steps

Supporting documents Oelp

Operating name: NEW SMH APPLICATION #1
Application I1D: LA202400021
Application status: Draft

Licence type: Staff Model Homes Licence

Upload document for multiple sites

Mandatory documents prior to submission A

Filter by type:
Please select... “ Apply filter Clear filter

Item(s) per sage:

ONot uploaded documents

Submitted
date

Document type File name

443

Zoning approva Upload
Quebec 5t
24 Abbott

Zoning approval - Upload
123 ABC

Zoning approva Upload

Street

2. Upload the documents. For details, see the Working with Supporting
Documents section, including the Uploading a document to multiple sites
under one licence section.
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3. Click . The Application summary page appears.

Step 6: Review and submit

1. If the Application summary page is not on your screen, click the Application
summary link from the steps section.

SOR-RL Licence Application Licence Application summary
0 Licence 9 Applicant e Residence & o Documents 6 Application
Go to: Go to: Operation Go to: Go to:
© Licence © Applicant Go to: © Supporting © Application
information prafile © Staff Model documents summary
Homes
Information
© Operation
information

@ Hide steps

Application summary O Help

Operating name: Maple Star Service Staff Model Homes

Application ID: LA202400026 Submitted date: 2024-03-29 Closed date:

Application status: Incomplete Assigned Licensor: Clarke, Laura Assigned Program Supervisor: Clarke,
Laura

Licence type: Staff Model Homes Licence Region: West

Application summary A~

Licence information

Applicant profile

Staff Model Homes information
Operation information
Supporting documents

Declaration & consent

History of Ministry/Applicant comments @ -~

Comments to the Ministry:

Adé

Withdraw Back Exit

2. Review the information in the summary.

Tip: To see information under a blue heading, click the sub-heading. To edit the
information, click the heading in the steps section.
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3. To withdraw the application click

Withdraw

. A confirmation window appears.

To continue click “ To cancel the withdrawal, click "

Submit
4. Click - The system reviews your entries and verifies that the
mandatory information/documents are completed.

5. If there is an error, a description of the error/omission appears at the top of

the page.

Supporting docurnents

@ Before you can submit this application, required information in the following screen{s) must be provided:

0 Licence e Applicant 6 Residence &

Go to: Go 1o Operation
© Licence © Applicant Go to:
information profile © Residence
information
© Operation
information
@ Hide steps

e Documents

Go to:
@ Supporting
documents

e Application

Go ta:
© Application
summary

Application summary @ il
© There are some errors on the page
0 Please upload all required documents before you submit the application.
Zoning approval
0 Licence @ Applicant 9 Residence & e Documents 6Application
Go to: Go to: Operation Go to: Go to:
© Licence © Applicant Go to: © supporting © Application
information profile © Residence documents SuUmmary
information
© Operation
information
@» Hide steps
Supporting documents B i

6. The error message displays the names of the pages that contain errors.
When you go to that page you will see a detailed list of errors or missing
information on that page that need to be addressed.
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SOR-RL Licence Application Applicant Profile

© There are some errors on the page

O Please add at least one active Director in the Profile page.

@ Please turn ON following for either one Director or Officer in the Profile madule: Authorized to receive Ministry communications on behalf of
the Licensee

O Please specify at least two Signing Authorities in the Profile page.

© At least two supporting documents regarding operator suitability (i.e. CV, resume) for an active officer/director should be uploaded in the
Applicant Profile.

0 Licence eApplicant 9 Residence & 0 Documents e Application

Go to: Go to: Operation Go to: Go to:
O Licence @ Applicant Go to: © Supporting © Application
information profile O Staff Model documents summary
Homes
Information
@ Operation
information

@ Hide steps

Applicant profile Oelp

Operating name: Maple Star Service Staff Model Homes

Application ID: LA202400026 Submitted date: 2024-03-29 Closed date:

Application status: Incomplete Assigned Licensor: Clarke, Laura Assigned Program Supervisor: Clarke,
Laura

Licence type: Staff Model Homes Licence Region: West

Update Profile

7. If the information is complete, a confirmation message appears. Click “

8. The Declaration & consent page appears.
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0 Licence e.ﬂ.ppl cant e Residence & Documents e Application

Go Lo

O Licere -ﬁ||| aril & suppon g :ﬂ': CALIN
il orraLion proafile docurments STy
b Hide s1eps
Declaration & consent @ e

Name of Children's Residence: ADC I

- ]

Application status: Dralt

Licemsce type Children's Residence

Declaration & consent

-~
The applicant certifies that the information supplied in support of this application is true, correct, and complete
agres disagres
Artestation as prescribed in 5. 79 of Ontario Regulation 156/18 under the CYFSA
, Deb Dddd, attest that | have nat been conscied of Lhe Tollowing olfences under Lhe Criminal Code [Canadal, a5 presdoibed in &,
79 of Ontario Regulation 156418 under the CYFA:
L aeckion 157 (sexual inlerlerence)

sl empdoil s

1
2. Seclion 15
3

. Sedtion 16 KR chile [RIEER IR e ':.':
4. Seclion ol e S 10 provide necessanes)
5. SecLinre 231 oo 235 {rivurder)
6. Section
7. Seclion » Carmnil murder)
8, Seclion d Saxual a5caull)
3. Section 27 irg of a person under Lthe age of aighteen years)
10, Subsection 272002 [2) (matarial banelit - wralTicking)

Dk LCxill

9. Read the Declaration and consent, then answer the questions.

Note: An executive officer of the corporation who has authority to bind the corporation
must complete the attestation. The declaration and consent must be signed by an
officer of the agency that has the authority to legally bind the applicant, for example
an executive director, The application can be completed by another individual with
appropriate access in the system, however for the required individual to complete the
consent and declaration they must first access the application and select the “assign to

me" button at the bottom of the summary page. Please see the "Assign to Me" section
for further details.
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Confirm
10. Click - . A Confirmation message appears.

a0R-RL Licence Application L ondirmation

Confirmation @ iy

MName of Children's Residence: ABC Inc.
Application iD: LAZ01200002
Application status: Under Minislry

TEVIEN
Licence type Chuldren’s Residence
[ e

NUE0 Sl gl

Back Lo module dashboard

11 CliCk‘ Back to module dashboard ‘

12. The application appears in the submitted section of your dashboard with a
status of “Under Ministry review".

Submitted @

~
Item(s) per page:
Application ) " . Assigned Submitted )
D Licence type Site/Agency name Status Region Licensor date IF Action
Staff Model Under
Maple Star Service Staff Mod
LA202400026  Homes elipoze:r eIVIce STt Vod inistry West Clarke, Laura  2024-03-29 Select
Licence review

Submitting a Foster Care Agency Licence Application

The instructions in this section are for a Foster Care Agency application only. For

instructions on submitting a Children's Residence or Staff Model Home application,
reference the previous two sections.

Step 1. Start the application and enter basic information

Save

Tip: As you work on your application, click to save your entries. You can open
your draft application at any time and continue working on it.

1. From the SOR-RL home page, click the li LICENCE APPLICATION module.
The Licence Application module appears.
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SOR-RL Application

Q search Applications B New Application

Search for existing Residential Service Licence Application Apply for a Residential Service Licence
Search Applications New Application
My Appﬁcations (0] View recently accessed

See dashboard

2. Click . The Notice of collection of personal information page
appears.

SOR-RL Application Motice

Notice of collection of personal information

Information on this form is collected under the legal authority of the Child, Youth and Family Services Act, 2017 and its regulations.
For more information. please contact the Delegated Signing Authority of Licensing within your region.

3. Read the notice then click . The Licence information pe appears.

SOR-RL Licence Application Licence information
Licence Applicant Residence & ) Documents é Application
Go to: Go o Operation Go to: Go to!
StEpS O Licence TED Go 1o TBD TBD
Section information TBOD

»Hide steps
Licence information Otielo
Application ID: Submitted date: Closed dare:
Application status: Assigned Licensor: Assigned Program Supervisor:
Licence type Region:
Licence type W
Funding type W
Licensing history b
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Tips: Look at the steps section to monitor your progress.

Symbols indicate the status of each section. A green checkmarR o appears after you
go to the next page. It indicates that the information on that page is complete. A red

exclamation mark 0 appears after you go to the next page. It indicates that
information is missing from that page and must be completed before you can submit
the application. The red exclamation mark does not indicate if the information is
correct.

To quicRly go to a step, click the step from the steps section.
To hide the list of steps, click @ Hide steps To show the list of steps, click @ Show steps,

4. Scroll down to the Licence type section.

Licence type -

Please select the Licence type you are applying for: *
O Children’s Residence (O Foster Care Agency

Preferred language of Licence: *
O English O French
5. Select “Foster Care Agency”.

6. Select the Preferred language of the licence. The page expands.

7. Scroll down to the Funding type information section.

Capacity ~
Proposed capacity (Total number of beds): * Room size unit of measurement:
¥ Metre Inch Feet
Room name Room size Number of beds Age range Gender Floor Action
Add

Note: If you are applying as an individual, there is only one option.
Funding type A

Please select the funding type of the Licence you are applying for (Check all that apply): *
¥ Private operator

8. Select the funding type information.
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9. Scroll down to the Licensing history section.

Licensing history ~
b

| eurrently have a licence to provide Residential Care pursuant to section 244 of the Child, Youth and Family Services
Act, 2017 [Note: this includes either a licence to operate a Children’s Residence or a licence to provide Residential
Care, directly or indirectly, to three or more children not of common parentage in places that are not Children’s
Residences.]: *

@ Yes © No

I have previously applied for a licence to provide residential care under section 244 of the Child, Youth and Family
Services Act, 2017 or its predecessor, the Child and Family Services Act: *
@¥es @ No

The Director previously revoked, suspended or refused to issue or renew my licence for a Children's Residence or to
provide residential care under the authority of a licence: *
@ Yes © No

I have voluntarily returned my licence to the Ministry to close my Children’'s Residence or Foster Care Agency: *
2 Yes © No

Are you operating any sites/agencies other than those listed below? *
Yes © No

Licence number |F Licence type Site/Agency name Address Licence status Licence expiry date

Mo other Licence is held.

10. Answer the licensing history questions.

11. More questions may appear depending on your answers. Be sure to answer
all the questions.

12. Click . The Applicant profile page appears.

Step 2: Review the applicant profile
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S0R-RL Literice Aggdic stmin Applicant prafile

o Licence a.ﬂ.ppl::dnt
|_-'| L (=i 1

€ Lcarce Gﬁ.ppliu nt
Al orrmaliod profile
A Hidhe sleps

Applicant profile

Marme of Foster Care Agency:
Application 1D: LAZ0T303003
Application status: Dralt

Licence type Foslar Care Agendy

Upeate Prafile

General information
Carporation details

Head office addres

Head affice rmailing address
O raling narme

Orwners of the corparation
Directors of the corparation
Officers of the corporation

Supporting documents

6 Residence & ﬂ Documents @ Application

Operation =t L GaLo:

Go L “5..::|.:x-|'::l'__', & s ppication
Fosier Care docurnents SUrMary
AgpEncy
rforrmation

O Operation
rformation
Back

Ontario @

8 Halp

1. If the Applicant profile page is not on your screen, click the Applicant profile
link from the steps section.

2. Expand and review all the sections of your profile.

3. If changes are required:
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a. Click ““™*  The Profile page appears.
b. Make the changes as required.
c. Save the changes.

Exit

d. Click

. The SOR-RL home page appears.

e. Toreturn to your application: Clicki LICENCE APPLICATION thon select the
draft application from your dashboard.

Return

4. Click . The Foster Care Agency information page appears.

Step 3: Enter the Foster Care Agency information

SOR-RL icence Applicatiorn Fostar Care A senicy inform

ot.il:ence a Applicant 9 Residence & 0 Documents e.ﬂlpphtdllun

Go Lo ﬂplﬂdilﬂl
O Licence © raplican
i) prodile

g LI i 9 pplica

|I".‘I:|' (51

@ Hide dlep

Foster Care Agency information @iy

Mame of Foster Care Agency:
Application Dz LAZD1 200003
Application status: Drafl
Licence type Fosler Care Agency

I
Foster Care Agency inforrmation
DOffice address b
Foster Care Agency mailing address

Same as: *
lead olfice address Lead ollce addres

Q
s

1. If the Foster Care Agency information page is not on your screen, click the
Foster Care Agency information link from the steps section.
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2. Scroll down to the Foster Care Agency information section.

Foster Care Agency information

Prefix: Operating mame: * Suffis

Pleaze select... w

Name of Foster Care Agency:

Phone number: *

Ext

Email:
Website:

The Foster Care Agency is located in the following municipality: #

Municipality: Pleaze select e

3. Enter the Foster Care Agency information.

4. Scroll down to the Office address section.

Office address

Please identify all office supporting this program:

Address Region Lead office

Add address

5. Click . The office address page appears.

Action

Add address
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Office address details © Help

Address Information A~

Municipality: *

Please select... v

Address Search:
Q

Address line 1: *
Suite/Unit No.:

Address line 2:

City/Town: * Province: Postal code: *
Ontario

Verify address

Email:

Phone number: *

Ext:

Is this the lead office?
OYes ®No

Return Save

6. Users may manually populate the address fields or utilize the predictive
address search field. An address verification mechanism is available.

Note: An address is not required to be verified for it to be saved in the system.

Save

7. Enter the office address information. Click

Return

8. Click . The office appears in the table.

9. Be sure to list all office addresses that provide support/supervision to the
foster care agency.

10. Scroll down to the Foster Care Agency mailing address section.
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Foster Care Agency mailing address

Same as: *

2 Head office address O Lead office address O Ocher

11. Select/enter the Foster Care Agency mailing address information.

12. Click . The Operation information page appears.

Step 4: Enter the operation information

SOR-RL Licence Application Operation information

0 Licence 9 Applicant e Residence & e Documents @ Application

Go tor Go to Operation Goto: Go to:
@ Licence @ Applicant Go to € Supporting @ Application
information profile & Foster Care documents summary

Agency
information

© Operation
information

@ Hide steps

Operation information

@ Help
Name of Foster Care Agency: Wy Inc.
Application ID: LA2071500003
Application status: Draft
Licence type Foster Care Agency
Operation information v

If the Operation information page is hot on your screen, click the Operation
information link from the steps section.

1

2. Enter the Operation Information.
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Operation information L)

Proposed number of foster homes:
Proposed number of foster children:

Please provide information on classification and planned utilization of foster homes under the authority of the
licence:

General service categories (Check all that apply): *
Children’s memntal health

Complex medical care

Developmental services

French langusge designation

Fetal alcohol spectrum disorder

Problemiatic substance abuse

Integrated service for indigenous children and youth
Secure treatment

Medically fragile/Techinologically dependant andfor palliative
Respite offered

Trauma and behavioural issues

foung parent resource Centre
Lesbian/Gay/BisexualTranssexualTransgender senvices
Educational program {e.g.. section 23 classrooms)
Prowincial anti-human trafficking coordinadon office
Indigenous health and wellness branch

Cultural needs

Others

OoOoOooOooOoOoooOooooood

- -
3. Click . The Supporting documents page appears.

Step 5: Upload supporting documents
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SOR-RL Licence Application Licence Application Supparting Documents

0 Licence 9 Applicant 9 Residence & 0 Documents 6 Application

Go to: Goto: Dperation Go to: (o to:
© Licence © Applicant Go to: © Supporting O Application
information profile © Foster Care documents SUMIMary
Agency
information
© Operation
information
PrHide steps
Supporting documents Oren

Name of Foster Care Agency: Wy Inc.
Application ID: LA201500003
Application status: Draft

Licence type Foster Care Agency

Supporting documents

Upload additional docurment

Back Exit

If the Supporting Documents page is not on your screen, click the Supporting
Documents link from the steps section.

2. Upload the documents. For details see the Working with Supporting
Documents section.

Note: There are no mandatory documents required with your application. Documents

can be added after submission, but documents must be uploaded before your licence
will be issued.

3. Click . The Application summary page appears.

Step 6: Review and submit
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SOR-RL Licence Application Licence Application summary
0 Licence 9 Applicant 9 Residence & O Documents e Application
Go to: Go o Operation Go to: Go ra:
O Licence @ Applicant Go to: & Supporting O Application
information profile O Foster Care documents summary
Agency
information
© Operation

information
&> Hide steps

Application summary O e

MName of Foster Care Agency: Wy Inc.
Application ID: LAZ207900003
Application status: Draft

Licence type Foster Care Agency

Application summary e
Licence information
Applicant profile
Foster Care Agency information

Operation information

Supporting documents

‘Withdraw Back Exit

1. If the Application summary page is not on your screen, click the Application
summary link from the steps section.

2. Review the information in the summary.

Tip: To see information under a blue section sub-heading, click the sub-heading. To
edit the information, click the heading in the steps section.

3. To withdraw the application:

Withdraw

4. Click -

5. A confirmation window appears.

6. To continue click n To cancel the withdrawal, click "
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7. Click . The system will review your entries and verify that the
mandatory information/documents are completed.

8. If there is an error, a description of the error/omission appears at the top of
the page.

i @ Before you can submit this application, required information in the following screen{s) must be provided:

i Foster Care Agency Information

o Licence @ Applicant @ Residence & o Documents @Applicatiun

Go oo Go to: Operation Go oo Go to:

@ Licence © Applicant Go oz @ Supporting @ Application

information profile © Foster Care documents SUMMary
Agency
infarmation
@ Operation
infarmation

drHide steps
Application summary O telp

SOR-RL Licence Application Foster Care Agency information

© There are some errors on the page

o Licence 9 Applicant 9 Residence & 9 Documents 6 Application

Go to: Go to: Operation Go to: Go to:
@ Licence © Applicant Go to: © supporting © Application
information profile © Foster Care documents summary
Agency
information
© Operation
information

@ Hide steps
Foster Care Agency information © Help
9. The error message displays the names of the pages that contain errors.

When you go to that page you will see a detailed list of errors or missing
information on that page that need to be addressed.

10. If the information is complete, a confirmation message appears.

11. Click “ The Declaration & consent page appears.
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Declaration & consent © Help

Mame of Foster Care Agency: Wy In
Application 1D: LAZ01300003
Application status: Dralt

Licemsce type Foster Care Agend

Declaration & consent
-~
Under Ontario Regulation 156/18 under the Child Youth and Family Services Act, 2017, "Foster Care licensee” means a
licenses who provides residential care, directly or indirectly, for three or more children not of commaon parentage in one
or mare homes in which parent model Foster Care is provided. | confirm that parent model Foster Care will be provided
by not more than two adults on a continuous basis
TES e

The applicant certifies that the information supplied in support of this application s true, correct, and complete

Jar s ditagyps
agres [T

Artestation as prescribed in 5. 79 of Ontario Regulation 15671 & under the CYFSA

, Deb Dddd, attest that | have nal been comacted of Lhe Tollowing offences under Lhe Criminal Code [Canada), as presoibed in 5.
79 of Cmiario Regulation 15601 E urder the OFRA:

1. Section 151 (sexual interierence]

2. seclion 153 {sexual explaitation

A, Section 1631 fmakis B chil PO IO S

4. Section 215 (duly of persons o pravide necessanses)

5. Secliors 229, 230, 231 o 235 [rwrder)

& Se 3 (infanticide)

i

a

. Seclil AELETIpL L Cormamil mwrder)
vated saxnal assaull)
irg of & person under Lhe age of aighiean years)

b . a3 T i I ol .
L S0DsEcion o200 S [kElErnd banelit - walli =N

12. Read the Declaration and consent, then answer the questions.

Note: An executive officer of the corporation who has authority to bind the corporation
must complete the attestation. The declaration and consent must be signed by an
officer of the agency that has the authority to legally bind the applicant, for example
an executive director, The application can be completed by another individual with
appropriate access in the system, however for the required individual to complete the
consent and declaration they must first access the application and select the “assign to
me" button at the bottom of the summary page. Please see the "Assign to Me" section
for further details.

Confirm
13. Click - . A confirmation message appears.
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SOR-RL Licence Application Confirmation

Confirmation O Help

Name of Foster Care Agency: Wxy Inc.
Application ID: LAZ01900003

Application status: Under Ministry
review
Licence type Foster Care Agency

Submitted successfully

Back to module dashboard

14. Click =~ FHemeE====¢ The application appears in the submitted section of

your dashboard with a status of “Under Ministry review".

Submitted €3 A

ltern(s) per page: [10 7 |
Application Licence

Assigned  Submitted
Site/Agency name Status Region = Action
(1] type Agency Licensor  date |7
Foster Under e
LA201900003  Care Whay Inc. Ministry Toranto Deor:' 20181208 Select
Agency review 5

Continuing to work on a draft application

A draft application is an application that has not been submitted. The ministry
cannot view a draft application.

1. Click the l& LICENCE APPLICATION module. The Applications module
appears.
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SOR-RL Application

Q search Applications I New Application

Search for existing Residential Service Licence Application Apply for a Residential Service Licence
Search Applications New Application

My Applications € View recently accessed

See dashboard

Action required ) v
Submitted ) v
Ministry decision ) v

2. Expand the Action required section. A table appears showing draft
applications.

Action required A

LAZ01900021  Cridren's Draft Select

Residence

Selec
3. Click : . Continue updating the application.

Viewing a submitted application

Once an application has been submitted, the applicant is unable to edit the
information submitted, unless additional information or revisions are requested by
the ministry.

Although information cannot be edited unless requested by the ministry, at any time,
you can:

e Upload supporting documents that have not been marked as “Not required’
or “Satisfactory" by the ministry or documents that have been marked as
‘Pending Revision”.

e Update the Owner, Director, Officer information in the Profile module.

e Withdraw the application.
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1. Click the‘ LICENCE APPLICATION 5 qule. The Application module appears.

SOR-RL Application

- - b - -
Q Search Applications I New Application
Search for existing Residential Service Licence Application Apply for a Residential Service Licence
Search Applications
My Applications (1] View recently accessed
Hide dashboard
Action required ) v
Submitted ) v
Ministry decision ) v

2. Under the dashboard, expand the Submitted section.

Submitted E) ~

lrem(s) per page: [1o |

Site/Agency name
Foster Under e
LA201900003  Care Whoy Inc. Ministry Toranto Debr:a 2015-12-06 Select
Agency review
Under
Children’ T
LAZ01900002 - o o"'*  ABCInc. Ministry  Teronto vk 20191205 | Select
Residence aia Debra

ele
3. Click Ml . The Application summary page appears.
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SOR-RL Licence Application Licence Application summary

® Application summary ®Supporting documents

Application summary O elp
Name of Children’s Residence: AEC Inc,

Application 1D: LAZ201900002 Submitted date: 2019-12-05 Closed date:

Application status: Under Ministry Assigned Licensor: Assigned Program Supervisor:

review

Licence type Children's Residence Region: Toronto

Application summary -~

Licence information
Applicant profile
Residence information
Operation information
Supporting documents

Declaration & consent

Withdraw Exit

4. To see the contents of a section, click the blue section heading.

Exit

5. Click

Revising/editing a submitted application

A submitted application cannot be revised or corrected unless the ministry changes
the status of the application to “Incomplete’. Contact the ministry to change the
status. Once the status changes, you will see it in the dashboard.

Action required ) ~

Item(s) per page: E1D T

licati Li . Assigned Submitted
Application icence site/Age na : ign u ml= e
D type - Licensor date I
Children's rst,
LA201900002 ; ABC Inc. Incomplete  Toronto Q ; 201%-12-05 Select
Residence Debra

1. Open the application with the status “Incomplete”.

2. From the Application Summary page, scroll down to the History of
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9.

10. The application status changes back to “Under Ministry Review".

Ministry/Applicant comments section and read the ministry comment.

History of Ministry/Applicant comments @ ~

Date
ELLEL] Added by

=

Please check the expiry date. 201512 Qrst.
06 08:56 )
Debra(Licensor)
AM

Comments to the
Ministry:

Add

Withdraw Back Exit

Make the changes required. Save the changes.

Click Application Summary. The Application Summary page appears.

If required, add a note back to the ministry then click .

Submit
Click . The Declaration and Consent page appears.

Read the declaration and consent, then answer the questions.

Confirm
Click- . A Confirmation message appears.

Back to module dashboard

Click

Withdrawing a draft or submitted application

1

Open the application. The Application summary page appears.
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SOR-RL Licence Application Licence Application summary

® Application summary *® Supporting documents

Application summary O clp
Name of Children's Residence: AEC Inc,

Application ID: LA201900002 Submitted date: 2019-12-05 Closed date:

Application status: Under Ministry Assigned Licensor: Assigned Program Supervisor:

review

Licence type Children's Residence Region: Toronto

Application summary
Licence information
Applicant profile
Residence information
Operation information
Supporting documents

Declaration & consent

Withdraw Exit

2. Click "™ A confirmation message appears.

3. Click “ to continue.

Withdraw Application

Reason for withdrawal: *

Please select... b4

OK Cancel

4. Select the reason for the withdrawal.

5. Click “

Decision notification

You will be notified by email when a decision is reached. You will also see the
decision in the Ministry decision section.
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SOR-AL Licence Application

Licence Application

Q. Search Applications

Search for existing Residential Service Licence Application

Search Applications

My Applications @

See dashboard

Action required p

Submitted )

Ministry decision g

eece SitefAgency name

type

LAZ01900002 CTAMEM'S  eCinc.
Residence

Foster
LAZD1500003  Care Wy Inc.
Agency

@ Help
B New Application
Apply for & Residential Service Licence
Wiew recently accessed
b
W
-

lternis) per page: |10 ¥ |

decision
date |F
Starr,
Approved  Toron ' 20191211 | Seleet
pprove oronto s
Apcted ocns 20191211 | Select
ep : Debra Z
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Working with supporting documents

There are several areas in SOR-RL where you can upload and edit documents. The
process is documented here for reference.

Note: The following types of files can be uploaded: graphic (gif, joeg, png. pdpf),
documents (pdf, rtf, doc, docx, plain text, ppt), and spreadsheets (xls, x(sx).

Note: If the document is larger than 10MB, it must be split it into smaller files and
uploaded separately. Consult with the ministry if you have questions about large files.

Note: Do not email documents to the ministry. All communication with the Ministry
regarding a licence must be done through SOR-RL. The system notifies recipients of all
correspondence and action items. SOR-RL automatically saves communication.

You can upload documents itemized in a list, or, in some cases, you can upload an
additional document.

Uploading a document from a list

The documents contained in the supporting documents list depend on the module
(Licence Application, Director's approval, etc.) and licence type. The list may be
divided into mandatory documents, documents required prior to submission, and
other mandatory documents.

Note: If the document status of a mandatory document is “Submitted’, no further
updates can be made. For non-mandatory documents, revised documents may be
submitted after the initial submission.

1. Open the application/licence. The summary page appears.

. O supporting ,
2. Click ® Supporting documents or - documents . The Supporting documents page

appears.
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0 Licence 9 Applicant 9 Residence & 0 Documents @ Application

Go to: Go to: Operation Go fo: Go to:
& Licence O Applicant Go to: 0O Supporting 0 Application
infarmation profile O Residence documents summary
information
O Operation
information
*Hide steps

Supporting documents ©Hein

Mame of Children's Residence:
Application ID: LA201500021
Application status: Draft

Licence type Children's Residence

Mandatory documents prior to submission

item(s) per page10 ¥ |

= Submitted Expiry
D t typel¥ Fil T Status Actl

oEumen e name ype e ke on
Zoning approval Upload
Other mandatory documents -

Itemis) per page:llf

= i

Document typel ¥ File name Type Status Submitted date :-';I:;!" Action
Written evidence of

consultation with

community facilities and

i . : Does not
services that will provide 1 Upload
4 : expire

services to the residents to

be served by the children's

residence.
Policies o e

Staff palicies and = '-rE" = Upload
procedures £t _—

Partial page example of a Supporting Documents page from a Children’s
Residence application
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Supporting documents

Mame of Foster Care Agency:
Application ID: LAZ01920624
Application status: Draft

Licence type Foster Care Agency

Supporting documents

Document typelF File name Type
» Policies
Supervision and support of .
foster parent{s)
procedures
. Policies
Serious Occurrences-
reportin poil
E 5 procedures

Resident arientation/intake
package

Submitted date

e Help
A

Item(s) per page:

Expiry
Acti

date e
Does
not Upload
expire
Does
not Upload
expire
Does
not Upload
expire

Partial page example of a Supporting Documents page from a Foster Care

Agency application.

Tip: To quicRly identify the documents that have not yet been uploaded, click on the
Status column header to sort the list and move the documents that have not been

uploaded to the top of the table.
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Licence type: Staff Model Homes Licence

Upload document for multiple sites

Mandatory documents prior to submission v

Other mandatory documents ~

Filter by type: v
Please select... Apply filter Clear filter

[BUCIRTEILELELE.  Please select...

24 Abbott St ltem(s) per Page:

443 Quebec 5t
Policy and procedure

Expiry

date Action

Document typelf File name Type Status Submitted date

Written evidence of consultation

with community facilities and

) - . 24 Abbott Does not
services that will provide services ) Upload
St expire
to the residents to be served by
the Staff Model Homes.
Written evidence of consultation
ith ity faciliti d
wi .commum Iy aci |‘|e5 an _ 65 S
services that will provide services ) Upload
Quebec St expire
to the residents to be served by
the Staff Model Homes.
Policies D ;
0es No
Staff policies and Upload
expire
procedures
St el Test Doc for 24 Abbott Does not Select
P SORRL.docx St expire
Site plan Test Doc for 443 Does not -
P SORRL.docx Quebec St expire

Partial page example of a Supporting Documents page from a Staff Model
Home.

Tip: To quickly navigate the documents for a Staff Model Home licence, the user can
filter by site/document type or documents that have not yet been uploaded.
Additionally, columns can be filtered by clicking on the column header for example
“Type" or "Status” or "‘Document Type".

Upload Select

3. Click or

Note: See the section below for how to upload one document to multiple sites (for Staff
Model Homes only).

4. The Upload supporting document page appears.
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Upload supporting document O
Upload supparting document ~
T [lloesineg lile types are Supgrared
= Graphics: gil, jpeg, pog. pdf
" i 15 pdr, ril, doc, docs, plain texl, ppt
" Epee ey ks, xlEx
Document type: Incarparabon documenls
Comments:
0/ 56 |
lssue date m
File: *
Ibn il s e
File name Uploaded by Date uploaded Action
W dbala exisls
Returm Save
The page may look different depending on the type of document being
uploaded.
5. You can enter a description of the document in the Comments field.
6. Select the Issue Date of the document if applicable.
7. Click SAreest Hls . The Choose File to Upload page appears.
@ Open e
1+ B > ThisPC > Desktop v Q|  Search Desktop R
Organize ¥ New folder = » [
W This PC i - Date modified Type s
2B 3D Objects 12/08/2016 1:03 PM  Microsoft Excel W...
[ Desktop 12/16/2016 11:07 .. Microsoft Word D...
Documents 12/16/2016 11:07 ..  Microsoft Word D...
& Downloads 12/16/2016 11:07 ..  Microsoft Word D... o
K Bdieie e 2
File name: | ~| [ Fites -

Open I Cancel
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8. Select the document and click = @pen

9. Click ™ . The file name appears in the table.
Upload supporting document O elp
Upload supperting document ~

The following file types are supported:
= Graphics: gif, jpeg, png, pdf
* Documents: pdf, rtf, doc, docx, plain text, ppt
» Spreadsheets: xls, xlsx

Document type: Proof of inspection of fire alarm systems and fire extinguishing equipment

Comments:
EED
Issue date
File: *
Browse...
File name Uploaded by Date uploaded Action
Doc 2.docx Cee, Dee (Registered User) 2015-08-20 Remawve

Return Save
10. Click . A confirmation message appears.

11. Click n The document appears in the Supporting documents page
with the status of “Submitted”.

Submitted date Expiry
I date

Document type File name

Written evidence of
consultation with
community facilities and

D T
services that will provide Doc2.docx Submitted  2019-10-10 e Select

expire
zervices to the residents P
to be served by the
children’s residence.

Note: Once a mandatory document has been uploaded and submitted to the ministry
for review, further updates cannot be made.
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Uploading a document to multiple sites under one
licence (Staff Model Homes only)

For staff model homes licensees, supporting documents can be uploaded at either
the licence level (e.g. policies and procedures), to an individual site (e.g. drinking
water system report or site plan), or to multiple sites at one time (e.g. resident
orientation intake package). Licence level documents are only required to be
uploaded once and apply to the entire licence, not to an individual site.

Please refer to the previous section for instructions on uploading individual
supporting documents.

Where the same document may apply to multiple sites, (e.g. zoning approval) the
licensee may submit one document and apply it to multiple sites at one time.

1. From the supporting document screen in the applicable module. Select the
‘Upload document for multiple sites” button.

SOR-RL Licence Application Licence Application Supporting Documents

Supporting documents el

Operating name: NEW SMH APPLICATION #1
Application ID: LA202400021
Application status: Draft

Licence type: Staff Model Homes Licence /

Upload document for multiple sites

Mandatory documents prior to submission v
Other mandatory documents v
Upload additional document for multiple sites Upload additional document

2. Select the applicable document type and each site that this uploaded
document applies to from the drop-down menus.
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Upload supporting document for O elp
multiple sites

Upload supporting document for multiple sites -~

Document type: * Evidence that the municipalities and school boards in the area where the Staff Mod s 1

Type: * Please select... M

Rl > rbbort st
The following file types 4 443 Quebec St

»  Graphics: gif, jpeg, png, pdf
Documents: pdf, rtf, doc, docx, plain text, ppt
»  Spreadsheets: xs, xlsx

Comments:
Issue date: ]
File: *

Choose File | No file chosen
No file chosen

File name Uploaded by Date uploaded Action

No data exists.
Return Save

3. Upon clicking the “save" button (or ‘submit’ where available, see note below),
the uploaded document will be copied to each of the selected sites.

Note: If the user saves a document to multiple sites, but navigates away from this page
prior to selecting “submit’, they cannot return to this page to update or submit the
documents at a later date. In this instance, the document would have to be updated or
submitted individually for each selected site, or submitted to the ministry when the
application is submitted.

This functionality is also available for uploading an additional document type.
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SOR-RL Licence Application Licence Application Supporting Documents

Supporting documents Oelp

Operating name: NEW SMH APPLICATION #1
Application 1D: LA202400021
Application status: Draft

Licence type: Staff Model Homes Licence

Upload decument for multiple sites

Mandatory documents prior to submission

v

Other mandatory documents v
Upload additional document for multiple sites Upload additional document

Back Exit Next

Note: Policies and procedures are uploaded once and apply to the whole licence. See

previous section for steps to complete. They cannot be assigned to an individual or
multiple sites.
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Uploading a document that is not in the supporting
document list

If the item (Licence Application, Director's approval, etc.) status is “Draft” or

Upload additional document

‘Incomplete’, there will be an button on the Supporting
Documents page. This button allows you to upload other documents.

Supporting documents

1. From the application/licence, click . The Supporting

documents page appears.
. Upload additional document .
2. Click . The Upload supporting document page appears at
the bottom of the page.

Upload supporting document ©rep

Upload supporting document -~

The following file types are supported:
Graphics: gif, jpeg, png, pdf
Documents: pdf, ref, doc, doox, plain text, ppt
Spreadsheets: xIs, xisx

Document type: *

Comments:
Issue date @
File: #
Mo file chosen
File name Uploaded by Date uploaded Action
Mo data exists.
Return Save

3. Enter a short description of the document in the Document type field.
(Mandatory)
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4. Enter a description of the document in the Comments field. (Optional)
5. Select the issue date if applicable.
6. Click . The Choose File to Upload page appears.

7. Select the document and click = ©pen

. Si . .
8. Click " The file name appears in the table.
File name Uploaded by Date uploaded Action
report.GIF Cee, Dee (Registered User) 2019-09-20 Remave
Return Save
., Return . "
9. Click . The document appears in the Additional documents table.
Additional documents Lad

Item(s) per page:

Document typelT File name Status Submitted date Expiry date Action

Resume report.GIF Select

Upload additional document

Viewing the contents of an uploaded document

Supporting documents

1. From the application/licence, click . The Supporting

documents page appears.
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Supporting documents @ries

Marme of Children's Resldence:
Applicathon 1D LA20T5900021
Application status: Draft

Licence type Childrens Residence

Mandatory documents prior to submission w
Other mandatory documents ﬂ
&) per pagel10 ¥

Document type File narme Type Statusli  Submitted date piry MAction
T ; =t Faolicies i
Discipline and interwentic o£5 not

and i Select
policy expire

procedures

Folicies D "

GEs ot

Admission policy and Upload

procedures

2. From the Supporting documents page, click the blue file name link.
Depending on your browser, a message appears, or the document name
appears at the bottom of your screen.

3. Click ©9PEN o click the document name at the bottom of the page. The
document opens.

4. When you are done, close the document.

Removing a draft document

Note: A document cannot be removed once it is submitted. If a document has been
uploaded and saved, it may be removed.

1. From the application/licence, click SO IO LRI GRS
documents page appears.

. The Supporting

Ct

ele
2. Click i . The Upload supporting document page appears.
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Upload supporting document Orep

Upload supporting document M

The following file oypes are supported:
& (Graphics: gif. jpeg. png, pdf
» Documents: pdf, rif, doc, docx, plain text, ppt
» Spreadsheets: xls, xlsx

Document type: Written evidence of consultation with community facilities and services that will provide services to the
residents to be served by the children's residence.

Comments:

Issue date B

File: #

Choose File | Mo file chosen
File name Uploaded by Date uploaded Action

Ddd, Deb (Service Provider
Admin)

DocZ.docx 20158-10-30 Remaowve

3. Click ™™ A confirmation message appears. Click “ to continue.

Return

4. Click

Working with a submitted document

You will receive an email if a supporting document needs to be updated. In
addition, some documents with an expiry date will need to be updated. You can see
all the supporting documents requiring updates and those nearing expiry in the
Supporting Documents module.
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Supporting Documents @ telp

Action required ~

Mo action required list found

Documents nearing Expiry ~
Total item(s): 2 Item(s) per PE'BE
Document type 103 Licemce number Last satisfactory date Expiry date

Proof of inspection of fire

alarm systems and fire DAZ201 900421 20191018 2019-12-31
extinguizhing egquipment

Zoning approval DAZ01 29004217 20181018 20719-12-31

Updating a document when action is required

1. From the SOR-RL home page, click i SUPPORTING DOCUMENTS. The
Supporting Documents module appears. Documents requiring updates have
the status of “Pending Revision”.

Mandatory documents prior to submission A

Item(s) per page:!:‘lt}_"

Submitted Expiry
date date

Document typel? File name Status

Action

) Pending
Zoning approval Docl.docx v 2019-10-10 Select
revision

2. Select the document to be updated.

3. Select the Issue date.

4, Click . The Choose File to Upload page appears.

5. Select the document and click = ©pen

Submit
6. Click . The document is submitted to the ministry for review.
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7. Click ® Mministry action,

8. Enter a reply to the ministry in the History of Ministry/Applicant comments

section.
History of Ministry/Applicant comments @ ~
Comment Date added |2  Added by Action
This is the wrong document. Please attach the 2019-10-11 Starr, Debra A(Licensor)
correct doc. 10:46 AM

Comments to the
Ministry:

Add

Withdraw Back Exit
9. Click then click . A confirmation message appears.

10. Click “ The declaration and consent message appears.

11. Read the declaration and consent then answer the questions.

Confirm
12. Click - .

Updating a document that is nearing expiry

You will be sent a reminder notification before a document expires.

1. From the SOR-RL home page, click i SUPPORTING DOCUMENTS. The
Supporting Documents module appears.
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SCR-RL Supporting Documents

Supporting Documents

Action required

Documents nearing Expiry

Total itemi(s) 7

Document type Ik

Fire department approwval LIDO500
Fire department approwal LIOO542
Ligbility insurance coverage LIQo500
Liability insurance coverage LIQOs50
Ligbility insurance coverage LIO0542

Proof of inspection of fire
alarm systems and fire LIQo500
extinguishing eguipment

Zoning approval LIQo500

Licence number

Last satisfactory date

ltemn{s) per page

Expiry date
2019-12-1
2019-11-01
2019-12-1
2019-11-11

2019-11-03

2019-12-31

2019-12-31

2] Help

2. Click the blue licence number link. The Licence summary page appears.

Supporting documents

3. Click

Supporting documents

o I Dioc
Zoning approva

ez F.doox
Proof of
inspection of fire
alarm systems Daoc
and fire J.docx
extinguizhing
equipment
Liability insurance

Doc2 docx

coverage
Fire department Dioc
approval 3 doex

. The Supporting documents page appears.

Submitted

Submitted

Satisfactory

Satisfactory

2015
11-02

2015
11-01

A

A

A

MNA

Szarr,
Diebra AL

Szarr,
Diebra AL

Szarr,
Diebra AL

Starr,
Diebra AL

TEMis] per pags:

L0548

LI00548

LAZD1920659

LAZ01920659

11

Selec

Select

Select

Select

or |
L
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Selec
4. Click the Ml button of the document type you want to update/upload.

5. The Upload supporting document page appears.

SOR-RL Supporting Documents Licence Management supporting documents Uplead supporting documents
Upload supporting document Qe
Upload supporting document e

The following file types are supportad:
» Graphics: gif. jpeg, png, pdf
» Documents: pdf, rif, doc, docx, plain text. ppt
# Spreadshests: xls, slsx

Document type: Liability insurance coverags

Comments:

Issue date

File: #

Choose File | Mo file chaosen

File name Uploaded by Date uploaded Action

Mo dats exists.

Revision history e

Version File name Uploaded by Date uploaded Issue date Expiry date

Didd, Deb (Sarvice
Provider Admin)

V1 Doc2.docx 2019-10-25 20131103

Upload additional document

6. Click

7. Select the file and click ~ 9pen

ve

8. Click " . The file name appears in the list.

Submit
9. Click . The file is submitted to the ministry for review.
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10. When you open the document link again, the Revision history section
displays all the submitted versions of the document.

Revision history

~
Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd, Deb (Servic
vz Doc 3.dacx =b [Service 2018-10-20
Provider Admin)
Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd. Deb (Servic -
V1 D2 doc Ded [Service 2019-10-25 2015-11-03
Provider Admin)
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Working with Monthly Reporting

For foster care, children's residence, and staff model home licensees, a monthly
reporting module has been created to help facilitate the monthly reporting of
complaints and mechanical restraints to the CYFSA Director as required by the new
regulatory requirements (July 1, 2023).

Youth justice facilities are only required to submit the complaint report to the
Provincial Director through the new monthly reporting module in SOR-RL. The
current process for monthly reporting of mechanical restraints will remain in place
for these facilities.

Note: Submission of the monthly report through SOR-RL does not replace the reporting
of mechanical restraints or serious complaints as serious occurrences (SORs) to the
ministry. All serious complaints and mechanical restraints which meet the SO Reporting
criteria set out in the MCCSS SOR Guidelines must be reported as SOs to the ministry
through SOR-RL. Any errors or updates identified on the monthly report must also be
rectified through the established SOR process.

Monthly Report User

The Monthly Reporting module is only accessible to users with the Monthly
Reporting User role assigned to their profile. It can be accessed from the drop-down
menu in the top right corner of the SOR-RL landing page.

Ontal"io @ frangais = MENU

Welcome SPA Message Centre Edit my profile Selected role:[Monthly Reporting User v|

Last login: 2023-05-26 14:43 PM
Last failed login: 2023-05-26 14:43 PM

i MONTHLY REPORTING @ # SERIOUS OCCURRENCE

Monthly reporting Serious Occurrences reports and
findings

The Monthly Reporting User will have read and write access to the Monthly
Reporting module as well as read-only access to the Serious Occurrence module.
This access is necessary to ensure they can verify the information populated in the
monthly report template. This role can be assigned to any SOR-RL user, by users
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with the Service Provider Administrator (SPA) role with a Local Registration Authority
(LRA) designation.

For privacy purposes, for children's residences, this role is assigned on a site-
specific basis. For a service provider with multiple sites, each Monthly Reporting
User can be assigned to any or all sites, but they only have access to the monthly
report(s) and SORs for their assigned sites. For foster care and staff model homes,
monthly reporting users are assigned at the licence level rather than the site level,
and therefore have access to monthly reports and SORs for the entire licence.

Note: Only staff deemed appropriate to have access to the information in both the
Monthly Reporting and Serious Occurrence modules should be assigned this role in
SOR-RL by the SPA with LRA designations.

Assigning New Monthly Report User Role

The process for assigning the Monthly Reporting User role is the same as assigning
other roles to a user in SOR-RL. It is completed by users with the Service Provider
Administrator (SPA) role with an LRA designation, in the Administration module,
under "Manage Users". When adding the Monthly Reporting User role to a user, one
or more sites can be selected at the same time the role is added. The assigned sites
can be modified later.
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SOR-RL Administration Manage user

User details

General information

Title:

First name:
Last name:
Phone number:
Email:

Login name:

Status:

Edit role

Local registration
authority:

User type:

Sites:

Timelines

SPA

1016

spa_1016@yopmail.com
SPA_1016@YOPMAIL.COM

Active

Mo

O SOR Initiator

[®| Monthly Reporting User
O Service Provider Admin
O Site Designate

Youth Services

External user details

Return

Deactivate

Edit

Drop role Add a new role

Save Generate password

SOR-RL auto-generates a monthly report template on the 1%t calendar day of each
month based on SORs reported to the ministry through SOR-RL for the previous
reporting month. Per O. Reg. 155/18 of the CYFSA, the completed monthly report is
required to be submitted to the CYFSA Director (Provincial Director for youth justice)
by the 5" calendar day of the month.

Autogenerated Report Functionality
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All serious complaints and mechanical restraints which meet the SO Reporting
criteria set out in the MCCSS SOR Guidelines must be reported as SOs to the ministry
through SOR-RL. Mechanical restraint and rights-based serious complaint SORs that
are submitted in SOR-RL auto-populate into the monthly report template.
Mechanical restraint SORs auto-populate based on the date of the occurrence and
rights-based serious complaint SORs auto-populate based on the date the provider
became aware of /received the serious complaint. The fields which auto-populate
from an SOR cannot be edited in the Monthly Reporting module.

The content of each monthly report refreshes each time it is opened while it is in
pending, pending revision, or overdue status. This means that while in these
statuses, any updates or revisions made to a mechanical restraint or serious
complaint SOR which occurred in the previous reporting month, will be reflected in
the monthly report to be submitted to the ministry.

Note: If a change to information auto-populated in the Monthly Reporting module must
be made, the SOR itself must be revised, through the SO status "Additional
Information/Revision Required’. If the information in the monthly report is incorrect, the
SOR itself must be updated. Changes to SORs and any reported details cannot be
made through the Monthly Reporting module.

Submitting Monthly Reports

Before submitting a monthly report, Monthly Reporting Users are required to review
the mechanical restraint or complaint report templates, liaise with the SOR Initiator
to ensure any outstanding revisions to the SORs have been made, and complete the
mandatory fields on the monthly reporting details page.

When a monthly report is first opened in SOR-RL, the first page that will load is the
summary page. On this page, Monthly Reporting Users will be able to assign the
monthly report to themselves and see the summary of all details currently captured
in the monthly report, including any comments made to and/or received from the
ministry.

Monthly Report Assign to Me Functionality

All Monthly Reports must be assigned to a Monthly Reporting User. If only one user
at a licensed site has the role, Monthly Reports will automatically be assigned to
them. Where multiple staff have this role, the monthly report will remain unassigned
until one of the users assigns themselves a report. In order to do so, the user must
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press the "assign to me" button in the monthly report at the bottom of the summary
page.

SOR-RL Monthly Reporting Complaints reporting summary

® Complaints reporting summary

Complaints reporting summary Berint @ Help

Name of Foster Care Agency:
Foster Care Agency address:

Licence number: Complaints reporting Status: Overdue
1D: CR202300044

Licence type: Foster Care Agency Reporting period: April 2023 Overdue: Yes

Licensor: Clarke, Laura Due date: 2023-05-20 Submitted date:

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth
and Family Services Act (CYFSA), 2017, regulatory monthly requirements pertaining to Complaints Reporting.

If the complaint does not meet the threshold for serious occurrence reporting, use the manual template to complete your

submission.
Complaints (total: 0) ~
History of Ministry/Licensee comments ) A

No comments have been added.
Exit Assign To Me

Once a monthly report has been assigned to a user, a different user can reassign it
to themselves by following the same steps.

Once a report has been assigned to a user, the assignment will appear in their
Monthly Reporting Dashboard.
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SOR-RL Monthly Reporting

Monthly reporting &t @rip

Q search Monthly Reporting

Search for Monthly Reporting

Search Monthly Reporting

Monthly Reporting [ 1] View recently accessed

Hide dashboard

Action required @ ~

Item(s) per page:

R rti Site/A, R rti D
Reporting ID b R ep-n - Status v = Assigned to Action
type name period date |5

CR202300044 Complaints April 2023 Overdue SPA_292@MAILINATOR.COM Select

2023-05-
20

v

Details Page

All mandatory fields required to be completed before submitting a monthly report
to the ministry are located on the reporting details page.

Serious Complaint Monthly Reports

A rights-based serious complaint that has been filed as an SOR will auto-populate
into the monthly report. Additional details are required to be manually input. To add
these details, on the Complaints reporting details page, click on the pencil icon on
the right-hand side of the heading of each serious occurrence. These headings also
contain the serious occurrence ID (SOID) hyperlink, which opens a read only
summary of the SOR when selected.
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SOR-RL Monthly Reporting

Complaints reporting details

® Complaints reporting details o ® Complaints reporting summary ® Complaints reporting confirmation

Complaints reporting details &print @ Help

Name of Children's Residence:
Residence address:
Licence number:

Licence type: Children's Residence
Licensor: McAdam, Judith

Complaints reporting Status: Overdue
ID: CR202300003

Reporting period: April 2023 Overdue: Yes
Due date: 2023-05-20 Submitted date:

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth
and Family Services Act (CYFSA), 2017, regulatory monthly requirements pertaining to Complaints Reporting.

If the complaint does not meet the threshold for serious occurrence reporting, use the manual template to complete your

submission.

Complaints (total: 2)

#1: 50202300371

Date of analysis:
Date complaint received:

Complainant:

Subject of complaint:

e ‘,‘ .

2023-04-10
Service Provider

Service-related
Select type of incident: Physical environment (e.g. water quality, noise level)
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SOR-RL Monthly Reporting Complaints reporting details
Additional details for a serious complaint reported as an SOR

Additional details for a serious Brin ©reh
complaint reported as an SOR

Additional details for a sericus complaint reported as an S0R .
Serious Occurrrence 1D: 50202300284

Date of analysis: * =

Date complaint received: 2023-04-25

Complainant: Service Provider

Subject of complaint: About an individual receiving a service

Details of the complaint: See Sericus Coourrence 50202300284 for details on complaint previously submitted to the

Ministry. Any changes to the submitted serious occurrence must go through the S0R
reporting process, and cannot be made on this monthly reporting template.

Steps taken to resolve the Has the investigation/review been completed: Yes
complaint and result:
Has the individual been informed of the results: Mo

Indicate whether a complaint is debriefed with person who complains: Yes

Whether debriefed with person who is subject of complaint: Pending

Was the agency's ® Yex Resolved by: *
complaint policy and 2 Mo

procedure followed for

this complaint? *

Does the current written ® Yes Required changes: *
complaint procedure 2 Mo
require any changes to e

improve effectiveness? *

After completing an ® Yeg Required changes: *
analysis of the agency 2 Mo
policy and procedure are A

there any changes
required related to the
way the agency respects
the rights of children and
young persons in their
care? *

Return Save
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Note: If any details relating to a serious complaint which was reported as an SOR in
SOR-RL require revisions or updates, these must be completed within the SOR itself,
through the Serious Occurrence module by the SOR Initiator, following the established
SO reporting procedures. Changes to SORs and any reported details cannot be made
through the Monthly Reporting module.

Manually Added Complaints

Rights-based complaints which do not meet the criteria for SO reporting must still
be manually recorded in the monthly report.

1. To add an additional complaint manually, navigate to the bottom of the
Complaints reporting details screen and click on the "add complaint” button.

SOR-RL Monthly Reparting Complaints reporting details
® Complaints reporting details ® Complaints reporting summary ® Complaints reporting confirmation
Complaints reporting details Princ @ Help

Name of Children's Residence:
Residence address

Licence number: Complaints reporting Status: Overdue
ID: CR202300003

Licence type: Children's Residence Reporting period: April 2023 Overdue: Yes

Licensor: McAdam, Judith Due date: 2023-05-20 Submitted date:

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth
and Family Services Act (CYFSA), 2017, regulatory monthly requirements pertaining to Complaints Reporting.

If the complaint does not meet the threshold for serious occurrence reporting, use the manual template to complete your

submission.

Complaints (total: 2) ~
#1: 50202300371 S v
#2: Manually added complaint m & w

Add complaint

2. A new screen will then display the fields which must be manually
completed.
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SOR-RL Monthly Reporting Complaints reporting details Add complaint

Add complaint P @ Help

Add complaint ~
Date of analysis: *
Date complaint

received: *

Complainant: * Q) Placing Agency
O Client
2 Another Client
O Service Provider
O Client's Family/Guardian
O Other person working with Client
O Community Member(s)
O Other

: Pk &
Subject of complaint: Please select... -

Details of the complaint: * Required information to include:

*  Precipitating factors that led to the incident and what efforts were made to de-
escalate the complaint;
What happened and where in chronological order;
Service provider response to the incident/action taken;
Current status of the complaint;
Services and supports being provided to individuals involved in the complaint; and
Further action/follow-up to be taken (where applicable) by the service provider, such
as information on how the service provider plans to mitigate, reduce or prevent
complaints from occurring in the future.

Do not include personal information, including names or other identifiers. Use non-
descriptive identifiers, such as Individual #1 or Parent A, when referancing individuals.

An SOR must be submitted when the criteria for SOR submission is met as submitting a
complaint analysis on this report will not replace that process.
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Steps taken to resolve the Has the investigation/review been O Yes
complaint and result: completed: *
Has the individual been informed of the O Yes
results: *

Indicate whether a complaint is debriefed with O Yes
person who complains: *

Whether debriefed with person who is subject O Yes

of complaint: *

Was the agency's O Yes
complaint policy and ® No
procedure followed for

this complaint? *

Does the current written ® Yes
complaint procedure O No
reguire any changes to

improve effectiveness? *

After completing an O Yes
analysis of the agency ®|No
policy and procedure are

there any changes

reguired related to the

way the agency respects

the rights of children and

young persons in their

care? *

Please provide
details: *

Required changes: *

Please provide
details: *

Confirming monthly report is complete

After completing all the fields, users must confirm that the monthly report is

2 No

2 No

O No O Pending

O No O Pending

Return

Save

complete on the Complaints reporting details page prior to submitting the report.
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SOR-RL Monthly Reporting Complaints reporting details
® Complaints reporting details ® Complaints reporting summary ® Complaints reporting confirmation
Complaints reporting details Bprint @ relp

Name of Children's Residence:
Residence address:

Licence number: Complaints reporting Status: Overdue
ID: CR202300003

Licence type: Children's Residence Reporting period: April 2023 Overdue: Yes

Licensor: McAdam, Judith Due date: 2023-05-20 Submitted date:

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth
and Family Services Act (CYFSA), 2017, regulatory monthly requirements pertaining to Complaints Reporting.

If the complaint does not meet the threshold for serious occurrence reporting, use the manual template to complete your

submission.

Complaints (total: 2) A

#1: 50202300371 s v

#2: Manually added complaint m &
Add complaint

Other information S

Is the Complaints report complete? * ® Yes O No

Return Exit Save

Mechanical Restraint Monthly Reports

For the mechanical restraint monthly report, mechanical restraints will auto
populate where they have been reported as an SOR, or can be manually added
where it does not meet the SOR reporting guidelines. Review the SO reporting
criteria set out in the MCCSS SOR Guidelines to determine if a mechanical restraint
must be reported as an SO to the ministry through SOR-RL.
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SOR-RL Monthly Reporting Mechanical Restraints reporting details

® Mechanical Restraints reporting ® Mechanical Restraints reporting ® Mechanical Restraints reporting

details summary confirmation
Mechanical Restraints reporting &print @ Help
details

Name of Foster Care Agency:
Foster Care Agency address: -

Licence number: Mechanical Restraints reporting Status: Overdue
ID: MR202300273
Licence type: Foster Care Agency Reporting period: April 2023 Overdue: Yes
Licensor: McAdam, Judith Due date: 2023-05-23 Submitted date: 2023-05-18

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth and
Family Services Act (CYFSA), 2017, regulatory requirements pertaining to the Monthly reporting on the use of Mechanical Restraint
that is not a Personal Assistance Service Device.

Submission of this report does not replace the serious occurrence reporting process and any errors/updates must be completed
through the serious occurrence reporting process.

Mechanical Restraints (total: 0) A~

Other information A

There are no Mechanical Restraints to report for this month.

Is the Mechanical Restraints report complete? * ®Yes ONo

Return Exit Save

Note: If any details relating to a mechanical restraint which was reported as an SOR in
SOR-RL require revisions or updates, these must be completed within the SOR itself,
through the Serious Occurrence module by the SOR Initiator, following the established
SO reporting procedures. Changes to SORs and any reported details cannot be made
through the Monthly Reporting module.

Manually Added Mechanical Restraints

Mechanical restraints that do not meet the criteria for SO reporting must still be
manually recorded in the monthly report. Review the SO reporting criteria set out in
the MCCSS SOR Guidelines to determine if a mechanical restraint must be reported
as an SO to the ministry through SOR-RL.
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1. To add an additional mechanical restraint manually, navigate to the bottom

of the Mechanical Restraint reporting details screen and click on the "Add
Mechanical Restraint” button.

SOR-RL Monthly Reporting Mechanical Restraints reporting details

® Mechanical Restraints reporting details

® Mechanical Restraints reporting

® Mechanical Restraints reporting
summary

confirmation

Mechanical Restraints reporting details Rprint @ elp

Operating name: Falcon Homes

Staff Model Home address: 208 Newton Road North, Baltimore

Licence number: 5000611 Mechanical Restraints reporting
ID: MR202401173

Licence type: Staff Model Homes Licence Reporting period: March 2024
Licensor: Clarke, Laura Due date: 2024-04-14

Status: Pending revision

Overdue: No
Submitted date: 2024-04-04

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth and Family Services Act

'CYFSA), 2017, regulatory requirements pertaining to the Monthly reporting on the use of Mechanical Restraint that is not a Personal Assistance
Service Device,

Submission of this report does not replace the serious occurrence reporting process and any errors/updates must be completed through the serious
Jccurrence reporting process.

Mechanical Restraints (total: 2)

#1:50202400165

#2: Manually added Mechanical Restraint

=l
N,
<

Add Mechanical Restraint

2. A new screen will then display the fields which must be manually
completed.
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Add Mechanical Restraint ~

Site name: * Please select...

Site address:

Mechanical Restraint use B
start date *

Mechanical Restraint use
start time *

Mechanical Restraint use end B
date *

Mechanical Restraint use end
time *

Duration of time of restraint:

Child first name: *

Child last name: *

Child age: *
Type of Mechanical Restraint O Linking Chain
used: * [ Leg lrons/Leg Shackles/Shackles
0O Zip Lock Strap/Mylon Restraint Zip Ties
O Handcuffs
O Handcuffs with Waist Chain
[ Other non-approved mechanical restraint type
O Restraint Belt/Belly Chain
O velero Handcuffs
0O soft Handcuffs (Nylon)
Description of risk that O Risk of self-harm
existed before the Mechanical O Risk of harming another client
Restraint was used: * O Risk of harming staff

O Risk of harming a community member
O Other

Confirming monthly report is complete

After completing all required fields, users must confirm that the monthly report is
complete on the mechanical restraint reporting details page prior to submitting the
report.
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SOR-RL Monthly Reporting Mechanical Restraints reporting details
® Mechanical Restraints reporting details ® Mechanical Restraints reporting ® Mechanical Restraints reporting
summary confirmation
Mechanical Restraints reporting details St @Help

Operating name: Falcon Homes
Staff Model Home address: 208 Newton Road North, Baltimore

Licence number: 9000611 Mechanical Restraints reporting Status: Pending revision
ID: MR202401173
Licence type: Staff Model Homes Licence Reporting period: March 2024 Overdue: No
Licensor: Clarke, Laura Due date: 2024-04-14 Submitted date: 2024-04-04

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth and Family Services Act

(CYFSA), 2017, regulatory requirements pertaining to the Monthly reporting on the use of Mechanical Restraint that is not a Personal Assistance
Service Device.

Submission of this report does not replace the serious occurrence reporting process and any errors/updates must be completed through the serious
OCCUrrence reporting process.

Mechanical Restraints (total: 2)

#1: 50202400165

# 2: Manually added Mechanical Restraint

b
N\,
<

Add Mechanical Restraint

Other information

Is the Mechanical Restraints report complete? * ®Yes O No

Multiple Incidents (Categories) in a Single SOR

Where multiple mechanical restraints or right-based serious complaints have been
reported in the same SOR (please refer to the MCCSS SOR Guidelines, for more
information on when more than one category can be added to an SOR), each
restraint or complaint will have its own instance on the monthly report. For example,
if three mechanical restraints related to a single youth were reported in the same

SOR (three mechanical restraint categories added), each one would be reflected
separately in the monthly report.
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Mechanical Restraints (total: 3) A
#1:50202300292 v
#2: 50202300292 v
# 3: 50202300292 v

The Monthly Reporting user is required to verify and confirm that all instances of
rights-based serious complaints or mechanical restraints are captured correctly in
the auto-generated monthly report template prior to submitting to the ministry.

Note: If any details relating to a mechanical restraint or a serious complaint which was
reported as an SOR in SOR-RL require revisions or updates, these must be completed
within the SOR itself, through the Serious Occurrence module by the SOR Initiator,
following the established SO reporting procedures. Changes to SORs and any reported
details cannot be made through the Monthly Reporting module.

Nil Report

Where there have been no mechanical restraints or complaints during a reporting
period, the Monthly Reporting User provides their attestation and submits a NIL
monthly report to the ministry. This is completed on the reporting details page of the
report.
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SOR-RL Manthly Reporting Mechanical Restraints reporting details

I. y
® Mechanical Restraints reporting =" e Mechanical Restraints reporting
details summary

Mechanical Restraints reporting
details

Name of Foster Care Agency:
Foster Care Agency address: -

Licence number: Mechanical Restraints reporting
ID: MR202300273

Licence type: Foster Care Agency Reporting period: April 2023

Licensor: McAdam, Judith Due date: 2023-05-23

® Mechanical Restraints reporting
confirmation

= Print @ Help

Status: Overdue

Overdue: Yes
Submitted date: 2023-05-18

This template is intended to support licensees to achieve and demonstrate compliance with O. Reg. 155/18 of the Child, Youth and
Family Services Act (CYFSA), 2017, regulatory requirements pertaining to the Monthly reporting on the use of Mechanical Restraint

that is not a Personal Assistance Service Device.

Submission of this report does not replace the serious occurrence reporting process and any errors/updates must be completed

through the serious occurrence reporting process.

Mechanical Restraints (total: 0)

Other information

There are no Mechanical Restraints to report for this month.

Is the Mechanical Restraints report complete? * ®Yes ONo

Return

N

Submitting the Monthly Report on the Summary Page

After completing the required fields on the details page, return to the summary
page to add a comment if appropriate (mandatory when overdue or after a report
has been returned in "pending revision” status) and submit the monthly report to the

Submit
ministry by pressing
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S0OR-RL Monthly Reparting Complaints reporting summary

® Complaints reporting details ® Complaints reporting summary #® Complaints reporting confirmation

Complaints reporting summary B @ help

Name of Children's Residence:

Residence address:

Licence number Complaints reporting Status: Overdus
ID: CRZ02300003

Licence type: Children's Residence Reporting period: April 2023 Owverdue: Yes

Licensor: Mcadam, Judith Due date: 2023-05-20 Submitted date:

This template is intended to support licensees to achieve and demaonstrate compliance with 0. Reg. 155/18 of the Child, Youth
and Family Services Act (CYFSA), 2017, regulatory monthly reguirements pertaining to Complaints Reporting.

If the complaint does not meet the threshold for sericus occurrence reporting. use the manual template to complete your

submission.

Complaints (total: 2) e
#1: 50202300371 v
#2: Manually added complaint w
Other information el

Is the Complaints report complete? Yes

History of Ministry/Licensee comments @) el

Mo comments have been added.

Comments to the
Ministry: *

Add

After pressing the Submit button, the Monthly Reporting User will be required to
complete an attestation, verifying the accuracy of the content being reported in the
monthly report.
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SOR-RL Monthly Reporting Mechanical Restraints reporting confirmation

® Mechanical Restraints reporting ® Mechanical Restraints reporting ® Mechanical Restraints reporting

details summary confirmation
Mechanical Restraints reporting Rprint @ Help
confirmation

Name of Foster Care Agency:
Foster Care Agency address:

Licence number: Mechanical Restraints reporting Status: Pending revision
ID: MR202300222
Licence type: Foster Care Agency Reporting period: April 2023 Overdue: Yes
Licensor: Clarke, Laura Due date: 2023-06-04 Submitted date: 2023-05-24
Mechanical Restraints reporting attestation A

I, SPA 292@MAILINATOR.COM, confirm that all mechanical restraints, that are not a PASD, which have occurred within this
licensed program during this reporting period have been reported as a Serious Occurrence and are captured on this monthly
report.

J lagree
S—

=

Overdue Status

Where a monthly report has not been submitted within the required timeframe, the
status of the monthly report will change from “pending” or “pending revision” to
‘overdue”. Automated notification emails are then sent to the Monthly Reporting
User and the Service Provider Administrator, as well as the licensor, licensing
manager, and program supervisor (youth justice only). These notification emails are
sent at predefined intervals until the report is submitted to the ministry.

Note: When a monthly report is in “overdue” status, a comment must be added on the
summary page before it can be submitted to the ministry.
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Working with a Director’'s Approval

The applicant/licensee must request a Director's Approval if there is an exceptional
situation, for instance a Children'’s Residence using a bedroom in a basement, or a
Foster Care Agency placing more than four children in a foster home.

The following is a list of the types of Director's Approvals that can be submitted:

For a Children’s Residence:

e Secure de-escalation

e Sleeping accommodation - sharing a bedroom, 7 years or older, opposite sex
e Sleeping accommodation - basement bedroom

e Overcapacity

e Alternative to outdoor play space

For a Children’s Residence - Youth Justice:

e Mechanical restraint equipment

e Secure de-escalation

e Sleeping accommodation - basement bedroom

e Sleeping accommodation - alternate arrangement
e Alternative to outdoor play space

e Electronic surveillance

e Wilderness trip

e Overcapacity

For a Foster Care Agency:

e Placement in Foster Home more than four

e Placement in foster home — more than two children under 2 years of age

e Sleeping accommodation - bedroom (no window, detached attic, basement,
stairway, hall)

e Sleeping accommodation - no bed, mattress, bedding suitable to age and
size

e Sleeping accommodation - Shared bedroom, aged 7 or overSleeping
accommodation - Sharing bed or room with adult

For a Staff Model Homes Licence;

138



SOR-RL Residential Licensing User Guide for Applicants and Licensees Ontario @

e Secure de-escalation

e Sleeping accommodation - sharing a bedroom, 7 years or older, opposite
sex

e Sleeping accommodation - basement bedroom

e Alternative to outdoor play space

In most cases, the Director's Approval is requested for a specific timeframe.

There are no changes to the licence details and as such the licence is not changed.
A letter is sent when the request is approved or denied.

Requesting a Director’'s Approval

A request for a Director's Approval can be linked to a Children's Residence or Staff
Model Homes licence application, or an existing licence (including a renewal or
change request). For a foster care licence, a request for a Director's Approval can be
linked to an existing Foster Care Agency licence, but not to an application. For Staff
Model Homes, each Director's Approval request must be site-specific. A separate
Director’'s Approval must be completed for each site.

If you have already submitted a request for a Director's Approval for an application,
you must wait until a decision has been reached before submitting another request.

The examples in this section are based on an existing licence.

Step 1. Start the approval and enter the director's approval
details

1. Click the @ DIRECTOR'S APPROVAL module. The Director's Approval module

appears.
Q Search Director's Approvals I New Director's Approval
Search for existing Director's Approval requests Request for new Director's Approval
My Director's Ap provals (0] View recently accessed

See dashboard

New Director's Approval

2. Click . The Select Application/Licence page appears.
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3. Select the application or licence that the approval is for.

4. If you have a Children's Residence or Staff Model Homes licence and have an
in-progress change request or renewal, the following page appears. On this
page, you can link the Director's Approval request to an in-progress renewal
or change request.

Link Renewal /Change Request © Help

Link this Director's Approval to an in-progress: *
Renawal appl
Change Request

Nane

ation

5. Make your selection then click .

6. The New Director's Approval page appears.

SCR-RL Main App Or Licence Select Select

New Director's Approval © Help

What type of Director's Approval are you requesting? *

O Secure de-escalation

O Sleeping accommeodation - Sharing a bedroom 7 or older opposite sex
O Sleeping accommodation - Basement bedroom

O Overcapacity

O Alternative to outdoor play space

7. Children’s Residence example

8. If you are linking the Director's Approval to a change request, the following
page appears.

New Director's Approval © Help

What type of Director's Approval are you requesting? *
0 Sleeping accommodation - Basement bedroom

Back Exit Next

9. Select the type of Director's Approval required. (Only one type can be
selected. If you require more than one type, you must create a separate
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request for each one))

10. Click . The Notice of Collection of personal information page appears.
Notice of collection of personal information

Information on this form is collected under the legal authority of the Child, Youth and Family Services Act, 2017 and its regulations.
For more information, please contact the Delegated Signing Authority of Licensing within your region.

11. Read the notice of collection of personal information then click . The
Director's Approval details page appears. (The page that appears depends
on the type of Director's Approval you selected).
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0 Details e Supporting documents e Submit request

Go to: Go to: Go to:
O Director's Approval details @ supporting documents O Director's Approval summary
> Hide steps
. - . )
Director's Approval details Oren

Type of Director’s Approval:
Director's Approval 1D: Director's Approval status:

Origin ID: Nane

Sleeping accommaodation - Sharing a bedroom 7 or older opposite sex ~

Requested start date: *

m
Requested end date: *

@

Reason(s) for requesting that children of the opposite sex share a bedroom: [Please identify the placing agency (where
applicable) and confirm that the placing agency is supportive of this proposed sleeping arrangement.]: *

/3500
Details of children/young persons: *
Last name First name Date of birth Gender Action
Add
Room size unit of measurement:
® Metre @ Inch © Feet
Please indicate which bedroom is to be used: =
@ Room 1
Room name Room size # of beds Age range Gender Floor

12. Expand the sections and answer the questions.

Note: If you are applying for an overcapacity director's approval, be sure to add
information about existing occupants of the room.

Note: For the following types of director's approvals, the applicant/licensee must
specify a start and end date: Sleeping accommodation - Sharing a bedroom 7 or older
opposite sex; Overcapacity; Sleeping accommodation - Alternate arrangement; and all
Foster Care requests
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Save & nex
13. Click . The Supporting documents page appears.

Step 2: Upload supporting documents

SOR-RL Director's Approval Select ApplicationfLicence Director's Approval Supporting Documents
o Details 9 Supporting documents @ Submit request
Go to: Go to: Go to:
O Director's Approval details 0 Supporting documents @ Director's Approval surnmary
& Hide steps
Supporting documents Ot

MName of Children's Residence: ABC Inc.

Type of Director's Approval: Sleeping accommedation - Sharing a bedroom 7 or older opposite sex
Director’s Approval 1D: DAZD1500045 Director's Approval status: Draft

Origin 1D: LA207 500002

Upload additional document

Back Exit m

1. If the Supporting Documents page is not on your screen, click the Supporting
Documents link from the steps section.

2. Depending on the type of request, there may be mandatory documents to
be submitted. You may also have documents that substantiate your request.
Upload the documents as applicable.

3. Click . The Director's Approval summary page appears.

Step 3: Review and submit
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SOR-RL Director's Approval Select Application/Licence Director’s Approval summary
o Details G Supporting documents 9 Submit request
Go to: Go to: Go oo
© Director's Approval details @ Supparting documents @ Director's Approval summary

& Hide steps

Director's Approval summary Bprine @Help

Name of Children’s Residence: ABC Inc.
Type of Director’s Approval: Sleeping accommmodation - Sharing @ bedroom 7 or older opposite sex
Director's Approval ID: DAZ01300043 Director's Approval status: Draft

Origin ID: LA201 500002

Director's Approval summary ~

Director's Approval details Edit

Supporting documents
Director's Approvals ~

Director's Approval ID  Type of Director’s

I S Status Effective date Expiry date Action
Sleeping accommaodation
DAZ01900048 - Sharing a bedroom7 or  Draft Select

older opposite sex

‘Withdraw Back Exit

1. If the Director's Approval summary page is not on your screen, click the
Director's Approval summary link from the steps section.

2. Review the information in the summary.
Tip: To see information under a blue section sub-heading, click the sub-heading.

3. To edit the information, click the Edit link.

4. To withdraw a director's approval request, click A confirmation

Cancel

window appears. Click “ To cancel the action, click

5. Click . A confirmation message appears.

6. Click “ The Declaration & consent page appears.
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7. Da=adtha declaration and consent and then answer the questions, then click
Confirm

. A confirmation message appears.

. Back to module dashboard
8. Click

The request appears in the submitted section of your
dashboard with a status of “Under Ministry review".

Director's Approval

ﬂ' He
Q. search Director's Approvals i New Director's Approval
Search for existing Direclors Appeoval requests Reguest lar new Direcuar's Approva
Search Directors Approvals New Director's Approval
My Director's Approvals © Wiews recenlly accedsed
Hide dashboard
Aetion required €D b
Submitted i) ~
Total itarnds): 1 lemis] per |.-.15r'.
Type af
Director's SitesAgency Submitved
Licence type Director's Status - Actian
Approval ID [T - date |
P Allarnatiee Lo Unclear
DA201 900050 i ABC Inc. sutdoor play — Ministry 20191210 Salecl
R sgace gon

Ministry decision EB

Mo data exists

Viewing the ministry decision

An email will be sent advising of the ministry decision once a Director's Approval has
been reviewed.

1. Click @ DIRECTOR'S APPROVAL. The Director's Approval menu appears.
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Q Search Director's Approvals

Search for existing Director's Approval requests

Search Director's Approvals

My Director's Approvals @
See dashboard

I New Director's Approval

Request for new Director's Approval
New Director's Approval

View recently accessed

2. Click See dashboard. The Director's Approval appears in the Ministry decision

section.

Ministry decision @
Total item(s): 1

Director's Site/Agency

Licence type

Approval ID name

Children's

ABC Inc.
Residence

DAZ201900064

Select
3. Click —————

N

item(s) per page{10 7|

Ministry
decision
date IF

Type of
Director's
Approval

Alternative to
outdoor play
space

Approved 2019-12-12 Select

. The Director's Approval summary page appears.
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® Directors Approval application ® Supporting documents

Director's Approval summary &roe @

Mame of Children's Residence: AEC Inc.
Typs of Director's Approval: Allernative 1o auldoor play space
Director's Approval ID: DA2019300064 Directar’s Approval status: Apps oeed Licence mumber: LIODO02

Origiin 1Dz Mane
Licence type: Chikiren's Residence Assigned Licensor: SLarr, Defra Submiteed dave: 2312-12-11
Closed date: 2015-12-12

Director's Appraval Swmrmary -~
Directar's Approval details
Supporting documents

Declaration & consent

Letters i~
Date
Letter type File name Action
creabed
Raspongs SLage 2 Surmimary Regort IN201300035 [M 20190e:1 Zpdl - Prinl Mendly 0189212 Colect
aller WErEIAn
Respons
L:-I-"-' = Alernative o Ouldeos Play Sgace CW.pdl - Primt Iriendhy version 20191212 Seleon
Ll ey
It e CRI DAV W ~
Inspection 1D Inespaction type Inspection date Assigned Licensar Action
WI0T1300035 Monitaring Inspeclion D 11, 2073 SLary, Dabra Sl
Direclor's Appravals L
Director's Approval ID 15 Type of Directar's Approval  Status Effective date  Expiry date
DAZ01900064 Ahernative Lo outdaor play —  oproved 20191212 2019-12-31

Wi e it m

4. On this page you can view the request details, the letters, and, if an
inspection was completed as part of the Director's Approval review, the
inspection overview as well as any conditions imposed if applicable. Expand
the blue “Supporting Documents” link to see the documents that you
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uploaded.
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Viewing inspection reports and findings

A licensing inspection may be performed for a new licence application, licence
renewal application, and licence change request application. A monitoring
inspection may be required for other applications, like a director's approval
application, complaint application, and serious occurrence. In addition, licensors can
also create an ad hoc inspection for an existing licence at any time.

Opening an inspection report

1. From the SOR-RL home page, click & INSPECTIONS. The Inspection module
appears.

SOR-RL Inspection

Inspection

Q search for an Inspection

Search for existing Inspection

Search for an Inspection

2. Click . The Search for an Inspection page appears.
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SOR-RL Inspection Search inspection

Search for an Inspection O elo
Search by ~

Licence number:

Licence issued: L &

Site/agency name:

Licence type: Please select ¥

Inspection type: B Mew Application Inspection

Renewal Inspection
@ Change Request Inspection
Menitoring Inspection

Inspection date:

From: Ta:

Inspection ID:

S h
3. Enter the search criteria then click . The search results appear.

Search for an Inspection O+l

Search by v

Search results €

Inspection ID | Inspection type Site/agency name Assigned Licensor

New Application
Inspection

IN201900002 Wxy Inc. Starr, Debra Select

IN201900001 teew Appiication ABC Inc. Starr, Debra Select
Inspection

Sele
4. Click il . The Inspection summary page appears.
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SOR-RL Inspection Search Inspection Inspection summary

* Inspection

summary
Inspection summary O ielp
Name of Children's Residence: ABC Inc.
Licence type: Children's Residence Application ID: LA201900002 Licensor: Starr, Debra
Inspection ID: IN201300001 Inspection type: New Application
Inspection
Inspection details v
MNon-compliances v
Comments and recommendations v
Inspection documents v
Records to inspect v
Exit
The page example is similar for Foster Care Agency inspections.
Examples of inspection sections
The following are examples of the Inspection Summary sections:
Inspection details section
P

Inspection details

Date Inspection created in SOR-RL: 2019-12-06
Inspection start date: 2019-12-10
Inspection type: New Application Inspection
Stage 1 completion date: 2019-12-10

Stage 2 completion date:
Conducted by: Starr, Debra

Item(s) addressed during this Inspection: LA201900002

Tip: Click the blue link to see the items addressed during the inspection.
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Non-compliances section

Non-compliances ~

Item(s) per page: [10*

: Checklist Checklist . # of Date to be 2
compliance : i Observed Non-compliance . Status Action
e section question findings completed

Physical - Pendin
NC201900032 s : Smoke Not working on first floor. N/A 2019-12-20 B Select
Inspection follow-up
alarms
Comments and recommendations section
Comments and recommendations ~
Comments
Recommendations
Inspection documents section
Inspection documents ~
Document type Updated date
2019-10-16 View history
Interim Summary Report (Print Friendly Version)
2019-10-16 View history

Stage 1 Summary Report (Print Friendly Version)

Stage 2 reports

Stage 2 Final Repaort (Print Friendly Version) 2019-10-16

Checklist Report (Print Friendly Version) 2019-10-16
Tip: Click the blue link to see the report.

Records to inspect section
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Records to inspect -

Staff selected

Staff name Last date interviewed Number of times staff has been interviewed
No data exists.
Children selected

Name Last date interviewed Number of times child has been interviewed

No data exists.
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Working with non-compliances

During an inspection, the licensor may post one or more non-compliances on your
application or licence. The non-compliances must be cleared before your licence,
renewal, etc. can be issued.

Viewing non-compliances for a licence

There are two ways to see a list of non-compliances for a licence:
Method 1:

1. From the SOR-RL home page click & INSPECTIONS,

2. Click . The Search Inspection page opens.

SOR-RL nspection Search Inspection
Search for an Inspection Oiclp
Search by ~

Licence number:
Search Clear

Licence issued:

Please select v
Site/agency name:
Licence type: Please select v
Inspection type: O New Application Inspection

[J Renewal Inspection
[ Change Request Inspection
O Monitoring Inspection

Inspection date range: From: ] To: 0
Inspection ID:

Show site inspections inresults: [,

Note: Site-based inspection results are only applicable to Staff Model Home licence
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types.

Search

3. Enter the search criteria for the Inspection and click

4. The Inspection summary screen opens. Navigate to the non-compliances
section to review and action non-compliances.
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» Inspection
summary

Inspection summary

MName of Foster Care Agency:
Licence number: |

Licence type: Foster Care Agency
Inspection ID: IN202300601

Inspection details

Date Inspection created in SOR-RL:
Inspection start date:

Inspection type:

Stage 1 completion date:

Stage 2 completion date:
Conducted by:

Item(s) addressed during this Inspection:

MNon-compliances

Checkdist
question
1.1 Policies
d
NC202400043  Policies and :':'DCE s
(FW_NCO04)  procedures R
- Applicaible
laws
NC202400042 :::_'PE :1:'_'{'3'3
{FW_NCDO0S) i .
compliance  compliance
Foster 10
NC202400002 Waorker/Staff ) .
Complaint

{FW_NCO02) File Review

Received

Summary
Foster 40
NC202400001  Worker/Staff h:lﬂ’hanica
{FW_NCO03) File Review S
Restraints
Summary
1.0 Paolicies
d
NC202300727 Policiesand 7
[FW_NCOO1T) procedures N
- Applicable
Persons

Note: This non-compliance view from the inspection summary page offers a

Licence issued: Licence
Licensor: Mcadam, Judith
Inspection type: Renewal Inspection

2023-12-14

Renewal Inspection

Mcadam, Judith
LR202300222

Observed Non-compliance

MN/A

not in compliance MAA

MN/A

Date to be

completed

20240112

20240112

20240112

20240112

2023-12-24

Licence expiry date: 2023-07-29

Itern(s) per page: [10 v ]

Removed by
Ministry

Requirerment

not met

Crverdue

Overdue

Crverdue

comprehensive view of all non-compliances applicable to this inspection.

Method 2:

© Help

Select

Select

Select

Select

Select
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1. From the SOR-RL home page, click @ NON-COMPLIANCE. The Non-
Compliance module appears.

-
2. Click .

3. Enter the search criteria for the licence and click

Select

4. Click

Search

Responding to a non-compliance that require action

1. Using either Method 1 or 2 above, navigate to the non-compliance. Press the

‘select” button beside the non-compliance to open it.

SOR-RL Non-Cempliance

Non-compliance

Q Search Non-compliances

Search for existing Non-compliances

Search Non-compliances

My Non-compliance(s) @

Hide dashboard

Action required @

Non- Site/agen

compliance gency
name

1D
Stepping
Stones

NC202200320 | CStercare
Inc.
Geranimo
foster care
Stepping
Stones

NC202200321 | Cstercare

Inc.
Geranimo
foster care

Licensee
name |f

Stepping

Stones 2022-10-22
Foster Care

Inc.

Stepping

Stones 2022-11-18

Foster Care
Inc.

View recently accessed

Date to be completed

Overdue

Overdue

Assigned

Licensor

Clarke,
Laura

Clarke,
Laura

© Help

-~
Item(s) per page:

Submitted

date Action

2022-07-14 Select

2022-10-14 Select

This screenshot is the view of non-compliances from the non-compliance

module.
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2. The Non-compliance summary page appears showing the non-compliance

details.

® Supporting Documents ® Non-compliance summary

Non-compliance summary

Name of Children's Residence: ABC Inc.

Application ID: LA201900002
Inspection ID: IN201900001

Non-compliance details

Checklist section
Checklist question

Date of Non-compliance
Legislation section
Legislation subsection
Observed Non-compliance
Compliance requirements
Date to be completed

Submitted date

Supporting documents

Licensor: Starr, Debra
Non-compliance ID: NC201500032

Physical Inspection

3.3 Smoke alarms
2019-12-10

Minister's Reg s.112
(3)(b)

Mot working on first floor.
Replace smoke alarm
2019-12-20

2019-12-10

History of Ministry/Applicant comments @

@ Hide steps

O Help

Non-compliance status: Pending follow-
up

Back Exit Assign To Me

3. The user may have to scroll to the bottom of the summary screen and click

4. Once an action is assigned to a user, the summary page updates to include a

History of Ministry/Applicant comments section.

158



SOR-RL Residential Licensing User Guide for Applicants and Licensees Ontario @

Non-compliance summary

Name of Children's Residence: ABC Inc.
Application ID: LA201900002
Inspection ID: IN201300001

Licensor: Starr, Debra

Non-compliance details

History of Ministry/Applicant comments )

Mo comments have been added.

Comments to ministry:

Non-compliance ID: NC201900032

© Help

Non-compliance status: Pending follow-
up

Add

5. Enter your response to the non-compliance in the Comments to ministry

field. Click .

6. If you are required to add supporting documents as part of your response,
click Uplead additional document The Supporting documents page appears.

SOR-RL Non-Compliance Non-Compliance Supporting Document

® Supporting Documents @ Non-compliance summary

Supporting documents

Name of Children's Residence: 5.0 Regression Test
Application ID: LA202300181 Licensor: Clarke, Laura
Inspection ID: IN202300339 Non-compliance I1D: NC202300386

Additional documents

No supporting documents have been added.

@ Hide steps

© Help

Non-compliance status: Pending follow-up

Upload additional document

Ex‘t
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Upload additional document

7. Click

8. Click " then click

Nen-compliance

9. Click summary

and upload the document.

Return

. The Non-compliance summary page appears.

Submit
10. Review your response and click - A confirmation message appears.

11. Click “ A submitted message appears at the top of the page.

12. The non-compliance status changes to “Under ministry review" and can be
found in the Submitted section.

Non-compliance

Q search Non-compliances

Search for existing Non-compliances

Search Mon-compliances

My Non-compliance(s) ©@
Hide dashboard

Action required

Submitted &)

Non- =
n Site/agency

compliance
1D

NC201900032 ABC Inc.

Licensee
name 15

Wiy Inc.

View recently accessed

Assigned
Licensor

Date to be completed

Under
Ministry
review

Starr,

2019-12-20 -
Debra

© Help

-

Item(s) per page: i-‘ID v

Submitted .
Action
date

2018-12-10 Select
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Working with conditions

When your license is approved, there may be one or more, one-time or recurring
(deliverable) conditions.

Examples of a condition is the requirement to submit a document. Another example
is to confirm that an action was taken. A condition can also be a combination of
submitting a document and confirming that an action was taken.

The top part of the Condition page outlines important information including the
condition ID number, the condition status and the licence the condition is linked to.

Name of Foster Care Agency: Wxy Inc.

Licence number: LIO00O1 Condition ID: CN201900076 Origin ID: AM20190081
Licence issued: Licence with conditions  Condition status: Active
Date of issue: 2019-12-20 Licensor: Qrst, Debra

Note: See Appendix C: Statuses for a list of condition statuses.

Viewing all conditions on a licence

There are two ways to view the conditions on a licence; through the Licence
Management module and the Conditions module.

Method 1:

1. From the SOR-RL home page, click & LICENCE MANAGEMENT. The
Licence Management module appears.

2. Select the licence. The Licence summary page appears.

3. Scroll down to the Condition section.
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Condition

Condition ID

15

CN201900077

CN201900076

CN201900075

Method 2:

Condition

During the term of
the licence, the
licensee shall advise
the ministry's
program advisor
when a youth has
been placed in care

Send safety plans for
each child/youth in
care

The Licensee will not
expand the number
of approved parent
model foster homes
beyond 10 homes
within the licensed
period

Status

Active

Active

Active

Frequency

Quarterl 2020:01-
¥y
2020-01-
Monthl
onthly 01
Not Not
applicable  applicable

2020-12-
31

2020-03-
31

Not
applicable

Origin

Licence
Amendment

Licence
Amendment

Licence
Amendment

Action

Select

Show

occurrence

Select

Show
occurrence

Select

1. From the SOR-RL home page, click @ CONDITIONS, The Conditions module
page appears.

. Si h diti . .
2. Click and enter the search criteria.

Search

3. Click

Viewing your condition occurrence workload

. The list of conditions for that licence appears.

1. From the SOR-RL home page, click @ CONDITIONS, The Conditions module

appears.
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Conditions

Q Search conditions

Search for conditions

Search conditions

Condition - Occurrence workload © View recently accessed
See dashboard

Condition ©
See dashboard

2. Clickthe % link under Condition - Occurrence Workload. The
dashboard appears.

Action required ) A

Item(s) per page:ﬂ ov

Site/Agency Occurrence Summitted Comply

Occurrence 1D Condition =
name status date |5 by date

Send safety

plans for 5
Licence ) 2020-02-
CMN201900076-1  each Wiy Inc. Active Select
; Amendment 05
childfyouth
in care
Send safety
plans for )
Licence ) 2020-03-
CMN201900076-2  each Wiy Inc. Active Select
: Amendment 05
childfyouth
in care
Send safety
plans for )
Licence . 2020-04-
CM201900076-3  each Wiy Inc. Active Select
_ Amendment 06
childfyouth

in care

Note: In the above example, there are 2 conditions, but the conditions have more than
one occurrence. The occurrence IDs are the same for a condition except for the last
number.
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Select
3. To open an occurrence, click . The Condition summary page
appears.
Condition summary Oter
Mame of Foster Care Agency: W=y Inc.
Licence number: LI320001 Candition I1D: CN201900076 Origin 1D: AM20190081
Licence issued: Licence with conditions  Condition status: Active
Date of issue: 2019-12-20 Licensor: Qrst, Debra
Condition details M
Condition type: Deliverable condition
Condition: Send safety plans for each child/youth in care
Reasons:
Condition reguirement: Supporting doCument reguirement
Legislation / policy / standard
reference:
Frequency: Monthly
Reporting period start date: 2020-01-01
Reporting period end date: 2020-03-31
Approved date: Dec 20, 2019
Occurrence details M
Occurrence Occurrence Submitted Reporting period Reporting period Comply by 24
1] status date start date end date datelk
CM201900076-
, Active 2020-01-01 2020-01 -3 2020-02-05 Select
CM201900076- .
5 Active 2020-02-01 2020-02-29 2020-03-05 Select
CM20190007E-
3 Active 2020-03-01 2020-03-1 2020-04-06 Select

4. Example of a deliverable condition requiring a confirmation and a document

to be submitted.

Complying with a condition

1. Open the condition occurrence. The Occurrence summary page appears.
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® Supporting ® Occurrence
documents summary

Occurrence summary @ Help
Name of Foster Care Agency: Wxy Inc.
Licence number: LI00001 Condition ID: CN201300076 Origin ID: AM20150081
Licence issued: Licence with conditions  Condition status: Active
Date of issue: 2019-12-20 Licensor: Qrst, Debra
Occurrence details v
Supporting documents »
~

Comments @

No comments have been added.

Exit Back Assign To Me

2. The user may need to click before responding to the condition.
The Occurrence Summary page updates

3. If your condition includes uploading a supporting document:

® Supporting
a. Click documents. The Supporting documents page appears displaying the

Mandatory documents prior to submission.
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® Supporting ® Qcourrence = Confirmation
summary
Supporting documents O ep

Name of Foster Care Agency: Wiy Inc

Licence number: LIDD0O1 Condition ID: CN201300076 Origin 1D: AM20190081
Licence issued: Licence with conditions  Condition status: Active

Date of issue: 2019-12-20 Licensor: Qrst, Debra

Mandatory documents prior to submission ~

Iternis) per page: 10 ¥

Submitted Expiry

Action
date date

Document typel? File name Status

Cendition required document Upload

Upload additional document

b. Click "** and upload the document.

c. Click . The Occurrence Summary page appears. The document you
added can be seen in the Supporting documents section.

Supporting documents ~

Mandatory documents prior to submission

Document typel? File name Type Status Submitted date

Condition required document Doc2.docx

d. Click .

5. If a confirmation is included in the condition, the Confirmation page appears.
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® Supporting ® Occurrence ® Confirmation
documents summary
Confirmation O Help

Name of Foster Care Agency: Waxy Inc.
Licence number: LID0001

Licence issued: Licence with conditions  Condition status: Active
Date of issue: 2019-12-20 Licensor: Qrst, Debra

Condition ID: CN201900077 Origin ID: AM20190081

o During the term of the licence, the licensee shall advise the ministry's program advisor
Condition:
when a youth has been placed in care

I, Deb Dddd , confirm this

condition has been met for the Yes © No
following reporting period:

Reporting period start date: 2020-10-01
Reporting period end date: 2020-12-31

Back Exit
a. Confirm the condition by answering the question.

Confirm
b. When you click "Yes’, the - button appears.

Confirm
c. Click - . A confirmation message appears. The occurrence can be
found under the Submitted section of the dashboard.

Viewing completed condition occurrences

1. From the SOR-RL home page, click @ CONDITIONS, The Condition module

page appears.
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Condition

Q search conditions

Search far conditions

Search conditions

Condition - Occurrence workload @ View recently accessed
See dashboard

Condition @
See dashboard

2. Click See dashboard under the Condition-Occurrence workload section. The
Submitted section appears.

Submitted @ ~

ltem(s) per page:{‘lo ']

Site/Agency Origin Occurrence Summitted

Occurrence ID Condition

name status date IF

During the

term of

the

licence,

the

licensee

shall
Under

CN201000077-4  2VSETNE o ine. LEmre Ministry 2020-01-06 202101 Select

ministry's . 05
review

program

advisor

when a

youth has

been

placed in

care

Amendment

3. To see the details, click e
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Licence management

You will be notified when you receive the decision about your application. When
your licence is approved, you will have access to the following modules:

e Profile

e Licence Application

e Licence Management
e Licence Renewal

e Change Request

e Director's Approval

e Conditions

e Inspections

e Non-Compliance

e Supporting Documents
e Administration

e Serious Occurrence

Ontario @

francais = MENU

Welcome Deb

4 PROFILE

Create a Profile to apply for a
Residential Service Licence or update
Profile information

% LICENCE RENEWAL

Renew existing Residential Service
Licences

© CONDITIONS

Search for conditions on a licence

B SUPPORTING DOCUMENTS

Supporting Documents

Edit my profile Selected Role: Service Provider Admin ¥

B LICENCE APPLICATION ©

Apply for a Residential Service Licence

" CHANGE REQUEST

Request changes which may affect
Licence

& INSPECTIONS

On-site Inspection reports and findings

£ ADMINISTRATION

Manage and view your Users

Viewing a list of your licences

Last Login: 2015-10-31 08:04 AM

Last Failed Login: 2019-10-23 16:52 PM

& LICENCE MANAGEMENT

View your Licences or update Licence
information

& DIRECTOR'S APPROVAL

Apply for a Director's Approval for
licensing

© NON-COMPLIANCE

Search for Compliance Issues

%8 SERIOUS OCCURRENCE @

Serious Occurrences reports and
findings

1. From the SOR-RL home page, click & LICENCE MANAGEMENT. The
Licence management page appears showing a list of your licences. From this
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page you can see the licence summary/details and the history of the licence.

S0OR-RL Licence Management
Licence Management A
List of Licences @ ~

Licence
number Licence type Site/Agency name
IF
Select
1 Xyz Street 20158-12-
LI0D002  Children's Residence  ABC Inc. R lssued s
Markham 3 Wiew
history
Select
LI00001 Foster Care Agency Whoy Inc. - KF Seeey Issued e
Markham 31 Wiew
history

My Licence Management workload ©
See dashboard

Viewing the licence summary

1. From the SOR-RL home page, click & LICENCE MANAGEMENT. The
Licence management module appears.
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SOR-RL Licence Management
Licence Management gk
List of Licences Fe

Site/Agency name

Select
1 Xyz Street 2015-12-
LI00002  Children's Residence  ABC Inc. Y e Issued :
hMarkham 3 View
history
Select
4 Kyz Street 2018-12-
LID000t Foster Care Agency Wy Inc. f r'ee, Issued .
Markham il iew
history

My Licence Management workload ©
See dashboard

Sele
2. Click . . The Licence summary page appears.
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SQOR-RL Licence Management Licence summary

® Licence summary * Update residence details * Supporting Documents

Licence summary ©tep

Name of Children's Residence: ASC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssued

Licence number: LIOO002 Date of issue: 2015-12-11

Licence issued: Licence Licence expiry date: 2012.12-37
Licence information v
Licensee profile hg
Children's Residence information v
Operation information hg
Staff summary v
Supporting documents v

Children’s Residence example
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SOR-RL Licence Management Licence summary

® Licence summary * Update Foster Care Agency details ® Supporting Documents

Licence summary ©rep

Name of Foster Care Agency: Wy Inc.

Licence type: Foster Care Agency Licensor: Starr, Debra Licence status: [ssued

Licence number: L0000 Date of issue: 2015-12-11

Licence issued: Licence Licence expiry date: 20159-12-31
Licence information hd
Licensee profile hd
Foster Care Agency information hd
Operation information A
5taff summary v
Supporting documents w

Foster Care Agency example
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SOR-RL Licence Management Licence summary

¢ Licence summary * Update Staff Model Homes details ® Supporting Documents

Licence summary

Operating name:

Licence type: Staff Model Homes Licence
Licence number: 9000615

Licence issued: Licence

Licensor: Clarke, Laura
Date of issue:
Licence expiry date:

Licence information

Preferred language of licence: English

Funding type:

Private operator

Licence status date:

Licence document Issue date |¥

Mo data exists.

Licensee profile

5taff Model Homes information
Operation information
Staff summary

Supporting documents

Staff Model Homes Licence example

Communication document type

© H=lp

Licence status: |ssusd
Last Policy & Procedures review date:
Program Supervisor: McAdam, Judith

Action

Tip: The top of the page, also known as the ‘tombstone’, displays the basic licence
information including the name of the children’s residence/staff model homes
licence/foster care agency, licence type, licensor, licence status, licence number, date

of issue, licence issued, and licence expiry date.

The Licence Summary page is divided into three tabs: Licence summary, Update

tab.

® Licence summary @ Update Foster Care Agency details ® Supporting Documents

Licence summary

[Licence] details, and Supporting Documents. Let's begin with the Licence Summary

@ Help
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Licence information

1. From the Licence summary page, expand the Licence information banner.

SOR-RL Licence Management Licence summary

® Licence summary * Update residence details ® Supporting Documents

Licence summary Orielp
MName of Children’s Residence: AEC Inc.
Licence type: Children's Residence Licensor: 5tarr, Debra Licence status: Issued
Licence number: LIO0002Z Date of issue: 2019-12-11
Licence issued: Licence Licence expiry date; 2015-12-31
Licence information .
Youth Justice Facility: Mo
Preferred language of licence: English
Funding type: Private operator

Licence status date:

Licence document Issue date |¥ Communication Document type Action
LICENCE. pdf [Print friendly version] 2015%-12-1 Licence Select
Children’s Residence example

elec
2. Toview a licensing document, click il or click the blue link.

3. To print the document, click the blue link. The document opens a printable
format. Press <Ctrl P> to open the print menu.

Licensee profile

1. From the Licence summary page, expand the Licensee profile banner.
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Licensee profile -~
Licensee type: Corparation
Preferred language of correspondence: English
Corporation number: 234242323
Corporation name: Whay Inc.
Phone number: (T11 1114111
Email: deb@jjj.com
Website:
The corporation is: For profit
Is the corporation a society? Yes
Is the applicant/licensee an existing Transfer Mo
Payment Recipient?
Head office address: 2 Main Street Xyz, Ontario, L3R3M4, CAMADA
Head office mailing address: 2 Main Street Xyz, Ontario, L3R3M4, CANADA
Is the corporation operating a business under
a name that is different than its corporation Yes

name?

Operating name

ABC Inc.

Owners of the corporation

Share

percentage

Zxxx, Jack Individual 100% 20151205 Yes Select

Directors of the corporation
Show inactive
Authorized to receive
Ministry

communications on
behalf of Licensee

Joixex, Bob 20715-12-05 Yes Yes Select

Officers of the corporation
Show inactive

Authorized to
receive Ministry

communications
on behalf of
Licensee

Xzzz, Joe President 2015-12-05 Yes Mo Select
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Supporting documents

ltern(s) per page: |10 T |

Document typel® File name

s Doesnot  2015-12-
corparation Docl docx Satisfactory  2015-12-05 G ; Starr, Debra
expire 0

documents

Docurnentation

regarding Operator

Doesmot  20719-12-
suitability (i.e. OV, Doc2 docx Satisfactory  2019-12-05 e 10 Starr, Debra
resume} for Owner - P

Txx, Jack

Docurnentation

regarding Operator 9
Doesnot  2019-12-
suitability {i.e. CV, Doc 3.docx Satisfactory  2018-12-05 T 10 starr, Debra
resume) for Officer - P
Xzzz, Joe

Tip: To make changes to the profile information, see the Editing a Profile section.

Children’s Residence/Staff Model Homes/Foster Care
Agency information

Note: Licence information differs between the three licence types. As such, the
information below is organized by licence type.

Children's Residence

1. From the Licence summary page, expand the Children's Residence
information banner.
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Children's Residence information A
MName of Children's Residence: ABC Inc.
Phone number: [ B e
Email:
Website:
Ownership: Chn
Municipality: City of Toronto
Region: Toronto
Residence address: 1 Xyz Street Markham, Ontario, L3R3M4, CANADA
Residence mailing address: 1 Xyz Street Markiham, Ontario, L3R3M4, CANADA

Safe Drinking Water Act

Is water provided through service connections

i
with @ municipal residential water system? =
Residence contacts
Show inactive
Name |2 Role Phone number  Date activated  Date deactivated  Email Action
Dddd, Jim  Supervisor (111} 111-1111 2019-12-01 jim@mailinator.com &

Add contact

Note: A Children's Residence licence displays the address of the location where the
residence is located which may not be the same as the head office address in the
profile. The head office can be anywhere, but the children's residence must be in
Ontario and is the one mentioned in the Licence.

Note: Only the Children's Residence contacts can be edited and/or added from this
section. Other changes, such as a change to the residence name, must go through a
formal change request process. See the Requesting a change to a licence section.

2. To see the Children's Residence contacts, scroll down to the Residence
contacts section.

Residence contacts

Show inactive

Name I Role Phone number  Date activated  Date deactivated  Emall Action
Dddd, im  Supervisor (11131111111 2015-12-1 jim@mailinator.com 4
Add contact

Note: This page shows all active contacts. To see all contacts, click Show inactive.
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3. To view contact details, to edit contacts, or to deactivate contacts, click the

editicon * . The Residence Contact Details page appears.

e e n
SR HL LECETILE Mg e rmenil LIL EFILE SIRTITATY HERRlEn0e conbacl oelans

Residence Contact details

MName of Children's Residence: AEC Inc.

Licence type: Chikiren's Residends Licemsor: Starr, Debea Licence status: l=5
Licence numbser: LIO3002 Date of issae: 23151211
Licence issued: Licanos Licence expiry dabe: 2019-12-3

Contacl infarmation

First name: *

Last mame: *

Role: *

Suparvisor

Phone numbser: *

1111 Ext:

Mobile Nao_:

Ernail: *

[Llplc i F ot Rl R ] R ]

Date activated *
e-12-0 |

Status: Aclve

Deaclmeale

Date deactivated: *
i

Deactivation reasons:

Deactivate

a. Make the changes. If deactivating a contact, click
updates.

0 Help

Repurn

and make the
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. Save . Return
b. Click then click ————— .
. Add contact . .
4. Toadd contacts, click —— . The Residence Contact Details page
appears.

SOR-RL Licence Management Licence summary Residence contact detaiks

Residence Contact details Oricp
MName of Children's Residence: ABC Inc.
Licence type: Children's Residence Licensor: Starr, Debra Licence status: Issusd
Licence number: LID0O00Z Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 20719-12-31

Contact information ~

First name: *

Last name: *

Raole: *

Phone number: *

Ext:

Mobile Mo.:

Email: *

Date activated *

2018-12-11 m

Status: Active

Return Save

a. Enter the contact information. Click " then click . The contact
appears on the Residence contacts list on the Licence Summary page.

Staff Model Homes

1. From the Licence summary page, expand the Staff Model Homes
information banner.
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Staff Model Homes information ~
Operating name: Mapile Start 5taff Model Homes
Phone number:
Email:
Website:
Municipality:
Region: East

Staff Model Homes Licence address (same as Head

3038000 Jane Building B Street Narth, Concord, Ontario, L4K 568
Office address): | E 2 A , L4KS

Staff Model Homes mailing address:

Staff Model Homes contacts
Show inactive

Name & Role Phone number Date activated Date deactivated Email Action
Boleyn, Ann 5MH Supervisor (518) 281-9312 2024-03-31 spa_015@yopmail.com K
Add contact

Note: A staff model home licence address reflects the address of the licence, which is
likrely the same as the head office address in the profile. The license address does not
reflect the address of individual staff model home sites. Staff Model Home site
addresses are indicated in the next section, Operation Information.

Note: Only the Staff Model Homes contacts can be edited and/or added from this
section. Other changes, such as a change to the operating name, must go through a
formal change request process. See the Requesting a change to a licence section.

2. To see the Staff Model Homes contacts, scroll down to the Staff Model
Homes contacts section.

Staff Model Homes contacts
Show inactive

Name |2 Role Phone number Date activated Date deactivated Email

rj House Manager (519) 123-4567 2024-05-15 spa_025@yopmail.com s

Add contact

Note: This page shows all active contacts. To see all contacts, click Show inactive.
Note: Contacts for the staff model homes licence are recorded at the licence level.

3. To view contact details, to edit contacts, or to deactivate contacts, click the

edit icon ' The Staff Model Homes contacts page appears.
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S0R-RL Licence Management Licence summary Staff Model Homes contacts

Staff Model Homes contacts Oriep
Operating name:
Licence type: Staff Model Homes Licence Licensor: Clarke, Laura Licence status: [ssued
Licence number: S000615 Date of issue: Last Policy & Procedures review date:
Licence issued: Licence Licence expiry date: Program Supervisor: McAdam, Judith

Contact information A~

First name: *

Henry
Last name: *

Tudor

Role: *
General manager 5MH

Phone number: *

(51901323123 Ext:
Mobile No.:
Emiail: *

spa_015@yopmail.com
Date activated *
2024-04-01 m
Status: Active
Deactivate

Date deactivated: =
m

Deactivation reasons:

Return Save

Deactivate

a. Make the changes. If deactivating a contact, click and make the

updates.

Return

b. Click ™ then click

Add contact

4. To add a staff model home licence level contact, click — . The Staff
Model Homes Contacts page appears.
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Staff Model Homes contacts

Operating name:

Licence type: Staff Model Homes Licence Licensor: Mcadam, Judith
Licence number: 0006880 Date of issue: 2024-08-20
Licence issued: Licencs Licence expiry date: 2024-12-31

Contact information

First name: *
Last name: *
Role: *
Phone number: *
Ext:
Mobile No.:
Email: *
Date activated *

2024-09-05

Status: Active

©Q Help

Licence status: Issusd

Last Policy & Procedures review date: 2024-
08-20
Program Supervisor: Clarke, Laura

Return Save

c. Enter the contact information. Click i, then click ﬂ. The contact
appears on the Staff Model Homes contacts list on the Licence Summary

page.
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Staff Model Homes information ”~

Operating name:

Phone number:

Email:

Website:

Municipality:

Region: East

Staff Model Homes Licence address (same as Head

Office address): 3038000 Jane Building B Street Morth, Concord, Ontario, L4K SE8

Staff Model Homes mailing address:

Staff Model Homes contacts
Show inactive

Name |2 Role Phone number  Date activated  Date deactivated  Email Action
Tudor, Henry  General manager SMH (519) 1323123 2024-04-01 spa_015@yopmail.com s
Add contact

Foster Care Agency

1. From the Licence summary page, expand the Foster Care Agency
information banner.

Foster Care Agency information A
MName of Foster Care Agency: Wooy Inc.
Phone number: (MMM
Email:
Website:
Municipality: City of Toronto
Region: Toronto
Office address Lead office 13 Email Phone number Action
4 ¥yz Street Markham, Ontario, L3R3M4,
T " A ,‘
CANADA (mn11-11m .
Add office
Foster Care Agency mailing address: 2 Main Street Xyz, Ontario, L3R3M4, CANADA

Note: Only the Foster Care Agency office address can be added or edited on this page.
Other changes, such as a change to the Foster Care Agency name, must go through a
formal change request process. See the Requesting a change to a licence section.
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2. To add an office, from the Foster Care Agency information section, click

dd office
! . The Office address page appears.

Office address details © elp
Address Information A~

Municipality: *

Please select... v

Address Search:

Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: Postal code: *
Ontario

Verify address

Email:

Phone number: *

Ext:

Is this the lead office?
OYes @ No

Return Save

a. Manually populate the address fields or utilize the predictive address
search field. An address verification mechanism is available.

Note: An address is not required to be verified for it to be saved in the system.

b. Enter the office information, including indicating whether the office is the
lead office.

urn

c. Click "™ thenclick
summary page.

. The office appears on the Licence
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Office address Lead office J& Email Phone number Action

4 ¥yz Street Markham, Ontario, L3R3M4,

-1 r
CANADA 11 111-1nm ’

Add office

3. To edit an office, from the Foster Care Agency information banner, click the

editicon # .
Foster Care Agency information ~
Name of Foster Care Agency: Wy Inc.
Phone number: (111111141
Email:
Website:
Municipality: City of Toronto
Region: Toronto
Office address Lead office J& Email Phone number Action

4 Kyz Street Markham, Ontario, L3R3M4,

1 e
CAMADA Yes (111) 1111111 :

Add office

4. The Office address page appears.
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.

Office address Oelp
MName of Foster Care Agency: Stepping Stones Foster Care Inc. Geranimo foster care
Licence type: Foster Care Agency Licensor: Clarke, Laura Licence status: Deemed to continue
Licence number: 0002074 Date of issue: 2079-01-27 Last Policy & Procedures review date: 2017-

01-31

Licence issued: Licence with conditions Licence expiry date: 2022-07-31 Program Supervisor: Clarke, Laura

Address Information -
Municipality:

County of Grey v

Region: West
Address Search:
Q

Address line 1: *

22 Westbury Way

Suite/Unit No.:

Address line 2:

City/Town: * Province: Postal code: *
Ontari
Whitby e L1M OL9
Verify address Address is verified

Email:

Phone number: *

(555) 111-2222 Ext:

Is this the lead office? No

Return Save

Note: If the office is the lead office, only the phone number and email are editable.

5. Edit the information.

Return

6. Click ™ thenclick

Operation information

Note: Operation information differs between the three licence types. As such, the
information below is organized by licence type.

Children's residence
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This section displays a brief description of the premises, program, and capacity.
There is also a list of the children that have been added.

Note: Some changes such as those to the capacity and to children, can be made
without a change request. Other changes must go through a formal change request
process. See the Requesting a change to a licence section.

1. From the Licence summary page, expand the Operation information banner.

Operation information ~
Brief description of premises: My home
Program: Full time

Number of respite beds:

Program description: HHH
Age range: 16 years and abave
Gender: Female, Male
General service categories: Children's mental health
Referral sources: Families/caregivers
Capacity
Approved capacity (Total number of beds): 1
Room size unit of measurement: ® Merre Inch Feet

Room name J& Room size # of beds Age range

Room 1 6x6 1 16 years and abave Male irst floor Select

T

Children information

Show discharge

Date of birth Last date interviewed

Mo dara exists.

Add child

2. To view capacity/room information, scroll down to the Operation information
- Capacity section.

Select

a. To see the room information, click

3. To view Children information, scroll down to the Operation information -
Children information section.
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Children information

Show dischargec

Date of birth Last date interviewed

No darta exists.

Add child

Note: The name of children will be displayed in full or with initials depending on your
system role.

Add child

a. Toadd achild, click ————— . The Child details page appears.

SOR-RL Licence Management Licence summary Child details

Child details O telp

Name of Children's Residence: ABC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssued
Licence number: LID0002 Date of issue: 2019-12-11
Licence issued: Licence Licence expiry date: 2019-12-31
Child information -~

First name: *

Last name: *

Date of birth: *
Gender: * @ Male © Female @ X
Date of admission: *
Legalstatus: 1t Please select... v
Status: Active
Last date interviewed:
Return Save
. . . . Save . Return .
b. Enter the child information. Click then click = .. The child

appears in the Children information list on the Licence Summary page.

Children information
Show discharged

Date of birth Last date interviewed

Ssssss, Sally 2000-01-01 Active R4

Add child

c. To edit or discharge a child, click the edit icon #". The Child details page
appears.
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Sa Return

“ _then click

d. Make the changes. Click

Staff Model Homes

This section displays the program details for the Staff Model Homes licence and a
brief description of the premises, program and capacity for each Staff Model Homes
site. There is also a list of the children that have been added to each site.

Note: Some changes to the sites/capacity/children/contact details can be made
without a change request. Other changes must go through a formal change request
process, including the addition or removal of a site from a Staff Model Home licence.
See the Requesting a change to a licence section.

1. From the Licence summary page, expand the Operation information banner.

Operation information ~
Program: Full time, Part time, Respite
MNumber of respite beds: 1

Program description:

Age range: Ower 18 months to under 16 years (15 years + 364 days), 16 years and above
Gender: Female, Male, X

General service categories: Young parent resource centre

Referral sources: Families/caregivers

Staff Model Home Sites
Total approved Staff Model Home Sites 3
Show inactive

Sitename  Approved . . Number of .
o - Site address Region . Status  Action
1 Capacity children
Cabin 1 2 ) 0 Active Select
Cabin 2 1 0 Active Select
- 1 - )
Cabin 3 1 - o Active Select

2. To view Staff Model Home sites information, scroll down to the Staff Model
Home Sites list.

elec
3. To view information for each Staff Model Homes site, click - . The Staff
Model Home Site details page displays.
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SOR-AL Licence Managermenl Licence Sumnmary S1all Maodel Home Sile delails

Staff Model Home Site details (- o

Operating name: &

Licence type: S1all Model Homes Licence Licensor: Clarke, Laura Licence status: lssusd
Licence numbser: 2000615 Dape of ssue: Last Policy & Procedures review date:
Licence isswed: Licanis Licence expiry date: Program Supervigor: Mohdam, Judith
Staff Model Horne Site infarmation L
Site address:
Site name: Cabin 1

Phone number:
Ermail:
Ownership: Reral
Municipality:
Region:
Safe Drinking Water fct

Is water provided through service connections with

M
a municipal residential water system? -
Upsdare StalT Mode] Home Site imforrmation
Staff Model Horne Site contacts L
Sheew inacLive
Mame 1= Role Phone number  Dave activeted  Date desctivated Ernail Action
Clarke . Palula Caban 1 ranager (434} 1342342 2024-04-01 spna M S@Eyopmail.coan &

Add comlacl
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Site description ~
Brief description of premises:
Brief description of dients served:
Capacity -~
Approved capacity (Total number of beds): 2
Room size unit of measurement: @ Meaue vk O Feet
Room Rooam: # of
= & Gender Flaar Action
name |2 size beds A exnge
o = 0 wo 18 Fnonthis, Ower 1B mondbs o under 16 years {15 paars Fearala, X, Sacond
| 10x 5 z . o L Sefeil
+ 364 daysl, 16 years and abowe Wl ahe [ETE]
W o 3 o .:_' a Ilu Ower 1B months (o under 16 years (15 years Make, K, ?.:l.l.-n;.i o
+ 364 days], 16 years and Al Ferale locr

Children information
Shove discharged

Date of birth
i dhala exisls
Add child
Site status L
Status: Active
Relurn

Note: The Staff Model Home site address reflects the location of the approved site and
may not be the same as the head office address in the profile. The head office can be
anywhere, but the staff model home sites must be in Ontario.

4. To view Staff Model Home site contact details, scroll down to the Staff
Model Homes contact banner.

Staffl Mode| Home Site contaces

Shvm inac e

Mame |= Role Phane numbser Date activated Date desctivated Ermail Action
Clarke | Patula Caban 1 rranager (434) 138-2342 2024-04-01 igna 1 SiEyopmail.com &
Add comact

5. To add a contact at the staff model home site level, click Add Contacts. The
Staff Model Home Site contact details page appears.
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SOR-RL Licence Management Licence surmmary Staff Model Home Site details Staff Model Home Site contact details
Staff Model Home Site contact details Zazz
Operating name:
Licence type: Staff Model Homes Licence Licensor: Clarke, Laura Licence status: |ssusd
Licemce number: 5000613 Date of issue: Last Policy & Procedures review date:
Licemce issued: Licence Licence expiry date: Program Supervisor: McAdam, Judith
Contact information A

First name: *

Last name; *

Role: *

Fhone number: *

Ext:

Mobile No.:

Email: *

Date activated *

2024-04-01 m

Status: Active

Return Save

eturn

a. Enter the contact information. Click "™ then click . The site
contact appears on the Staff Model Home site contacts list on the Staff
Model Home Site details page.

b. Repeat these steps for all site contacts.

6. To edit or deactivate a site contact, click the edit icon #". The Staff Model
Home Site contact details page appears.
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SOR-FL Licence Management Licence summary Staff Model Home 5ite details Staff Model Home Site contact details
Staff Model Home Site contact details e
Operating name: Maple Start Staff Model Homes
Licence type: 5taff Model Homes Licence Licensor: Clarke, Laura Licence status: [ssued
Licence number: 2000615 Date of issue: Last Policy & Procedures review date:
Licence issued: Licence Licence expiry date: Program Supervisor: McAdam, Judith
Contact information -~

First name: *
Petula
Last name: *
Clarke
Role: *
Cabin 1 manager
Phone number: *
(434) 134-2342 Ext:

Mobile No.:

Email: *
spa_015@yopmail.com
Date activated *
2024-04-01 m

Status: Active
Deactivate

Date deactivated: *
m

Deactivation reasons:

Return Save
a. Make the changes. If deactivating a contact, click "™ and make the

eturn

updates. Click - then click . The Staff Model Home Site details
page displays.

7. To view capacity/room information, scroll down to the capacity section.
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Capacity -~
Approved capacity (Total number of beds): 2
Room size unit of measurement: @ Mealre ek Fee

Room [Rsoim & of

name = s Beds Age range Gender Flaar Action

| 105 - Da 18 months, Owver 18 months o under 16 years (15 years Female, X, Second =

S - + 364 days), 16 years and abiwe Male Moo =
" 10xE 3 Do 18 '|||.-".":_\. Ovwer 18 months Lo under 16 years {15 years  Male, X, %:LI.IIIIJ Seleny
+ 364 days]. 16 years and abowe Female loor

Select

a. To seethe room information, click

8. To view the Children information, scroll down to the Children information

section.

Children infermation
Show dischargec

Last date interviewed

Date of birth

Mo data exists.
Add child

Note: The name of children will be displayed in full or with initials depending on your

system role.

9. Toadd a child, click Y The child details page appears.
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Child details 0 i

Operating nams: 1Y

Licence type: SLail Model Homes Licence Licensar: Clarke, Lawa Licence status: lssuad
Licence numbser: Date of issue: Last Policy & Procedures review date:
Licence isswed: Loancs Licence expiry date: Program Superviser: Mohdam, Judith

Child information -~
First name: *
Last narme: *
Date of birth: * i
Gender: * Male Female
Date of admission: * i

’ -
Legal atatus: Please select... w
Stanus: ALLive
Last date interviewed:
Helurn Sdvs

Return

a. Enter the child information. Click " then click . The child
appears in the Children information list on the Staff Model Home Site
details page.

Children information

Show discharged

Date of birth Last date interviewed Status

Ssssss, Sally 2000-01-01 Active s

Add child

10. To edit or discharge a child, click the edit icon . The Child details page
appears.

Return

a. Make the changes. Click "™ then click

11. Repeat steps for all staff model home sites listed and active children.
Foster Care Agency

1. From the Licence summary page, expand the Operation information banner.
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Operation information ~

Proposed number of Foster Homes in New
Licence application:

Proposed number of foster children in Mew
Licence application:

Information on classification and planned
utilization of Foster Homes under the
authority of the licence:

General service categories: Children's mental health

Foster Homes
Current number of active Foster Care homes: 0
Current number of foster children: O

Show inactive
# of beds currently # of beds currently

occupled by foster occupled by foster
children under 18 children under 18

placed by my foster placed by other foster
BEEnCy agencles

Mo data exists.

Add Foster Home

2. To view foster home information, scroll down to the Foster Homes section.

Foster Homes
Current number of active Foster Care homes: 0
Current number of foster children: O

Show inactive

# of beds currently # of beds currently
occupied by Toster occupied by foster
children under 18 children under 18 capacity  Bed  cirtus  Action

Over

Director’s type

laced foster laced by other foster
P by my P by Asaronal

agency agencies

No data exists.

Add Foster Home

Adding a foster home

1. To add a foster home, from the Licence Summary page, expand the
Operation information banner and scroll down to the Foster Homes section.
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Foster Homes
Current number of active Foster Care homes: 0
Current number of foster children: O

Show inactive

# of beds currently # of beds currently
occupied by Toster occupied by foster
children under 18 children under 18
placed by my foster placed by other foster

agency agencles

Over
capacity Bed

Director's  type Status Action

Approval

Mo data exists.

Add Foster Home

. Add Foster Home . .
2. Click . The Foster Home information page appears.

Foster Home information A

Foster home name: *

Foster Parent details
Title:

Please select... ¥

First name: *

Last name: *

Email:

Phone number

Mobhile phone #:

Children information
Show discharged

Date of birth Last date interviewed Status Action

No data exists.

Add child
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# of Beds currently occupied by foster children under 18 placed by my foster agency:

# of Beds currently occupied by foster children under 18 placed by other foster agencies:
Name of other foster agencies :

Over capacity Director's Approval: 0

# of children under 18 living in the same home excluding those identified above:
# of individuals over 18 living in the same home including foster parents: *

Bed type: *
Other
Therapeutic
Respite
Specialized
Custamary care
Kinship
Regular

Ownership: *
Family dwelling © Licensee owned/Rented

Date activated: *

Foster home approval date: *

Status: Active

Foster Home location address -~

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: Postal code: *
Ontario

Verify address

Return Save

3. Enter the foster home information.

Note: There can be more than one parent. Additional parents can be added once the
page is saved. See instructions further below.
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Add child

4. Toadd a child, click -~ . The Child details page appears.
Child details O el

Name of Foster Care Agency: Wy Inc.

Licence type: Foster Care Agency Licensor: Starr, Debra Licence status: |zsued
Licence number: LIJO001 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 2015-12-31
Child information A

First name: #

Last name: *

Date of birth: * .
@

Date of admission: * m

o
Legal status: Please select... ¥

Name of child's worker:

Status: Active

Last date interviewed:

Return Save

Return

a. Enter the child information. Click _ -~ then click ——— . The child
appears in the Foster Home information page.

5. Scroll down to the Foster home location address section.
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Foster Home location address -~

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

City/Town: * Province: Postal code: *
Ontario

Verify address

Return Save

a. Manually populate the address fields or utilize the predictive address
search field. An address verification mechanism is available.

Note: An address is not required to be verified for it to be saved in the system.

Note: The Foster Home location address reflects the location of the approved home
and will not be the same as the head office address in the profile. The head office can
be anywhere, but the foster home sites must be in Ontario.

Save

6. Click :

7. An additional foster parent can now be added. To add a foster parent, press

dd paren
fpere . The Foster parent details page appears.
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Foster Parent details

A
Title: Please select... ¥
First name: *
Last name: *
Date activated: *
Status: Active
Return Save

Sa Return

a. Enter the foster parent information. Click — "~ thenclick —— . The

foster parent appears in the list.

8. Once done, click - then click

. The foster care home appears in
the list.

Foster Homes
Current number of active Foster Care homes: 1
Current number of foster children: O

Show inactive

# of beds currently  # of beds currently

Ovel
occupied by foster occupied by foster ca ' i Bed
children under 18 children under 18 DIr::t::‘s Status Action
placed by my foster placed by other roval ype
agency foster agencies op
2DEF
CEF Bob
= Street, 0 0 0 Regular Active
home  Bbbbb
Markham

Add Foster Home

Editing a foster home or foster children

1. From the Licence Summary page, expand the Operation information banner
and scroll down to the Foster homes section.

202



SOR-RL Residential Licensing User Guide for Applicants and Licensees Ontario @

Foster Homes
Current number of active Foster Care homes: 1
Current number of foster children: 0

Show inactive

# of beds currently  # of beds currently

Fosti O
Ht:,smeer Foster occupied by foster occupied by foster cavearci Bed
parent Address children under 18 children under 18 _P ty' Status Action
name Director's type
I names placed by my foster  placed by other Aporoval
. agency foster agencies PP

2 DEF

DEF Bob .

| 4

home  Bbbbb Street, 0 0 0 Regular Active .

Markham

Add Foster Home

2. Click the edit icon . The Foster Home page appears.

Foster Home © Help

Name of Foster Care Agency: Wxy Inc.

Licence type: Foster Care Agency Licensor: Qrst, Debra Licence status: Issued
Licence number: LI0O0001 Date of issue: 2019-12-11

Licence issued: Licence with conditions  Licence expiry date: 2019-12-31

Foster Home information P

Foster Home name: *
DEF home

Show inactive

Foster parent name | Last date interviewed Status

Bbbbb, Bob Active ’

Add parent

Email:

Phone number:

Mobile phone #:
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Children information:
Show discharged

Name |2 Date of birth Last date interviewed

No data exists.

Add child
# of beds currently occupied by foster children under 18 placed by my foster agency: 0
# of beds currently occupied by foster children under 18 placed by other foster agencies:
Name of other foster agencies :
Over capacity Director's Approval: 0
# of children under 18 living in the same home excluding those identified above:
# of individuals over 18 living in the same home including foster parents: *
1
Bed type: *
B Other
O Therapeutic
[ Respite
O Specialized
5 Customary care
& Kinship
¥ Regular
Ownership: *
® Family dwelling  © Licensee owned/Rented
Date activated: *
20191212
Foster Home approval date: *
20191212
Status: Active
Deactivate
Date deactivated: *
B8
Closure: *
Voluntarily Non-voluntarily
Deactivation reasons:
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Foster Home location address A

Address Search:
o}

Address line 1: *

123 Right Street

Suite/Unit No.:

Address line 2:

City/Town: * Province: Postal code: *
Toranto Bl M1M 1M1
Verify address

Return Save

3. Make the changes required.

4. To edit or discharge a child, scroll down to the Children information section.

Children information
Show discharged

Date of birth Last date interviewed

Jiii, Jack 2000-01-01 Active Va

Add child

5. Click the editicon “ . The Child Details page appears.
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Child details O el

MName of Foster Care Agency: Yy Inc
Licence type: Foster Care Agency Licensor: Starr, Debra Licence status: [ssued

Licence number: LIO000 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 201

(Y=

k2
i

[

[

Child information ~

First name: *
Last name: *
Date of birth: * 20000101 m
Date of admission: * 3018-12-10 m
Leipnl st ¥ Temporary care agreement v

Name of child's worker:

Status: Active

Last date interviewed:
Discharge

Date of discharge: =

Return Save

Discharge

6. Make required changes or click . Enter the discharge date.

Return

7. Click ™ thenclick .

8. If discharged, the child's status changes to “Discharged” and the child's name
disappears from the Children information list on the Licence Summary page.

Deactivating a foster home
Note: There cannot be any active children in the home before being deactivated.

1. From the Licence Summary page, expand the Operation information banner
and scroll down to the Foster homes section.
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Foster Homes
Current number of active Foster Care homes: 1
Current number of foster children: O

Add Foster Home

2. Click the editicon #. The Foster Home page appears.

Deactivate

3. Click

Status: Active

Deactivate

Date deactivated: *

B

Closure: *
Voluntarily Non-voluntarily

Deactivation reasons:

4. Enter the date deactivated, and indicate whether the closure was voluntary
or non-voluntary.

5. Enter the Deactivation reasons.

Return

6. Click ™ then click

Director's Approval

Note: This section will only be displayed on the Licence Summary page if there is a
Director's Approval for the licence.

Note: Changes to a Director's Approval cannot be made here, however a Director's
Approval can be withdrawn.
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1. From the Licence summary page, expand the Director's Approvals banner.
Director's Approvals ~

Director's Approval ID

I Expiry Action

date

Type of Director's Approval Status Effective date

Ty Sleeping accommedation - " d S 2019- il
Approve -10-
Basement bedroom RE 10-25 I8

Sleeping accommodation - 2015
DA201900427 Sharing a bedroom 7 or older  Approved 2019-10-22 10-24 Select
opposite sex

Selec
2. Click Hanil to see the details. The Director's Approval summary page
appears.

3. To withdraw a Director's Approval, click -

Conditions

Note: A Conditions banner will only be displayed on the Licence Summary page if
conditions are applied on the licence.

1. From the Licence summary page, expand the Condition banner.

Condition ~

Reporting  Reporting

Condition ID
1_:“ HHon Condition Status Frequency period period end Origin Action
. start date  date
Select
] - ch
CN202300400 Adding a condition Active Onetime  2023-10-25 2023-10-31 ~ o e¢
Request Show

occurrence

Selec
2. Click il . The Condition summary page appears.
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Condition summary Sk

Mame of Fester Care Agency: Wiy Inc.

Licence number: LIDO001 Condition ID; CHN2013900076 Crrigin 1D
Licence issued: Licence with conditions  Condition status: Active
Date of issue: 2019-12-20 Licensor: Qrst, Debra
Condition details e
Condition type: Celiverable condition
Condition: Send safety plans for each child/youth in care
Reasons:
Condition requirement: Supporting doecument requirement

Legislation f policy / standard

reference:
Frequency: Maonthly
Reporting period start date: 2020-01-01
Reporting period end date: 2020-03-11
Approved date: Dec 20, 2019
Occurrence details L]

Occurrence Occurrence Submitted Reporting period Reporting period

Dy status date start date end date

CH201900076-

L Active 2020-01-01 2020-01-31 2020-02-05 Select
CM20190007E-

- Active 2020-02-1 2020-02-29 2020-03-05 Select
CM201900076-

3 Active 2020-03-01 2020-03-31 2020-04-06 Select

Show

occurrence

3. To see the occurrences only, click
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Condition e

Condition ID Reporting Reporting

I period period
start date end date

Dwring the term of
the licence. the Eebect
licenzee shall advise

CM201200077 the ministry's Active Quarterly

2020-01- 2020-12- Licence

01 31 Armnendment
program advisor Sk
when a youth has pecure
been placed in care
Select
ssfeny plans §
Aol aaenplam for 2020-01-  2020-03-  Licence
CM201300076  each childfiyouth in Active Manthly 3 2
o 3 Amendment Hide
care
OCCUrrence
Submitted Reporti iod start R rti iod end
Occurrence ID  Status SRESS = et = Comply by date
date date date
CM201 30007 6-
; i Active 2020-01-01 2020-01-31 2020-02-05
2 76-
?Lm AL Active 2020-02-1 2020-02-29 2020-03-05
CM201 20007 6-
5 - Active 2020-03-01 2020-03-31 2020-04-08
The Licensees will not
expand the number
o Anpromcd peent Mot Mat Mat Licence
CM201%00075 model foster homes Active Select

applicable applicable applicable  Amendment
beyond 10 homes

within the licensed
period

Tip: For more information about conditions, see the Working with conditions section.

Staff summary

1. From the Licence summary page, expand the Staff Summary banner.

Staff summary ~

Show inactive

Name of staff Current Position Employment Date of first shiftin Last date T T -

member |2 position title start date time this residence interviewed

Gggee, George Assistant 2019-10-01  full time 2019-10-01 2019-10-18 Active
Add staff

Tip: Click the Show Inactive link to include inactive staff in the list.
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Add staff

2. To add a staff member, click """ The Staff details page appears.

Staff information ~

First name: *
Last name: *

Current position title: *

Qualifications: * O Certificate
[ Diploma
[ Degree
[] Have Relevant Experience and Skills

O First Nations, Inuk or Mé&tis (FNIM), Elder,
Knowledge Keeper, Healer, Medicine Person,
Traditional Person or Cultural Person

O student
Is the staff person a member of a OYes ONo
regulatory college body or
professional association?
Employment type: * (O Persons otherwise engaged by the licensee (This includes but may not be

limited to third party agency staff)
O Persons employed by the licensee

Employment start date: * =
Position start date: * =
Employment time: * O Full-Time O Part-Time O Relief
Date of first shift in this residence * B

Last date interviewed:

On leave: O

Status: Active

Return Save

a. Enter the staff information.

b. For Staff Model Homes, staff can be added to 1 or more Staff Model
Homes site.
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SOR-RL Licence Management Licence summary Staff details

Staff details Qhep

Operating name: I

Licence type: Staff Model Homes Licence Licensor: Clarke, Laura Licence status: |ssued
Licence number: S000615 Date of issue: Last Policy & Procedures review date:
Licence issued: Licence Licence expiry date: Program Supervisor: McAdam, Judith

Staff information -~

First name: *
Last name: *

Current position title: *

. H .
Assigned sites: Please select... M

Calin 1

i H r

Qualifications: Cabin 2

Cabin3
OoegreE

O Have Relevant Experience and Skills

[ First Nations, Inuk or Métis (FNIM), Elder, Knowledge
Keeper, Healer, Medicine Person, Traditional Person or
Cultural Person

[ Student
Is the staff person a member of a CYes O No
regulatory college body or professional
assodation?
Employment type: = O Persons otherwise engaged by the licensee (This includes but miay not be limited to third
party agency staff)
O Persons employed by the licensee
Employment start date: * m
Position start date: * m
Employment time: * < Full-Time O Part-Time O Relief
Date of first shift in this residence * m
Last date interviewed:
On leave: o
Status: Active

Return Save

Return

c. Click "™ thenclick " The staff appears on the Staff Summary list
on the Licence Summary page.

staff summary LS

Show inactive

MName of staff Current Position Employment Date of first shiftin  Last date St ot

member J2 position title start date time this residence interviewed

Gggge, George  Assistant 2019-10-01  full time 2018-10-01 2019-10-18 Active &
Add staff
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3. To edit or deactivate a staff member, click the edit icon # . The Staff details
page appears.

SOR-B cance Managarmen B STy S1alT deLails
S0R-RL Licence Managermenl Licence summary S1all details

Staff details @ Help

Mame of Foster Care Agency: Farnily Foster Care
Licence type: Fralar Care Agency Lieensor: MoAdam, judith Licence status: Desmed 1o conlinus
Licence number: 0002557 Date of Bsue: 2012-01-01 Last Policy & Procedures review date: 2016
1-18
Licence issued: Liience Licence expiry date: 2023-07-29 Program Supervigor: Mofhdam, Judith
Seaff information -

First narme: *

Last narme: *

Current position tithe: *

Qualifications: = Cerlilicats
Diplama
Degres

lawe Relevanl Cxperience and Skills

First M, uk o MeEts [FNIM), Dlder, Knowledge
Keaper Madicine Person, Traditional Person or
Cullural Perso
Studer

Is the staff person & member of & Yes M

regulatory college bady or professional

association?

Employment type: ¥

& Boanses (Thi includes bul may nol be limied 1o third

Employment start date: ¥ m
Position start date: * m
Employment tirme: * Full-Time Parl-Time Raliel

Last date interviewed:

O leave:

Status: Agtive

Ralurrn Sawa

a. Make the changes required.

b. If the staff member is on leave, click the On leave checkbox.

End employment

c. To deactivate a staff member, click
end date.

. Enter the employment

Return

d. Click "™ thenclick " .

Supporting documents
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Supporting documents are listed at the bottom of the Licence Summary tab, for
reference only.

Note: Documents cannot be uploaded, edited or deleted from this tab. Documents can
only be viewed or downloaded. See the Uploading Supporting Documents section of
this guide for information on how to upload documents from the Licence Management
module.

1. From the Licence Summary page, expand the Supporting Documents
banner.

Supporting documents -~

Item(s) per page:

Date of last Ministry = Reviewed
review

Document typel? File name

Palicies

Supervisi * es ne
Supervision and support and Do : not NA NA
of foster parentl(s) expire
procedures
G o Policies D .
erious Dccurrences- 0es No
i and i MNA MNA
reportin expire
P 8 procedures P
Policies
Test Doc for Does nat Clarke,
Safety Planni d Satisfactory 2023-09-26 0002074
alety Flanning SORRL.docx an stactary expire - Laura !
procedures
Resident D .
arientationfintake DE_S ne A MA
expire
package
Palicies
Relief, emergency and Does nat
EI,"“TI-’gﬁ_ n and o.rj NA NA
an call services expire
procedures
Palicies D .
0es no
Program description and _ MNA NA
expire
procedures
Palicies
Does nat
Private interviewing and - ) e MA NA
expire
procedures
Pre-Servi Test Doc f roliees Does not
re-Service est Doc for 025 No
_ ) and Submitted _ NA NA 0002074
Qualifications SORRL.docx expire
procedures
Poli ds check Polices D ¢
olice records ched o0ss no
. and K MA MA
policy expire
procedures
Palicies
Placement of foster Does not
K K and K NA MNA
children palicy expire
procedures

Exit Next
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2. To view a document, click on the blue file name link. The file will download
to your computer.
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Updating licence details from the licence summary

1. From the SOR-RL home page, click & LICENCE MANAGEMENT. The

Licence management module appears.

SOR-RL Licence Management

Licence Management

List of Licences @€

Licence

number Licence type Site/Agency name
1

1 Xyz Street,

L0002 Children's Residence  ABC Inc. RS Issued
Markham
4 ¥yz Street,

LI00001 Foster Care Agency Wy Inc. . Issued

My Licence Management workload ©@
See dashboard

ele
2. Click - . The Licence summary page appears.

2015%-12-
31

2018-12-
39

@ Helg

Select

View
history

Select

View
history
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SOR-RL Licence Management Licence summary

® Licence summary * Update residence details ® Supporting Documents

Licence summary OHelp

Name of Children’s Residence: AGC Inc.

Licence type: Children's Residence Licensor: 5tarr, Debra Licence status: [ssued

Licence number: LIJ0002 Date of issue: 2015-12-11

Licence issued: Licence Licence expiry date: 20719-12-31
Licence information v
Licensee profile v
Children’s Residence information v
Operation information v
Staff summary v
Supporting documents v

Children’s Residence example

Note: The Licence Summary page is divided into three tabs. Licence summary, Update
Licence details, and Supporting Documents.

3. From the top of the licence summary page, click Update Licence details.
Note: The name of the tab depends on the type of licence.
® Update residence details
® Update Foster Care Agency details
* Update Staff Model Homes details

4, The Update licence details tab appears.
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SOR-AL Licence Managermenl Update residence deLails

® Licence surnmary *Update residence details * Supporting Documents

Update residence details @ iy

MName of Children's Residence: AEC Inc.

Licence type: Children's Residends Licensor: Starr, Debra Licence status: |55ued
Licence number: LIOJO02 Date of isswe: 2015-12-11
Licence isswed: Licancs Licence expiry dape: 2013-12-31
Children's Residence information re

Fhone number: *
111y 1111112 Ext

Email: *

‘Website:

Ownership: *
@ Rental & Own

Mumicipality: City of Toronws
Region: Taranlo
Preferred language of licence: *
® Cnglish @ French
Saffe Drinking Water Act ]

|5 weater provided through service connections with a municipal residential water system? *
¥ s e

Residence mailing address Y

Same a3 residence address? *
& Yer @ Mo

Children's Residence example
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SOR-RL Licerice Managarmenl Update S1all Model Homes dalails

® Licence summary * Update Staff Model Homes details  ® Supparting Documents

Update Staff Model Homes details

Operating name: !

Licence type: SLall Moded Hormes Licence Licensor: Clarks, Lawra Licence status: lssued
Licence number: 000615 Date of ssue: Last Policy & Procedures review date:
Licence issued: Licencs Licence expiry date: Program Supervisor: Mchdam, |udith

Staff Mode| Hormes information

Phone number: *
Email: *
Website:

Preferred language of licence: *
® Ciglish French

Staff Mode| Hormes mailing address ~

Same as Staff Model Homes Licence address? *
Yas & No

Country: *

Canada W

Address Search:
a

Address line 1: *

SuitesUnit Mo.:

Address line 2:

CityiTown: * Province: * Postal code: *

Please select W

Werily address

Dik Exll Sd"IE m

Staff Model Homes example

Save

5. Make the changes required and click =~ .
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Viewing/uploading supporting documents from the

licence summary

1. From the SOR-RL home page, click & LICENCE MANAGEMENT. The

Licence management module appears.

SOR-RL Licence Management

Licence Management

List of Licences )

Licence

number  Licence type Site/Agency name
Ir

1 Xyz Street

LI00002  Children's Residence  ABC Inc. en issued
Markham
4 Xyz Street,

LID00oT Foster Care Agency Wy Inc. Motk Issued

My Licence Management workload @
5ee dashboard

Seles
2. Click ! . The Licence summary page appears.

2015-12-
31

20158-12-
31

@ Help

Select

View
history

Select

WView
history

220



SOR-RL Residential Licensing User Guide for Applicants and Licensees Ontario @

SOR-RL Licence Management Licence summary

® Licence summary ® Update residence details ® Supporting Documents

Licence summary ©Otep

MName of Children's Residence: ABC Inc.

Licence type: Children's Residence Licensor: 5tarr, Debra Licence status: lssued

Licence number: LIDO00Z Date of issue: 2019-12-11

Licence issued: Licence Licence expiry date: 20719-12-37
Licence information v
Licensee profile v
Children's Residence information v
Operation information v
5taff summary v
Supporting documents v

Children’s Residence example

Note: The Licence Summary page is divided into three tabs: Licence summary, Update
Licence details, and Supporting Documents.

3. From the top of the licence summary page, click ®Supperting documents Thg
Supporting documents tab appears.
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OR-RAL Licence Managernenl Licence Management Suppaning Dodurmenls

%

® Licence surmnmary *®Update residence details *® Supporting Documents

Supporting documents © ek
Mame of Children's Residence: ARC Inc.
Licence type: Chikiren's Residence Licensor: Starr, Debra Licenoe status: [s5ued
Licence numbser: LIOI002 Date of isswe: 201%-12-11
Licence issued: Licenos Licence expiry date: 2019-12-31
Supporting documents FY
Lemis] per page: |10 ¥

o =S4 y L
Zoning B _ 201912 aLart, I
- DacZ. dostx Satislaclory LAZOA 900002 Sedecl

approva ila Debra

‘WritLen

evidencea of

cansullation

.ﬂil..

COTITILNiLY

lacilitias and Daes
Larvices that ] M WA Upliad
will provide expire
sarvices o Lhe

regidents Lo be

saryed by Uhe

chilidrern’s

residence.

4. To upload a document that has not yet been uploaded, click e

Note: You cannot upload a document directly from this page if the document has
already been uploaded through a Licence Application, a Director's Approval or a
Change Request. See the Working with Supporting Documents section.

5. To view the contents of an uploaded document, click the blue document link
in the File name column.

6. To view details about a document that has already been uploaded or to see

Selec
the submitted document versions, click il . The Upload supporting
document page appears.
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Upload supporting document Orep

Upload supporting document E

Document type:
Zoning approval

Comments:
Version File name Uploaded by Date uploaded Issue date Expiry date

Mo dats exists.

Revision history e

Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd, Deb (Servic

V3 Docl.doo - Deb [Service 2015-10-18 2015-12-31
Provider Admin)

Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd, Deb (Servic -

V2 Daocz.doc =8 [Serice 2018-10-17 2015-10-31
Provider Admin)

Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd, Deb (Regis d

v Daocz.doc =o(Registered 159041 2018-1130

Uzer]

7. Click the blue file name link to see the document details.
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Viewing the licence history

1. From the SOR-RL home page, click & LICENCE MANAGEMENT. The

Licence management module appears.

SOR-RL Licence Management

Licence Management

List of Licences

Licence

number  Licence type Site/Agency name
Ir

LD0002  Children's Residence  ABC Inc. HyZ ATees,
Markham
4 Xyz Sireet,
LID0001  Foster G Wy Inc.
oster Care Agency oy Inc s

My Licence Management workload @
5ee dashboard

View

2. Click "™ The Licence history page appears.

2019-12-
31

2018-12-
31

@ Help

Select

View
history

Select

View
history
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S0R-RL Licence Management License history

® Licence history ®Licence inspection reports

Licence history Ot
MName of Children’s Residence: ABC Inc.
Licence type: Children's Residence Licensar: Starr, Debra Licence status: Issusd
Licence number: LIOD00Z Date of issue: 2019-12-11
Licence issued: Licence Licence expiry date: 207%-12-31
History of Licence A
Per Page [10 »
Date }F Activity Licensor Action
20181211 Mew Licence application Starr, Debra Select

The Licence history page is divided into two tabs: Licence history, and Licence
Inspection reports. Let us begin with the Licence History tab.

The Licence History tab displays a list of activities that have occurred on the licence
including new Licence Applications, Renewal applications, Licence Amendments,
Change Requests, and Director's Approvals. The list also indicates when the licence
status has changed.
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Licence history © Help
Name of Foster Care Agency: Stepping Stones Foster Care Inc. Geranimo foster care
Licence type: Foster Care Agency Licensor: Clarke, Laura Licence status: Deemed to continue
Licence number: 0002074 Date of issue: 2019-01-31 Last Policy & Procedures review date: 2017-
01-31
Licence issued: Licence with conditions Licence expiry date: 2022-07-31 Program Supervisor: Clarke, Laura
History of Licence -~

Per Page

Activity Licensor
2023-10-25 Change Request Clarke, Laura Select
2023-10-16 Change Request Pulfer, chloe Select
2023-04-01 Director's Approval Clarke, Laura Select
2020-08-01 Expiry Date is due [No Renewal has been submitted] Clarke, Laura Select
2020-02-01 Expiry Date is due [No Renewal has been submitted] Clarke, Laura Select

Sele
3. To see an activity item in detail, click .
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Viewing inspection reports from the license history

1. From the SOR-RL home page, click & LICENCE MANAGEMENT. The

Licence management module appears.

SOR-RL Licence Management

Licence Management

List of Licences

Licence

number  Licence type Site/Agency name
Ir

LD0002  Children's Residence  ABC Inc. HyZ ATees,
Markham
4 Xyz Sireet,
LID0001  Foster G Wy Inc.
oster Care Agency oy Inc s

My Licence Management workload @
5ee dashboard

View

2. Click "™ The Licence history page appears.

2019-12-
31

2018-12-
31

@ Help

Select

View
history

Select

View
history
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SOR-RL Licence Management License history

® Licence history = Licence inspection reports

Licence history Oielp
Mame of Children's Residence: ABC Inc.
Licence type: Children's Residence Licenser: Starr, Debra Licence status: |ssued
Licence number: LID0002 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 2075-12-31

History of Licence

PerPage 10 v

Date |¥ Activity Licensor Action

2019-12-11 New Licence application starr, Debra Select

The Licence history page is divided into two tabs: Licence history, and Licence
Inspection reports. Let us proceed to the second tab, Licence inspection reports. If

an inspection was done, a copy of the report can be found in the Licence Inspection
reports tab.

3. Click the ®Licence inspection reports tgb.

® Licence history @ Licence Inspection reports

Licence Inspection reports O help

4. The Licence inspection reports page appears.

Note: The page examples are similar for Children’s Residence licences, Staff Model
Home licences, and Foster Care Agency licenses. Only the Children's Residence page
examples appear in the instructions below.
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S0R-RL Licence Managemeant License Inspection reports

® Licence history ®Licence Inspection reports

Licence Inspection reports s
Name of Children's Residence: ABC Inc.
Licence type: Children's Residence Licensor: Qrst, Debra Licence status: Issued
Licence number: LIO0002 Date of issue: 2019-12-11
Licence issued: Licence Licence expiry date: 2019-12-31
List of Licence inspections -~

Assigned
Licensor

Issues addressed

Inspection 1D Inspection date Inspection type

IN201900043 2019-12-12 Renewal Qrst, Debra LR201200031 Select
IN201900035 2019-12-11 Monitoring Qrst, Debra DAZ201900064 Select
IN201900001 2019-12-06 New Application Qrst, Debra LA201900002 Select
Back Exit
. Select . . . . .
5. Click ———— to view the inspection details. The Inspection summary page
appears.
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S0R-RL Licence Management License Inspection reports Inspection summary

* |Inspection
summary

Inspection summary 0 e

Name of Children's Residence: ABC Inc.

Licence number: LI00O002 Licence issued: Licence Licence expiry date: 2019-12-31

Licence type: Children’s Residence Licensor: Qrst, Debra

Inspection ID: IN201900035 Inspection type: Monitoring Inspection
Inspection details v
MNon-compliances v
Comments and recommendations v
Inspection documents v
Records to inspect v

Exit
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Viewing the Licence Management dashboard

Confirming/amending children/parent/staff lists

During an inspection, your licensor may add staff, children, or parents not already
listed in SOR-RL. Anyone added needs to be confirmed by the licensee from the
licence management dashboard.

1. From the SOR-RL home page, click & LICENCE MANAGEMENT The
Licence management module appears.

2. Click See dashboard. The dashboard expands.

SOR-RL Licence Management

Licence Management

List of Licencese

My Licence Management workload @

Hide dashboard

Action required

Child Name |2
Aaaa, Alvin 2019-12-12 Pending confirmation Select
. Select . .

3. Click . The page requiring action appears.
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S0R-RL Licence Management Child details

Child details © Help

Name of Children's Residence: ABC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssued
Licence number: LIDD002 Date of issue: 2019-12-11
Licence issued: Licence Licence expiry date: 2019-12-31
Child infermation ~

First name: *

Alvin
Last name: * A
Date of birth: * 2000-12-11 B
Gender: * Male Female X
Date of admission: * 2018-12-11 =
Legalatatus: ¥ Please select... ¥
Status: Pending confirmation
Last date interviewed: 2018-12-11

Confirm

Return

Example of a child's information pending confirmation

Confirm

4. Review/edit the information as required. Click - If a message appears,
click “ The page expands.
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S0R-RL Licence Management Child details

Child details OHels

MName of Children’s Residence: ABC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: Issued
Licence number: LIOD002 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 20715-12-37
Child information -~
First name: * Ahin
AT
Last name: * Agris
Date of birth: * 2000-12-1 m
Gender: * ® Male Female X
Date of admission: * 2019-12-11 m
Legal status:' Temporary care agreement v
Status: Active
Last date interviewed: 20191211
Discharge
Date of discharge: * m
Return Save
. Save . Return . . . .
5. Click =~ thenclick -, The item disappears from the action required

list in your Licence Management dashboard.
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Requesting a change to a licence

A Licensee can submit the following types of change requests:

e Change capacity (Children's Residence, Staff Model Home)

e Change program description (All licence types)

e Change site/floor plan or renovation (Children's Residence, Staff Model
Home)

e Change Children's Residence name (Children's Residence, Staff Model Home)

¢ Change Foster Care Agency name (Foster Care Agency)

e Change Foster Care Lead office address (Foster Care Agency)

e Licence closure (All licence types)

e Add or Remove a site (Staff Model Home only)

Change requests are given a number beginning with CR.
Note: A request to increase capacity in a children'’s residence needs to be entered as a
capacity change request. If the purpose of a renovation is to change the home's

capacity, the change request must be filed as a capacity change request, and
information on the renovations must be entered on the ‘renovations' page.

Note: The licensed capacity of a Staff Model Home site can only change to/from one
or two.

Note: The purpose of a capacity change request is different from that of a site/floor
plan or renovation change request. A licensee cannot apply for both, and renovations
may not necessarily change capacity. Hence, similar information is asked in different
types of change requests.

Note: A Foster Care Agency licence lead office can be changed via a Change Request.

Note: Changing an address on a Foster Care Agency licence generates an updated
licence with a new address.

Filing a change request

1. From the SOR-RL home page. click #" CHANGE REQUEST, The Change
Request module appears.

234



SOR-RL Residential Licensing User Guide for Applicants and Licensees Ontario @

SOR-RL Change Request

Search Change Request Request new changes
Search for existing Change Requests Request new changes
My Cha nge Requests (0] View recently accessed
See dashboard
. equest new changes .
2. Click .The Select Licence page appears.
Select Licence Gric
List of Licences -~

ltern(s) per page:[10 ¥ |

Ll_nen:e number U SitefAgency i Licence expiry
IF L name date
Children's 1 Xyz Street,
100002 Clnc. . 0191 7.3 celect
ol Residence e Markham gilesls
4 Xyz Street,
e o v Inc. ' 2019-12-31 Select
LIDO00 Foster Care Agency Wy Inc g 2015-12-3

3. Select the licence the change request is for.

4. The Request new changes page appears (page contents differ depending on
the licence type).

Request new changes Qi

Request new changes

What type of change are you requesting (click all that apply)? *

O Change capacity

O Change program description

[0 Change site/floor plan or renovation
[ Change Children's Residence name
0 Licence closure

Back Exit

Example of a Children’s Residence page
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SOR-RL Change Request Select Licence New Change Request
Request new changes 0 eip
Request new changes A

What type of change are you requesting (click all that apply)? *
O Change capacity, add, deactivate sites

O Change site/floor plan or renovation for sites

O Change program description

O Change operating name

O Licence closure

EX"

Example of a Staff Model Home page

SOR-RL Change Request Select Licence New Change Request
Request new changes © Help

Request new changes Y

What type of change are you requesting (click all that apply)? *
O Change program description

[0 Change Foster Care Lead office address

[0 Change Foster Care Agency name

[ Licence closure

Exit Next

Example of a Foster Care Agency page

5. Select the type of change being requested. You can select more than one
type.

6. Click .

7. If you select “Change capacity” or “Change program description’, the
following window appears. Click OK to continue.

The selected Change Reguest(s) may require a rate review or
amendment to the service contract as part of the approval process,

Would you like to proceed?

8. The Notice of collection of personal information page appears. Read the
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notice then click .

SOR-RL Change Request Select Licence Notice of collection of personal information

Notice of collection of personal information

Information on this form is collected under the legal authority of the Child, Youth and Family Services Act, 2017 and its regulations.
For maore information, please contact the Delegated Signing Authority of Licensing within your region.

9. A page appears displaying the steps of the request at the top of the page.

S0OR-RL Change Request Select Licence Change program description
0 Changes @ Documents @ Change Request
Go to: Go to: Go to:
© Change program description O Supporting documents © Change Request summary
@ Hide steps
Change program description ©rep
Mame of Children's Residence: ABC Inc.
Change Request ID: TED Change Request status: Licence number: L0002
Change program description b
Current program w
-

Proposed new program

Exit Save Save & next

Children’s residence example
10. Expand each banner in the first section and complete the information. Click

11. The Supporting documents section appears.
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Supporting documents ~

item{s) per page:10 ¥ |

Document typelF File name Type Status Submitted date  Expirydate Action

Zoning approval Upload

Site plan DDF{S e Upload
: expire

Proof of inspection of fire
alarm systems and fire Upload
extinguishing equipment

Does not

Floor plan | Upload
P expire P

Evidence of compliance with
the local board of health Does not

: ; : F Upload
andfor the local medical expire
officer of health
Document for Does not

; fa P Upload
staffing/supervision expire

Note: The list of supporting documents required varies depending on the type of licence
and the change(s) requested.

12. Upload the supporting documents and click .

13. The Change Request Summary section appears.

o Changes 6 Documents @ Change Request

Go to: G0 o Go to:
© Change program description @ Supporting documents © Change Request summary

g Hide steps

Change Request summary OHep
Mame of Children's Residence: ABC Inc.
Change Request ID: CR2071300041 Change Request status: Draft Licence number: LIDDO0Z

Change Request summary ~
Change program description Edit

Supporting documents

Withdraw Exit Back

14. Review the information. If edits are required, click the applicable section to
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edit from the top of the screen.

Submit
15. Click . The Declaration & consent page appears.

16. Read the declaration and consent and then answer the questions.

Confirm
17. Click - . A confirmation message appears.

Filing a change request for a licence closure

1. From the SOR-RL home page. click #" CHANGE REQUEST, The Change
Request module appears.

2. Click .The Select Licence page appears.

Select Licence QHep

List of Licences S

Itern{s) per page:[10 ¥ |

Licence expiry

Licence number SitefAgency

I Licence type R Address P Action
Children' 1 ¥yz Street,
LI00o02 JTENE ABC Inc. e 20191231 Select
Residence Markham
4 Xyz Street,
5 o v nc. : 2019-12-31 Selfect
LI0Qo1 Foster Care Agency Wy Inc R 2015-12-3

Selec
3. Click t . The Request new changes page appears (page contents differ
depending on the type of licence).

Request new changes O+

Request new changes

What type of change are you requesting (click all that apply)? *
[J Change capacity

[0 Change program description

[0 Change site/floor plan or renovation

[ Change Children's Residence name

O Licence closure
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Example of a Children's Residence page

4. Select “Licence closure”.
5. Click . The Notice of collection of personal information page appears.

6. Read the notice then click . The Licence closure page appears.

Lecence chasune -~

Rationale: *

Proposed date of closure:
i
Reasons for closura: *

Please select w

Ara thare any children/ young persons remaining in the home at this time? *
m iy No

What is the date of last discharge of Childrens young persons? *
i}
What is your discharge plan? *

What is the method of returning the eriginal Licence and all the records in possession or control that relate to the
Children to whom services were being provided in the Residence/Foster Care.

This includes any and all records in hard copy or electronic form, including any audio/visual recordings and any
documents stored on a compuber.

Date of returning the material

]
Children’s Residence example

7. Enter the information.
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Save & nex
8. Click . The Supporting documents page appears.

9. Upload supporting documents if required.

10. Click . The Change Request summary page appears.

0 Changes e Documents e Change Request
Go 1o

Go o Go to:
© Licence closure © Supporting documents @ Change Request summary
&> Hide steps
Change Request summary o=
MName of Foster Care Agency: Wiy Inc.
Change Request ID: CR201500043 Change Request status: Draft Licence number: LID00O1
Change Request summary A
Licence closure Edit

Supporting documents

Withdraw Exit Back
Submit

11. Review the summary. Click . The Declaration & consent page
appears.

12. Read the declaration and consent and then answer the questions.

13. Click . A confirmation message appears.

Filing a Change request to add or deactivate a site
(Staff Model Homes only)

1. To add or deactivate a site for a staff model homes licence, a change request
must be initiated. From the SOR-RL home page. click #" CHANGE REQUEST,
The Change Request module appears.

2. Choose the Change capacity, add, deactivate site(s) change request type.
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SOR-RL Change Request Select Licence New Change Request
Request new changes O telp
Request new changes A~

What type of change are you requesting (click all that apply)? *
Change capacity, add, deactivate site(s)

[ Change site/floor plan or renovation for site(s)
[0 Change program description
[0 Change operating name

Licence closure

3. Click . The Notice of collection of personal information page appears.

4. Read the notice then click . The Change capacity, add, deactivate

site(s) site page displays.
) ) Add SMH Site
5. To add a new site, click
Change capacity, add, deactivate site(s) O e
Operating name: £
Change Request ID: Change Request status: Licence number:
Staff Model Homes sites A

Total approved Staff Model Homes sites 2

Total proposed Staff Model Homes sites 2

Approved Proposed

Site name . .
Capacity capacity

Site address Region

2 Active m s

2 Active m s

© Address has been verified by Canada Post. Addresses without this icon either have not yet been verified or could not be verified by Canada
Post.

Add SMH Site

2

6. The Staff Model Home Site details page appears.
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SOR-RL Change Request Select Licence Change capacity, add, deactivate site(s) Staff Model Home Site details

Staff Model Home Site details © Help

Operating name: ¢

Change Request ID: Change Request status: Licence number: (
Staff Model Home Site address v
Staff Model Home Site information v
Safe drinking water act v
Staff Model Home Site contacts v
Site description v
Capacity v
Return Save
7. Expand the banners and complete all the required information. Click =~ © .
© Change capacity, add, deactivate © Supporting documents © Change Request summary
site(s)
@ Hide steps
Change capacity, add, deactivate site(s) © telp
Operating name:
Change Request ID: CR202400502 Change Request status: Draft Licence number: [
A

Staff Model Homes sites

Total approved Staff Model Homes sites 2

Total proposed Staff Model Homes sites 3

. Approved Proposed . . Status .
Site name y N Site address Region  _ Action
Capacity capacity Iz
2 Active <
2 Active mw
Poplar Site 1 492 Poplar Ave, Ajax, Ontario, L15 1€8 @ East m

© address has been verified by Canada Post. Addresses without this icon either have not yet been verified or could not be verified by Canada
Post.

Add SMH Site
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8. The proposed new site now shows in the Staff Model Homes sites list. This
action can be repeated for each new site to be added.

9. Click . The Supporting documents page appears.
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0 Changes e Documents 9 Change Request

Go to: Go to: Go to:
© Change capacity, add, deactivate site(s) © Supporting documents @ Change Request summary

@ Hide steps

Supporting documents O el

Operating name: B
Change Request ID: CR202400502 Change Request status: Draft Licence number: 0

Upload document for multiple sites

Mandatory documents prior to submission A~

Filter by type:
Please select... v Apply filter Clear filter

Item(s) per page:

[INot uploaded documents

Submitted Expiry
date date

Document type File name

Zoning approval UAT upload doc.docx Poplar Site Select

Other mandatory documents A~

Filter by type: Please select.. v Apply filter Clear filter

Item(s) per page:

[INot uploaded documents

Document type File name Typel® Status Submitted date

A plan for securing funds to

establish, equip and operate the

Staff Model Homes. This plan Poplar Does not
should include a description on Site expire
Staff Model Homes standards with

respect to quality of care

Upload

Information concerning facilities
that are similar to the Staff Model
Homes or that offer similar services
o Poplar Does not
to the Staff Model Homes within . K Upload
o Site expire
the community and their proximity
to the proposed site of the Staff
Model Homes.

A description of the community in

which the applicant proposes to

establish the Staff Model Homes Poplar Does not
and of the ways in which the Site expire
community will be suitable for the

Staff Model Homes.

Upload

Evidence that the municipalities

and school boards in the area

where the Staff Model Homes are Poplar Does not
to be located have been notified in Site expire
writing of the intent to establish the

Staff Model Homes.

Upload

10. Upload the supporting documents.
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11. Click . The Change Request summary page appears.

0 Changes @ Documents g Change Request

Go to: Goto: Go to:
© Change capacity, add, deactivate site(s) © supporting documents © Change Request summary

@ Hide steps

Change Request summary © help

Operating name:
Change Request ID: CR202400502 Change Request status: Draft Licence number:

Change Request summary
Change capacity, add, deactivate site(s) Edit
Total approved Staff Model Homes sites 2

Total proposed Staff Model Homes sites 3

Site name Approved Capacity Proposed capacity  Site address Region Statuslf Action

Poplar Site 1 492 Poplar Ave, Ajax, Ontario, L15 1E8 East Select

Supporting documents

Mandatory documents prior to submission

Other mandatory documents

Withdraw Exit Back

Submit
12. Review the summary and click . The Declaration & consent page
appears.

13. Read the declaration and consent and then answer the questions.

Confirm
14. Click - . A confirmation message appears.

SOR-RL Change Request Confirmation
Confirmation © relp
Operating name: B
Change Request ID: CR202400502 Change Request status: Under Ministry Licence number:
review

Submitted successfully

Back to module dashboard
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Withdrawing a Change Request

1. From the SOR-RL home page. click #° CHANGE REQUEST, The Change
Request module appears.

2. Open the change request from your dashboard. The Change Request
summary page appears.

0 Changes 6 Documents @ Change Request
Go to

Go to: Goto: o to:
@ Licence closure @ Supporting documents @ Change Request summary
@ Hide steps
Change Request summary iin
Name of Foster Care Agency: Wiy Inc.
Change Request ID: CR201300043 Change Request status: Draft Licence number: LIDOOO1
Change Request summary A
Licence closure Edit

Supporting documents

Withdraw Exit Back

Children’s Residence example

Withdraw

3. Click

4. If the change request was already submitted (not a draft), select a reason for
the withdrawal.

5. Click “ A confirmation message appears.
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Renewing a licence

You will be sent an email reminder 120 days before your licence expires. During that
time, you must submit your licence renewal application. Supporting documents can
be submitted after the renewal is submitted.

Renewals can be found in the Upcoming Renewals section of the Licence Renewal
dashboard if:

e you have not submitted a renewal, and
e the licence expiry date is equal to or less than 120 days.

Completing a renewal is similar to creating a new application except that the
majority of fields are already completed. Review and edit the information and
upload documents as required.

Start the renewal

1. From the SOR-RL home page, click = LICENCE RENEWAL . The Licence
Renewal module appears displaying all licences that will expire within 120
days.

Licence Renewal Ote

2 Search Renewal Application

earch for Renewal Application

Search Renewal Application

Upcoming Renewals €3 ~

Licence Licence

number Licence type Sitef/Agency name Reglon expiry S

Acti
Licensor s

Y date

2019-12-  5tarr,

LIG0001 Foster Care Agency Wy Inc. Toronto Renew
] oster Care Agency Wy Inc oronto 31 Dobira
Children's 2019-12-  Starr
LIODO02 ABC Inc. Toronto : Renew
Residence 2 sk 3 Debra

Tip: If you have several licences in the list, sort the upcoming renewals list by Licence
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Expiry Date by clicking on the column header to sort.

2. Click ™™ to open the licence to be renewed. The Notice of collection of
personal information page appears.

Notice of collection of personal information

Information on this form is collected under the legal authority of the Child, Youth and Family Services Act, 2017 and its regulations.
For more information, please contact the Delegated Signing Authority of Licensing within your region.

Exit Next

3. Read the notice then click . The Licence information page appears.

0 Licence eﬁp plicant 9 Residence & 0 Documents 9 Application

Go to: Goto: operation Go o Goto:
O Licence O TED Go ta: QTED QTED
information @ TED O TED
@TED

@ Hide steps

Licence information Orep
Name of Children's Residence: ABC Inc.
Licence number: LIOD002 Renewal application 1D: Submit date: 2019-12-05
Licence issued: Licence Renewal application status: Closed date:
Licence type: Children's Residence Region: Toronto Assigned Licensor: Starr, Debra
Licence details v

Funding type

Licensing history 4

The Foster Care agency page is similar to the Children’s Residence page.

4. Asyou saw when completing a new application, the steps section appears
with a green checkmark as a page is completed.

o Licence e Applicant 9 Residence & o Documents e Application

Go to: Go to: operation Go to: Go to:
O licence O pplicant Go to: Osupporting Onirector's
information profile O Residence documents approvals
information ORenewal
BOperation application
information summary
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Example of a Children's Residence page

0 Licence 9 Applicant 6 Residence & e Documents

Go o Go o operation

© Licence ©Q Applicant Go to:

information profile © Foster Care
Agency
information
© Operation
information

Example of a Foster Care Agency page

SOR-RL Licence Renewal Licence information
0 Licence 9 Applicant 9 Residence &
Go to: Go to: Operation
© Licence © Applicant Go to:
information profile © Staff Model
Homes
Information
© Operation
information

Example of a Staff Model Homes page

(Go to:
© Supporting
documents

o Documents

Go to:
© Supporting
documents

@hppli:atinn

Go to:

0 Director's
approvals
©Q Renewal
application
Summary

eApplication

Go to:
© Director's
approvals
© Renewal
application
summary

Step 1. Review/update the licence information

1. From the Licence information page, expand the Licence information banner.

2. Change the Preferred language of Licence if required.

Licence details

Licence type: Children's Residence

Youth Justice Facility: Mo

Licence number: LIDD00Z

Licence issued: Licence

Date of issue for current licence: 2019-12-11
Expiry date: 2013-12-31

Preferred language of licence: *

® English @ French

3. Answer the questions in the Licensing history section.
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Licensing history ~

I currently have a licence to provide Residential Care pursuant to section 244 of the Child, Youth and Family Services
Act, 2017 [Mote: this includes either a licence to operate a Children's Residence or a licence to provide Residential
Care, directly or indirectly, to three or more children not of common parentage in places that are not Children's
Residences.]: *

@ Yes @ No

| have previously applied for a licence to provide residential care under section 244 of the Child, Youth and Family
Services Act, 2017 or its predecessor, the Child and Family Services Act: *
@ Yes @ No

The Director has previously revoked, suspended or refused to renew my licence for a Children's Residence or Foster

Care Agency: *
@ Yes @ No

I have voluntarily returned my licence to the Ministry to close my Children’s Residence or Foster Care Agency: *
VE‘S N:I

Are you operating any sites/agencies other than those listed below? *
@Yes © No

Licence
Site/Agency name
type
Foster
L0007 Care Whey Inc. 4 ¥yz Markham ON Issued 2015-12-31
Agency

-
i
4. Click .

Step 2: Review/update the applicant profile

1. The Applicant profile page appears.
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o Licence G.ﬂ.ppl::d nt e Residence & @ Documents @ Application
Gol G e G Lo

aperatian Gty L

O Licorie O Applican Go L @ supponing O Direcio's
il orrnaLion profik O Racidence docurnents approvaks
rdorrmation O Rariewal
B Operation application
larrmation LUNTITRATY
Q‘-’ Hxle slap

Applicant profile © o

MName of Children's Residence: ABC Inc.

Licence number: LIDIO0Z Renewal application ID: LA20120003

Licence issued: Licence Renewal application status: Drall

Licence type: Chilkdren's Residence Region: Tarantlo
General inforrmation w
Corporation details b
Head office addres >
Head office mailing address w
Opeerating narme k4
Owners of the corparation hd
Directors of the corporation -
Officers of the corporation bl
Supporting documents -

Your page may look different
2. Review the applicant profile.

3. No changes can be made directly on the Applicant profile page. If changes
Update Profile
are required, click .This brings you to the Profile Module.
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® Profile * Supporting documents

Profile e
General information b, o
Corporation details b
Head office address v
Head office mailing address v
Operating name §) v
Owners of the corporation @) b, o
Directors of the corporation € b
Officers of the corporation i) b
Supporting documents v

4. Make the change.

Note: Some changes cannot be made in the profile page; a Change Request may be
required.

Save & nex
5. Click . The Supporting documents page appears.

Note: This list of supporting documents is related to your profile, not your licence.
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* Profile * Supporting documents
Supporting documents O iclp
Supporting documents ~

Item(s) per page:i’!_ﬂn.'mf

Submitted Reviewed

Document typel? File name Action

date by

Incorporation Doesnot  2019-07-  Starr,

Doc 3.d Satisfactory  2019-07-25 :
documents el s expire 30 Debra A. e
Documentation

regarding Operator
D t 2019-07- Sta
suitability (i.e. CV, B Pk Satisfactory  2019-07-25 Ef;:'o i DE;:’B N S

resume) for Cwner -
Dddd, Deb

6. Upload any new versions of supporting documents.

7. Go back to the Licence Renewal by clicking the Applicant Profile
breadcrumb at the top of the page.

SOR-RL Licence Renewal Applicant profile Profile
* Profile ® Supporting documents

General information

Next

8. Click :

Step 3: Review/update the Children’s
Residence/ Staff Model Homes/Foster Care Agency
information

1. The Residence information, Staff Model Homes information or Foster Care
Agency information page appears.
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o Licence 9 Applicant 9 Residence & e Documents e Application

Go to: Go to: operation Go Go ta:
@ Licence © Applicant Go to: Supporting 9 Director's
information profile © Residence documents approvals
information @ Renawal
© Operation application
information summary
&> Hide steps

Residence information QHelp

Name of Children's Residence: ABC Inc.

Licence number: LIDO00Z Renewal application ID: LR201300031

Licence issued: Licence Renewal application status: Draft

Licence type: Children's Residence Region: Toronto
Residence information b4
Children’s Residence address L
Children’s Residence mailing address b4
Safe Drinking Water Act A4
Residence contacts v
Staff summary A4

Update Licence information

Example of a Children's Residence page

255



SOR-RL Residential Licensing User Guide for Applicants and Licensees Ontario @

SOR-RL Licence Renewal

0 Licence eApplicant

Go to: Go to:
© Licence © Applicant
information profile

@ Hide steps

Staff Model Homes information

9 Residence &

o Documents eApplicatiun

Go to: Go to:
O Supporting @ Director's
documents approvals
O Renewal
application
summary

Staff Model Homes information

Operating name: EMYS Staff Model Homes

Licence number: 5000610
Licence issued: Licence

Licence type: Staff Model Homes Licence

Staff Model Homes information

Staff Model Homes address

Staff Model Homes mailing address

Staff Model Homes contacts

Staff summary

Renewal application ID: LR202400020
Renewal application status: Draft

Q@ Help

Update Licence information

BaCk EXit Save

Example of a Staff Model Home information page
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0 Licence e Applicant 6 Residence & o Documents

Go to: Go to: operation Goto:

O Licence G Applicant GO to: © Supporting
information profile © Foster Care documents

Agency

information

Operation

infarmation
&> Hide steps

Foster Care Agency information

Mame of Foster Care Agency: Wiy Inc.

Licence number: L0000 Renewal application 1D: LR2071900032
Licence issued: Licence Renewal application status: Draft
Licence type: Foster Care Agency Region: Toronto

Foster Care Agency information

Office address

Foster Care Agency mailing address

Staff summary

@ Application

Go to:
@ Director's
approvals
@ Renews
application
SUMmary

@ Help

Update Licence information

Example of a Foster Care Agency page

2. Review and update the information. Answer the questions that appear.

3. For a Children's Residence, edit or add a contact if required.

4. For a Foster Care licence, review, edit or add office information if required.

5. To add/edit contacts, children, staff, or a foster home, click

Update Licence information

. The Licence summary page appears.
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® Licence summary * Update residence details * Supporting Documents

Licence summary ©@tep

MName of Children’s Residence: ASC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: lssued

Licence number: LIO000Z Date of issue: 2019-12-11

Licence issued: Licence Licence expiry date: 20715-12-21
Licence information v
Licensee profile v
Children's Residence information v
Operation information v
Director's Approvals v
Staff summary v
Supporting documents v

Example of a Children'’s residence page
6. Make the changes.

7. Return to the Children's Residence/Staff Model Homes/Foster Care Agency
Information section by clicking the section from the breadcrumbs at the top
of the page.

SOR-RL Licence Renewal | Residence information | Licence summary

® Licence summary ® Update residence details ®Supporting Documents

Children's Residence example

SOR-RL Licence Renewal | Foster Care Agency information Licence Management supporting documents

¢ Licence summary ¢ Update Foster Care Agency details ® Supporting Documents

Foster Care Agency example
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Save & nex
8. Click . The Operation information page appears.

Step 4: Review the operation information
oLicence eﬁpp!icant eResidence& Oﬂucuments enpplicatiun

Goto: Gota: operation Go to: Go oz
© Licence © Applicant Go to: O Supporting @ Director's
information profile @ Residence documents approvals
information 9 Renawal
© Operation application
information suUmMmary
@ Hide steps
Operation information ©relp
MName of Children’s Residence: ABC Inc.
Licence number: LIO0O00Z Renewal application 1D: LR207500031
Licence issued: Licence Renewal application status: Draft
Licence type: Children's Residence Region: Toronto
Premises b
Program v
Capacity A4
Children information b

Update Licence information

Children’s Residence page
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Go ta: Go to: Operation Go to: Go to:
© Licence © Applicant Go to: 0 Supporting O Director's
information profile O Staff Model documents approvals
Homes @ Renewal
Information application
@ Operation summary
information

@ Hide steps

Operation information Oielp
Operating name: EMYS Staff Model Homes
Licence number: 9000610 Renewal application ID: LR202400020
Licence issued: Licence Renewal application status: Draft
Licence type: Staff Model Homes Licence Region: Toronto
Program v
Staff Model Home Sites ~

Total approved Staff Model Home Sites: 2
Hide inactive

Approved

Number of

) Site address ) Status
capacity children
Cabin B 1 67 CURZON ST, TORONTO, Ontario, M4M 33  Toronto 0 Active Select
Cabin A 2 ;aiAVENUE LB, RGN, @IriEaTite; RS Toronto 0 Active Select

© Address has been verified by Canada Post. Addresses without this icon either have not yet been verified or could not be verified by Canada
Post.

Update Licence information

Staff Model Home operation page
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0 Licence 9 Applicant 6 Residence & 0 Documents

Go ta: Go o operation Go toc
G Licence © Applicant Go to: @ Supporting
information profile © Foster Care documents
Agency
nformation
Operation
information
& Hide steps

Operation information

Mame of Foster Care Agency: Wy Inc.

Licence number: LIDO00T Renewal application ID: LR201500032
Licence issued: Licence Renewal application status: Draft
Licence type: Foster Care Agency Region: Toronto

Program

Foster Homes

6 Application

Go ta:
© Cirectar's
approvals
O Renewal
application
summary

@ H=p

Update Licence information

Foster Care Agency page

1. Review the operation information.

Note: The Referral sources can be edited in the Program section.

2. To add/edit contacts, children, staff, or a foster home, click

Update Licence information

. The Licence summary page appears.
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® Licence summary ® Update residence details * Supporting Documents

Licence summary Otep

MName of Children’s Residence: AGC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssued

Licence number: LIO0O00Z Date of issue: 2012-12-11

Licence issued: Licence Licence expiry date: 2075-12-31
Licence information v
Licensee profile v
Children’s Residence information hd
Operation information v
Director's Approvals v
Staff summary v
Supporting documents hd

Example of a Children'’s residence page
3. Make the changes.

4. Return to the Operation Information section of the renewal by clicking the
section from the breadcrumbs at the top of the page.

SOR-RL Licence Renewal Operation information Licence summary

-
5. Click .

Step 5: Upload supporting documents

1. The Supporting Documents page appears.
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Supporting documents ~

Iterm{s) per pagc—:ij" o]

= Expi
Document typelF File name Type Status Submitted date dnterr Action
Zoning apprava DocZ.docx Satisfactory  2019-12-05 Select
Does not
Staff schedule _ Upload
expire

Proof of inspection of fire

alarm systems and fire Doc 3.docx Satisfactory 20159-12-06 2020-12-02 Select
extinguishing equipment
Liability insurance ; -
Docl.docx Satisfactory  2019-12-06 2020-12-02 Select
coverage
Fire department approval  Doc 3.docx Satisfactory  2019-12-06 2020-12-02 Select
Evidence of compliance
with the local board of Does not
% Upload
health andfor the loca expire
medical officer of health
Building deparrment Does nat
B EeRe : Upload
approva expire

Upload additional document

Back Exit

Your page may list different documents.
Note: The documents on this page refer to the licence documents, not the profile.

Note: Supporting documents can be uploaded after the renewal application is
submitted.

2. Upload supporting documents as required. Please refer to the working with
supporting documents section, and uploading a document to multiple sites
under one licence (staff model homes only) section for further details.

Next

3. Click .

Step 6: Review director's approvals
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1. The Director's Approvals page appears.

o Licence 9 Applicant 9 Residence & G Documents e Application

Go oo Goto: operation Go o: Go to:
© Licence © Applicant Go to: © Supporting 0 Director's
information profile © Residence documents approvals
information @ Renewal
© Operation application
information summary
& Hide steps
H 1
Director's Approvals O Heip
Name of Children's Residence: ABC Inc.
Licence number: LID0002 Renewal application 1D: LR201900031
Licence issued: Licence Renewal application status: Draft
Licence type: Children's Residence Region: Toronto
Director's Approvals ~

Director's

Approval ID 5 Effective date Expiry date
53

Alternative to
DAZ071900064  outdoor play Approved 20151212 2015-12-31 Select
space

2. Review any Director's Approvals.

3. If the Director's Approval should be renewed along with your licence, click
the “To be renewed” checkbox. Please see the If you renewed a Director's
Approval section below for further details.

Save & nex
4. Click. The Renewal application summary page appears.
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SOR-RL Licence Renewal
o Licence 9 Applicant
Go to: Go to:
© Licence O Applicant
information profile
@ Hide steps

Renewal application summary

9 Residence & 0 Documents

operation Go to: Go to:
Go to: @ Supporting © Director's
© Residence documents approvals
inforrnation O Renewal
© Operation application
information summary

Renewal application summary

Mame of Children's Residence: ABC Inc.

Licence number: LIOO00Z

Licence issued: Licence

Licence type: Children's Residence
Application summary

Licence information

Applicant profile

Residence information

Operation information

Supporting documents

Declaration & consent

Director’s Approvals

Renewal application ID: LR201900031
Renewal application status: Draft

Region: Toronto

Back

Children’s Residence example

Step 7: Submit the renewal

@ Application

#Show sl @ Heip

EHEE

1. Review the information. If changes are required, return to the section using
the steps section at the top of the page.

Submit
2. Click . The Declaration and consent page appears.
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0 Licence 6 Applicant 9 Residence & 0 Documents e Application

Go to: Go to: operation Go to: Go to:
@ Licence @ Applicant Go © Supporting @ Director's
information profile © Residence documnents approvals
information © Renawal
© Operation application
information summary

@ Hide steps

Declaration & consent Otelp

Mame of Children’s Residence: ABC Inc.

Licence number: LIDD002 Renewal application 1D: LR2Z01300031
Licence issued: Licence Renewal application status: Draft
Licence type: Children's Residence Region: Toronto
Declaration & consent ~

The Applicant certifies that the information supplied in support of this Application is true, correct, and complete
| agree | disagree

Attestation ~

Attestation as prescribed in s. 79 of Ontario Regulation 156/18 under the CYF5A
|, Deb Dddd, attest that | have not been convicted of the following offences under the Criminal Code (Canada), as prescribed in s.
75 of Ontario Regulation 156/18 under the CYFSA:

1. Section 157 {sexual interference)

2. Section 153 al exploitation)

3. Section 163.1 {(making child pornography)

4. Section 215 (duty of persons o provide necessaries)

5. Sections 229, 230, 231 or 235 {(murder)

&. Section 233 ({infanticide)

7. Section 239 {attempt to commit murder)

B. Section 273 (ager. d sexusl assault)

9. Section 279.011 {trafficking of a person under the age of eighteen years)
10. Subsection 275.02 {2} (material benefit - trafficking)

lagree @ |disagree

Back Exit Confirm

Children’s Residence example.
3. Read the declaration and consent and answer the questions.

Note: An executive officer of the corporation who has authority to bind the corporation
must complete the attestation. The declaration and consent must be signed by an
officer of the agency that has the authority to legally bind the applicant, for example
an executive director, The application can be completed by another individual with
appropriate access in the system, however for the required individual to complete the
consent and declaration they must first access the application and select the “assign to
me" button at the bottom of the summary page. Please see the "Assign to Me" section
for further details.
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Confirm
Click - . A Confirmation page appears.

Confirmation &
Mame of Children's Residence: ABC Inc.
Licence number: LIJ0002 Renewal application ID: LR2015900031 Submit date: 2013-12-12
Licence issued: Licence Renewal application status: Under Closed date:
Ministry review
Licence type: Children's Residence Region: Toronto Assigned Licensor: Qrst, Debra

Submitted successfully

Back to module dashboard

Click e meed=d The renewal application can be found in the

Submitted renewals section of your Licence renewals dashboard.

My Renewal workload € View recently accessed
Hide dashboard

Action required () v

Submitted Renewals ) ~

Item(s) per page; 1 0|

Renewal
application Licence type Site/Agency name
]
Under
Children's T,
LR201900031 S ABC Inc. Ministy  Talons 20191212 | Select
Residence sy Debra

If you renewed a director’'s approval

1

2.

Return to the SOR-RL home page.
Click & DIRECTOR'S APPROVAL,

Click See dashboard. The Action required section displays the draft Director's
Approval.

Selec
Click il . The Director's Approval Summary page appears.

Click @ o=wis The Director's Approval details page appears.
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6. Review/edit the details if required.

7. Click . The Supporting documents page appears.

8. Upload the supporting documents.

9. Click . The Director's Approval summary page appears.
. .
10. Click . The Declaration and consent page appears.

Confirm
11. Answer the questions and click - . The Confirmation page appears.

12. Click =@ meHES 9% The Director's Approval is moved to the Submitted
section of your dashboard.

Viewing a draft licence renewal

As you work on a renewal, it is saved in the Licence Renewal dashboard.
1. Click © UCENCERENEWAL The | jcence Renewal module appears.

Licence Renewal Qe

Q search Renewal Application

Search for Renewal Application

Search Renewal Application

Upcoming Renewals ~

Mo data exists

My Renewal workload & View recently accessed

See dashboard

2. Click See Dashboard. The draft renewal appears in the Action required
section.
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Action required &) A~

Item(s) per page{ 10 ¥

Renewal
Assigned Submitted
icati Li Site/, Stat R = Acti
r:pl cation cence type (AgENCY Name us egion N T on
Children' Sta
LR201900031 ey ABC Inc. Draft Toronto o Select
Residence Debra
- Starr,
LR201900032 Foster Care Agency Wiy Inc. Draft Toronto Debra Select
Select

3. To open the renewal, click

Withdrawing a licence renewal

Renewal applications cannot be withdrawn.
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Viewing serious occurrences

Only users with the SOR Initiator role can submit, access, update or revise Serious
Occurrence Reports. Users with the Monthly Reporting User role can view Serious
Occurrences. For more information on submitting a Serious Occurrence Report, see
the SOR-RL Serious Occurrence Reporting User Guide for SOR Initiators and
Probation Officers. You can find a copy of the Guide on the SOR-RL Training Portal.

1 Click ™ SERIOUS OCCURRENCE. The Serious Occurrence module
appears.

SOR Initiators can search for Serious Occurrence Reports, submit new SORs, update
or revise existing SORs, view recently accessed SORs, and view their SOR
dashboard which categorizes SORs and highlights outstanding action to be taken.

Serious Occurrence

Q search Serious Occurrences I New Serious Occurrence
Search for existing Serious Occurrences Add for new Serious Occurrence
My Serious Occurrences €D View recently accessed

See dashboard

SOR Initiator view

Monthly Reporting Users can search for Serious Occurrence Reports.

SOR-RL Serious QOccurrence

Serious Occurrence © Help

Q search Serious Occurrences

Search for existing Serious Occurrences

Search Serious Occurrences

Monthly Reporting User view
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Appendix A: Terms and acronyms

Term Definition

Head Head office indicated in the profile (head office of the corporation).
office/lead Head office may be located anywhere, however, corporation must
office record a “lead” office location in the region in which they wish to

have a licence be issued and operate.

Ministry Ministry of Children, Community and Social Services

SOR-RL Serious Occurrence Reporting and Residential Licensing
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Appendix B: System/functional roles

Refer to the SOR-RL User Role Matrix on the SOR-RL Training Portal, which lists all
SOR-RL user roles, their responsibilities, assignments and functionality.
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Appendix C: Statuses

Application statuses

The application status will change as it progresses through the approval process. An
application includes a new application, renewal application, director's approval
application, change request application.

The following are the possible application statuses:

Draft:

e Theitem has not yet been submitted.
e The application can be updated, withdrawn or submitted.

Under Ministry Review

e The ministry is currently reviewing the application.
e Only some changes can be made by the applicant.

Incomplete:

e More information/revisions are required

Withdrawn:

e The item has been withdrawn by the applicant/licensee.
Approved

Not approved

Condition/occurrence statuses

The following is a list of statuses and what they mean. Note that both occurrences
and the overall condition has a status.

Active:

e The original occurrence has not been submitted by the licensee
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Overdue;

e The occurrence has not been submitted by the due date. Once an overdue
item is in compliance, the word “Overdue” will appear in the submitted date
column.

Under ministry review

In compliance:

e The submitted document or occurrence has been reviewed and is in
compliance.

e When all occurrences are in compliance, the overall condition is “in
compliance”

Incomplete:

e Additional information is required.

Removed:

e The licensor has removed the occurrence
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Appendix D: Symbols and icons quick reference

Symbol ‘ Description
Edit entry

Delete entry

Use calendar to select a date

Table column sorted in ascending order

EEE B

Table sorted in descending order

Per Page H Number of lines appearing on a page

AV Expand / collapse banner or section

A number indicates the number of items in that section

Information in the section is complete

Information is missing from the section

*oog

Mandatory field
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