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Summary of Changes

Version 3 - January 2026

e Incorporated the changes to Program Description for all licence types

e Updated information and steps for new licence applications to reflect the
requirements for mandatory documentation necessary for the submission of
an application to the ministry

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

Introduction to SOR-RL

The Serious Occurrence Reporting 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 with 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 acronymes for a list of terms and acronyms.

Throughout this guide, key information is highlighted in a plum-coloured text box for
emphasis.

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
located on 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
included. A separate guide entitled SOR-RL Serious Occurrence Reporting Guide for
SOR Initiators is available on the SOR-RL Training Portal.



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

Logging in to SOR-RL

1. Open your browser (Note: Microsoft Edge or Google Chrome can only be
used).

2. Enter the following address in your browser:
https:.//www.sorrlLmcss.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.

Login

Looking for help? User guides and other resources are available on the SOR-RL Training Portal.

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

Login ID: *

l l

Password: *

:DI-gOt passv'.lord?

4. Enter your Login ID (your email).

5. Enter your Password.
6. If you have forgotten your password:

a. Select 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. Select .

Log in
7. Select . The Enter Verification Code page appears.

Enter Verification Code

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

Verify l 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

Verify

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

10
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Welcome

Selected role:

Service Provider Admin v

Message Centret'

Edit my profile

Last login: 2025-10-29 09:24 AM

Last failed login: 2025-09-10 09:34 AM

A PROFILE

Create a Profile to apply for a residential
service Licence or update Profile
information

£ LICENCE RENEWAL H

Renew existing residential service Licences

© CONDITIONS

Search for Conditions on a licence

B SUPPORTING DOCUMENTS

Supporting Documents

I LICENCE APPLICATION H

Apply for a residential service Licence

# CHANGE REQUEST H

Request changes which may affect Licence

@ INSPECTIONS

On-site Inspection reports and findings

&= ADMINISTRATION

Manage and view your users

& LICENCE MANAGEMENT

View your Licences or update Licence
information

& DIRECTOR'S APPROVAL H

Apply for a Director's Approval for
licensing

© NON-COMPLIANCE

Search for Compliance issues

Modules appearing on the SOR-RL home page will vary depending on the role
selected.

Logging out of SOR-RL
1 Select.

2. Select &7 . The Log in page appears.

11
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System time-out

In order to protect the privacy of information in SOR-RL, the system times out after
approximately 20 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 show the following message.

Ontario @ francais

SOR-RL: Serious Occurrence and Residential Licensing System

Only one tab allowed / Un seul onglet permis

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

Navigating

k
e Select “ or e to navigate between main pages in the

same module.

e Select Return to go back to the previous.

Exit
o Select “ to return to the home page.

e The menu can be accessed from the top of any page by selecting .

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, select then select

the @ SOR-RL link, or choose the SOR-RL link from the breadcrumbs at the
top of the page.

12
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|SOR-RL > Licence Application |

Licence Application

Q Search Applications B New Application

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

Search Applications New Application

e As you begin to navigate through pages in SOR-RL, a line of links at the top of
the page will form which tracks the chronological change in pages. This line
of links is called breadcrumbs. Select the previous section in the breadcrumb
to go back to the previous page. For example, in the screenshot below, you
would select the Licence Application breadcrumb to go to back to the
Application page from the Foster Care Agency information page. It is
recommended that you navigate back in SOR-RL by using the breadcrumbs.
If you select your browser's ‘back’ button, SOR-RL can time-out or fail.

I SOR-RL > Licence Application > Foster Care Agency information I h

0 Licence @Ap plicant @ Residence & o Documents 6 Application
Goto: Go to: Operation Go to: Go to:
@ Licence @ Applicant Go to: @ Supporting @ Application
nformation profile Q Foster Care documents summary
Agency
information
@ Operation
information
@ Hide steps
Foster Care Agency information O elp
Application ID: LA202400303
Application status: Draft
Licence type: Foster Care Agency Licence
Foster Care Agency information n
Office address 7
Foster Care Agency mailing address o
Same as: *
@ Head office address () Lead office address () Other

] ) [

13
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Saving your entries

Save ) .
1. Select to save your entries and remain on the current page.

2. Select 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.

Ontario @ franais = MENU

Welcome Deb Edit my profile Selected Role: Registered User ¥

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

A PROFILE I LICENCE APPLICATION (& 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

14
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frangais

SOR-RL: Serious Occurrence and Residential Licensing System | =Menu |
Welcome Judith
IWessage Centre®
Selected role: Edit my profile
] - . . Last login: 2025-11-01 13:34 PM
Servics Bravider Admin l Last falled login: 2025-05-10 09:34 AM
L PROFILE i LICENCE APPLICATION E1 @ LICENCE MANAGEMENT

Create a Profile to apply for a residential
service Licence or update Profile
information

2 LICENCE RENEWAL E1

Renew existing residential service Licences

© CONDITIONS

Search for Conditions on a licence

B SUPPORTING DOCUMENTS

Supporting Documents

Accessibility on this website:

Apply for a residential service Licence

#" CHANGE REQUESTHI

Request changes which may affect Licence

& INSPECTIONS

Oresite Inspection reports and findings

= ADMINISTRATION

Manage and view your users

View your Licences or update Licence
information

& DIRECTOR'S APPROVAL HI

Apply for a Director's Approval far
licensing

© NON-COMPLIANCE

Search for Compliance issues

The Ministry of Children, Community and Social Senvices is committed o accommodating users who may
have special accessibility requirements. If you require such accommodations, please contact your
regional SOR-RL Tier 1 Support Representative.

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. Choose the Selected Role dropdown on the home page.

15
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SOR-RL: Serious Occurrence and Residential Licensing System

—Alolcome Judith

Solected role:

Service Provider Admin - l

4—

Meszage Centre™

Edit my profile

Last login: 2025-11-01 1334 FM

Last failed login: 2025-09-10 09:34 AM

™ Manthly Reporting User
SOR Initiator

oo e ——

i 5ite Designate

< LICENCE RENEWAL E1

Renew existing residential service Licences

© CONDITIONS

Search for Conditions on a licence

B SUPPORTING DOCUMENTS

Supporting Documents

i LICENCE APPLICATION EX

Apply for a residential service Licence

#' CHANGE REQUEST H

Request changes which may affect Licence

& INSPECTIONS

On-site Inspection reparts and findings

= ADMINISTRATION

Manage and view your users

2. Select the role from the list.

Changing the page language

& LICENCE MANAGEMENT

iew your Licences or update Licence
information

(& DIRECTOR'S APPROVAL H

Apply for a Director's Approval for
licensing

© NON-COMPLIANCE

Search for Compliance issues

To change the page language, from the top of any page, select the language

button frangais | English

Message Center

This functionality allows 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 have access to the "Message Centre" module that is available at the top of
their SOR-RL homepage. When a new memo or email has been received, a red dot

will appear beside the mail icon.

SOR-RL: Serious Occurrence and Residential Licensing System

Welcome Judith
Selected role:
Service Provider Admin -

# Message Centre ™
._ .

i
Last login: 2025-11-01 1334 FPM

Last failed login: 2025-0%-10 09:34 AM

16
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Select the mail icon and you will be brought to the Message Centre module. Here
you will see memos and/or emails that have been sent to you. Choose the "Select"
button of a specific memo or email to open 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 9

SOR-RL: Serious Occurrence and Residential Licensing System

SOR-RL > Message Center

Message Centre

Memos -
Memo ID IF Posted date Subject Files Attached? Action
MM202400061 2024-09-16 Regression Test (BE2) Mo
Select
MM202400060 2024-09-16 Regression Test (BE1) No
Select

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. Select the banner
arrow to expand/collapse the section.

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

17
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to the field when you attempt to save the information or go to the next page.

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

Entering a date

Dates can be entered manually or by selecting 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, select Lj A calendar appears.

NOVEMBER 2018

« < > »
sun mon tue wed thu fri sat

1 2
4 5 6 T 8 9 10
1 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, choose the
chevron << >> arrows. 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

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

Welcome Judith

Selected role:

Last login: 2045174 3
Last failed login: 2025-05-1009: 34 AM

l Site Designate - l

L PROFILE B LICENCE APPLICATION & LICENCE MANAGEMENT

Create a Profile to apply for a residential Apply for a residential service Licence Wiew your Licences or update Licence
service Licence or update Profile information
information

2. Update your phone number as required.

18
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SOR-RL > Edit my profile

Edit my profile

Profile details =

Marme: 5PA_262@MAILINATOR.COM LastName

Phone number: (999} 999-9999

Email: spa_262@yopmail.com
Change security questions
Change password

Save

3. Select

Changing your password

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

SOR-RL > Edit my profile

Edit my profile

Profile details ~

Mame: 5PA_262@MAILINATOR.COM LastName

Phone number: {993) 999-9999
Email: spa_262@yopmail.com

Change security questions
Change password

‘ Exit ‘ ‘ Save

2. Select Change password. The Change password page appears.

19
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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.

Save

7. Select

Changing your security questions

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

20
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SOR-RL > Edit my profile

Edit my profile

Profile details ~

Mame: 5PA_262@MAILINATOR.COM LastName

Phone humber: {999) 999-9999

Email: spa_262@yoprnail.com
Change security questions
Change password

‘ Exit ‘ ‘ Save ‘

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

Change security questions ~

Current password:

l l

Security guestion: 1

’ Flease select... v ]

Security answer: 1

l l

Security question: 2

’ Please select... w ]

Security answer: 2

[ l

Security question: 3

’ Please select... v ]

Security answer: 3

[ ]

) .

3. Enter your Current password.
Select the Security question.

Enter the Security answer.

o o A

Repeats steps 4 and 5 for all three questions.

Save

7. Select

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

21
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(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.

= ADMINISTRATION

1. Select tab. The Administration menu appears.

SOR-RL > Administration

Administration

£ Manage users

Manage and view your users

Manage users

M
2. Select . The Manage Users page appears.
SOR-AL > Administration > Manage user

Manage users

Search by v

First name:

Last name:

Role:

l
l

Email: ’ ]
l

Please select VI

Status: . .
Active Inactive

List of users El ~

3. Enter the search criteria for the user, then select . The List of Users
section appears at the bottom of the page.

22
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SOR-RL > Administration > Manage user

Manage users

Search by

List of users E1

~

ftemis) per page:

First name

Last name 1% Email

Roles

Status  Action

SPATest

123123 spa.test@yopmail.com

Site

Designate,

Monthly
Reporting
User, SOR
Initiator

Active
Select

4. Choose . The User details page appears.

SOR-RL = Administration > Manageuser > External user details

User details

General information

Title:

First name:
Last name:
Phone number:
Email:

Login name:

Status:

Edit role

User type:

SPATest
123123

spa.test@yopmail.com
SPATEST@YOPMAIL.COM

Active

Monthly Reporting User
Site Designate
SOR Initiator

‘ Drop role ‘ ‘ Add a new role ‘

Return ‘ ‘ Deactivate | ‘

Save

‘ Generate password

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 E1 ‘ View recently accessed ‘

See dashboard
Action required g3 v
Submitted @ N
Ministry decision @ e

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 b LICENCE APPLICATION |,

S0R-RL > Licence Application

Licence Application @ relp
Q Search Applications ki New Application
Search for existing Residential Service Licence Application Apply for a Residential Service Licence

Search Applications New Application

My Applications 1 ‘ View recently accessed ‘

Action required @l v
Submitted & N
Ministry decision @ e

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

Working in a dashboard

24
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SOR-RL Application

Q Search Applications

Search for existing Residential Service Licence Application

Search Applications

Number of

See / hide My Applications @ _items
See dashboard
dashboard j
Action required )
Banners submitted €)

Ministry decision )

ki New Application

Apply for a Residential Service Licence
Mew Application

View recently accessed

e
¥ | Click the arrow
to expand /
¥ | collapse a
section

v

A dashboard is divided into sections indicated by banners. The number in the banner

indicates the number of items in the section.
the banner.

Below is a list of common sections.

To expand a section, select the arrow in

Note: Not all dashboards have the same sections.

Action required: This section displays applications that are in 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.
[ ]

been reached.

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

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

Working with a table

Search results and other information are displayed in a table.

This symbol indicates that the table is
sorted by the Submitted date

TR
Region Assigned Submit Action

Click a
heading to *pplicatiun Licence Site/Agency name Status 5
sort the ° e Licensor date I¥
table LA202300161 Foster Care  WAYS MENTALHEALTHSU  Draft Toronto
Agency PPORT - FCA

Licence

Staff Model
Homes
Licence

MEW SMH APPLICATION #
1

LAZ02400021 Draft

After you expand a section, 10 items appear

West

. Select the Per Page arrow lemieereese 9]
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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 B:: ¢ ¢ = Selectthe
page humber you want or choose.

To sort a column, select the column heading. To sort in the opposite direction,
select the heading again. A symbol appears indicating that the list is sorted in
ascending order = or descending order ¥ .

iy

-
In some tables you will see a delete M or edit # 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 Applications I l View recently accessed l

See dashboard

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

l View recently accessed

1. To complete a search, select the search button such as . The
Search by page appears.
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Search by €
Application ID: l l
=
Licence type: l Please select VI
Youth Justice Facility:
Site/Agency name: l l
Status: l Please select "l
Region: l Please select... "l
=
l Back Exit l
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
looking for ABC agency, you could type in "bc”. To erase the search criteria, select
Search .
3. Select - The search results appear in a table below the search
criteria.
Search results &
Itemn(s) per page:
Application  Licence Site/Agency name Status Region Assigned Submitted Action
ID type Licensor date 12
LAZ202300165 Children's W Under West 2023-06-02
Residence suU Ministry
Licence review
LA202500100 Foster Care W& - Under West Mt 2025-07-30
Agency sul C Ministry Lis
Licence review
LAZ02400085 Children's Y1 Under West 2025-10-03
Residence HE Ministry
Licence-Y] review
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. . Sel
4. Toview an item, choose .

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 assigned 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.

SOR-RL > Director's Approval > Director's Approval summary

@ Director’'s Approval summary @ Supporting documents

- ' .
Director's Approval summary S print @ Help
Mame of Children's Residence: Test name for adding a new CR
Type of Director's Approval: Sleeping accommodation - Sharing a bedroom 7 or older opposite sex
Director's Approval ID: DA202500231 Director's Approval status: Draft Licence number: LID0641

Origin ID: None

Director's Approval summary

Director's Approvals

Director's Approval ID I Type of Director's Effective date Expiry date Status Action
Approval

DAZ02500200 Sleeping accommodation - 2025-10-17 2028-03-21 Approved
Basement bedroom Select

l withdraw ‘ ‘ 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 hon-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

Search for existing Change Requests

Search Change Request

My Change Requests @

Lee dashboard

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

Select

3. Choose

4. Scroll down to the comments section.

History of Ministry/Licensee comments @

Request new changes

Request new changes

Request new changes

View recently accessed

to open the item. The Summary page appears.

Comment Date added | Added by

Action

Please elaborate on the rationale for this request 2025-11-02 02:42 W

FM

1 (Licensor)

Comments to the Ministry:

l Withdraw

Back

Exit

Add

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

. Add
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. 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 Back Exit
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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 humber, 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 (Corporation or Individual)

Corporation profile
Note: Only one corporation can be listed per 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, select £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.
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3. Select the Preferred language of correspondence. The Corporation details
section opens.

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

Country: *

Canada v

Address Search:
Q

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

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

Verify address

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

6. 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?; ¥
CYes ONo

7. Scroll down to the Operating Name section.

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

Operating name © o

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

Yes No

9. 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 O No

Name |2 Action

Mo data exists.

Add
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Add
10. Select . The Operating name page appears.
Operating name O Help
Operating name =~

Operating name: *

Return Save
. Save
11. Enter the operating name and select
Return . .
12. Select . The operating hame appears in the table.
Operating name §) -~

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

MName | Action

ABC Inc. o

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

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

Add
14. Select . The Owner details page appears.
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Owner details Y.

Owner information -

Is the owner an individual or a corporation? *
Indnvidual Corparation
Phone number: *

| e |

Email: *

Ownership share percentage:

Effective date: * Late submission?

N

Mailing address 2

Country: *

| Canada b

Address Search:
[a
Address linel: *

SuiteUnik No.:

Address line 2:
City/Town: * Province: * Postal code- *
[ | [ precse seteet |
| Return | | Save |

Save

15. Enter the owner information and select

16. Select Return . The owner appears in the table.

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

Add
18. Select . The Director details page appears.
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Director details O

Director information -

Middle initial:

]

Phone number: *

| e |

Mobile number:

Email: *

Signing autharity: +

Mo

Date clected: * Late submission®
No
Gozna e

Status:
ArLive

Mailing address -

Country: *

| Canada b

Address Search:
[a

Address linc L *
|

Suite,Unit No.:

Address line 2:

it Tevair: Brewines: * Bretal eriiee *

| | [ esse e <]

Date Police Record Check requested -~

Date added Date Police Record Check requested Added by

Mo data exists,

Return | | Save |

Save

19. Enter the Director information and select

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".

20.Select Return . The Director appears in the table.

21. Indicate if the person is authorized to receive ministry communications on
behalf of the licensee. (Choose the radio button.)
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Directors of the corporation ® ”

Show inactive

Mame Date elected Date deactivated Signing authority  Authorized to receive Action
IF Ministry
communications on
behalf of Licensee

Director, New 2023-10-05 Yes 1l Vi

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

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

23. Select e . The Officer details page appears.
Officer details © Help
Officer infermation A

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  |B]

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 ~

Verify address

Return Save

Save

24. Enter the Officer information and select

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".

25. Select " 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

1. Jack Secretary 2019-07-25 No Q o
26. Indicate if the person is authorized to receive Ministry communications on
behalf of the licensee. (Choose the radio button.)

27. Select . The Supporting documents page appears.
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Supporting documents @ Help
Supporting documents Lol

Last Last

- Submitted
Document typelr File name Status - Expiry date satisfactory reviewed Action
ate

date by

Incarparation Dioes not
. NA MNA Upload

documents expire

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

28. 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.

Individual profile

1. From the SOR-RL home page, select LPROFILE 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 ‘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. Users
may manually populate the address fields or utilize the predictive address
search field. An address verification mechanism is available.

Address -~

Country: *

Canada v

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

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

Ontario v Li

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

6. Scroll down to the Operating name section and answer the question.

Operating name © -

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

Yes MNo

7. If you selected “Yes" the section expands.

Add
8. Select . The Operating name page appears.
Operating name O Help
Operating name =~

Operating name: *

Return Save

Save

9. Enter the operating name and select

10. Choose Return . The name appears in the operating hame list.

11. Choose . The Supporting Documents page appears.

Supporting documents ©relp
Supporting documents &
Item(s) per page:
Document type File name Status Submitted Expiry Date of Reviewed Action
datel? date last by
Ministry

review

Supporting Doesnot  NA NA

document regarding expire
operator suitability

(i.e. CV, resume)”
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12. Upload the supporting documents. See the Working with supporting

documents section of the guide for more information.

Editing a profile

1.

2.

From the SOR-RL home page, select L PROFILE. The Profile module appears.

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

Deactivate

Open the director's/officer's page. Select =~ . Enter the date and the
deactivation reasons.

Save & ne:
Choose . The Supporting Documents page appears.

Edit/change the supporting documents if required.

Submit
If you changed a supporting document, select otherwise choose

Exit
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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.

Note: 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

Save

Tip: As you work on your application, select 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.

i LICENCE APPLICATION m

1. From the SOR-RL home page, select the odule.

The Application module appears.
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SOR-RL > Licence Application

Licence Application

@ Help

Q search Applications

Search for existing Residential Service Licence Application

Search Applications

My Applications H
See dashboard

B New Application

Apply for a Residential Service Licence

New Application

View recently accessed

2. Select . The Notice of collection of personal information page

appears.

3. Read the notice then choose “ The Licence information page

appears.

SOR-RL > Licence Application > Licence information

G Licence @Applicant @ Residence &
Go to: Go to: Operation
@ Licence TBD Go to:
information TBD

9 Documents @ Application
Go to: Go to:
TBD TBD

Licence information

Application ID: Submitted date:

Application status:

Licence type: Region:

Assigned Licensor:

@ Hide steps

@ Help

Closed date:

Assigned Program Supervisor:

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

incorrect.

To quicRly go to a step, select the step from the steps section.
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To hide the list of steps, select © Hide steps, To show the list of steps, select

4. Scroll down to the Licence type section.

Licence type

Please select the Licence type you are applying for: *

(O children's Residence Licence () Foster Care Agency Licence () Staff Model Homes Licence

Preferred language of licence: *

(O English O French

5. Select “Children's Residence”.
6. Select the Preferred language of the licence.

7. 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: *

(O Transfer payment recipient (O Private operator

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

Please select the funding type of the Licence you are applying for: *

Private operator

8. Scroll down to the Licensing history section and answer the licensing history
questions.
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Licensing history a

| 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.]: *

(JYes () 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: *

O Yes (O 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 common 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.l: *

IS IS

(O Yes (O 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 common parentage in places that are not Children's Residences (e.g., a licence
to deliver foster care or to operate staff model homes): *

s s

(O Yes (O No

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

O Yes (O No N
Item(s) per page:
Licence Licence type Site/Agency name Address Licence Licence
number 1¥ status expiry

date

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

10. Select . The Applicant profile section appears.
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Step 2: Review the applicant profile

1. If the Applicant profile page is not on your screen, select the Applicant profile

link from the steps section.

SOR-RL > Licence Application > Applicant Profile

0 Licence @ Applicant @ Residence & e Documents @ Application
Go to: Go to: Operation Go to: Go to:
@& Licence © Applicant Go to: @ Supporting © Application
information profile @ Residence documents summary
information
@ Operation
information
@) Hide steps

Applicant profile O Help

Application ID: LA202500409

Application status: Draft

Licence type: Children's Residence Licence

Update Profile

General information N

Corporation details N

Head office address N

Head office mailing address N

Operating name e

Owners of the corporation N

Directors of the corporation e

Officers of the corporation N

Supporting documents e

Back Exit Next

2. Expand and review all the sections of your profile.
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3. If changes are required:

a. Select . This brings you to the Profile module.
b

Make the changes as required and save the changes.

Exit

c. Select

. The SOR-RL home page appears.

d. To return to your application, choose the B LICENCEAPPLICATION 1,y 1o then

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

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

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

Step 3: Enter the residence information

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

SOR-RL > Licence Application > Residence information

0 Licence @ Applicant @ Residence & 9 Documents @Application
Go to: Go to: Operation Go to: Go to:
@ Licence @ Applicant Go to: @ Supporting @ Application
information profile @ Residence documents summary
information
@ Operation
information
@ Hide steps
Residence information O elp

Application ID: LA202500409
Application status: Draft

Licence type: Children's Residence Licence

Children's Residence information 7
Children's Residence address 7
Children's Residence mailing address N
Safe Drinking Water Act N
Residence contacts 7

e ] o ) ()

2. Enter the Children's Residence information.
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Children's Residence information o
Prefix: Operating name: * Suffix:
I l l Please select... v[

Name of Children's Residence:

Phone number: *

I | e | I

Email:

I I

Website:

I I

Ownership: *

() Rental () Own

The residence will be located in the following municipality: *

Municipality: l Please select V|

3. Enter the Children's Residence address information.

Children's Residence address »

Address Search:

[~

Address line 1: *

I

Suite/Unit No.:

L)

Address line 2:

I |

City/Town: * Province: Postal code: *

’ I Ontario :I

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? *

(O Yes () No () Same as head office address

6. Enter the Safe Drinking Water Act, 2002 information.

Safe Drinking Water Act

Is water provided through service connections with a municipal residential water system? *

(O Yes () No

7. Add the Residence contacts.

Residence contacts

~

Hide inactive

Name |F Role Phone number Date
activated

Date
deactivated

Email

Action

Note: Enter the onsite residence contact for the licensee.

8. Select . The Residence contact details page appears.

Add contact
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SOR-RL > Licence Application > Residence information > Residence contact details

Residence contact details Otelp

Contact information =

First name: *

l |

Last name: *

l |

Role: *

l |

Phone number: *

l ol |

Mobile number:

I

Email: *

l

Date activated: *

l =
Status: Active

Date deactivated: *

l |

Deactivation reasons:

| Return Save

9. Enter the contact information and select . SOR-RL will confirm
whether the data you entered was saved successfully or not. If successful,
you will see a message in a green banner confirming the request was
completed and the data was saved successfully.

& Request is complete

Your data has been successfully saved.
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10. Choose . The contact name appears in the table.

Residence contacts X
Hide inactive
Name |f Role Phone number Date activated Date Email Action
deactivated
Doe, Jane Owner 1234567890 2025-10-01 janedoe@yopmail.com T #

11. Repeat step 6 for all contacts.
12. Select . The Operation information page appears.

Enter the Operation Information

Add contact

1. If the Operation information page is not on your screen, choose the Operation

information link from the steps section.

SOR-RL > Licence Application > Operation information

0 Licence @ Applicant @ Residence & 9 Documents @Application
Go to: Go to: Operation Go to: Go to:
& Licence & Applicant Go to: @ Supporting @ Application
information profile @ Residence documents summary
information
@ Operation
information

@ Hide steps

Operation information O Help
Application ID: LA202500409
Application status: Draft
Licence type: Children's Residence Licence
Premises 4
Program A
Capacity e

Back Exit

2. Enter the Premises information.
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Premises

Brief description of premises: *

3. Enter the Program information.

Program o

Description of Services Offered: *

(4 description of the services that are or will be provided for children. including how these services can or will be accessed by children and how
they are appropriate for children.

Please restrict the information included in this response to services being offered or arranged by the applicant/licensee to the children. as
opposed to including services that are being offered or amanged for the children by their parents or placing agencies. Please do not describe
individualized services that would only be provided to specific children or on a case-by-case basis)

Consultation with Service Providers: *
(Please describe the consultation that has taken place with any service providers that will provide services to children placed in the childrens
residence or other place where residential care will be provided under the authority of a licence.)

Gender: *

Male Female X

Age range served: *

Infant (3-11 months)

Young Child - preschaal age (1-5 years)
Child (69 years)

Pre-adolescent (10-12 years)
Adolescent (13-17 years)

Program type:
Respite program: *
(O Yes (0 No
Emergency or Crisis/Receiving program: *
(D Yes ()Mo
Securs treatment program: *
D1 Yes (D) Mo
Program Length: *
Shart Term (0-50 days) Wedium Term {90 to 180 days) Long term (6-18 months) IMaturation (18 months plus)
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Client Program/Service Profile:
Does your program offer specialized services: *
() Yes () Ne
Education and language services (check all that apply):
[] Education and Community Partnership Program (ECPF)
["] Program or service offered in English language
[ ] Program or senvice offered in French language

[] Program or Service offersd in Other language

Cultural/Identity Services (check all that apply):
[[] 25LGETQIA+

[[] First Nations, Inuit, or Méts

[[] Other identity-based service

Identifying Characteristics of clients the applicant is able to service within the program (check all that apply):
[[] Autism Spectrum disorder (ASD)

[[] Fetal Alcohol Spectrum disorder (FASD)

[] Fire Setting

[[] Frequent missing/absent without notice

[[] Obsessivefcompulsive behaviours

[[] Phiysical Aggression

[] self-Harm

[[] Sexualized Behaviour/Sexual acing out

[] substance use

[T suicidal Ideation/Behaviour

[ ] werbal Aggression

[] *Youth justice involvement {for example, young persons on & community order or diversion)
[] other

Identifying Characteristics of clients the applicant is unable to service within the program (check all that apply):
[ Autism Spectrum disorder (ASD)

[[] Fetal Alcohol Spectrum disorder (FASD)

[] Fire Setting

[[] Frequent missing/absent without notice

[[] Obsessivefcompulsive behaviours

[[] Phiysical Aggression

[] Seif-Harm

[[] Sexualized Behaviour/Sexual acing out

[7] substance use

[[] Suicidal Ideation/Behaviour

[[] Werbal Aggression

[ Youth justice involvement {for example, young persons on & community order or diversion)
[] other

Clinical services:

Are Clinical Services offered by the Licensee as part of the licensed program (i.e., included in the per diem rate and/er service contract): *

CiYes (O Mo
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Additional Program Information:
Qualification: *
(Describe the expected duties, qualifications and suitability of persons to be employed or otherwise engaged by the applicant to provide
residential care (refer to 5. 80.3 of ©. Reg. 156/18 for rules respecting the employrment and engagement of qualified personnel)

Training: *

(Describe any training to be provided to persons to be employed or otherwise engaged by the applicant to provide residential care, in order to
suppert effective delivery of the proposed program.

Please specify the timeframe within which persons employed or otherwise engaged by the applicant must complete any identified training.}

Behaviour Management and Crisis Prevention: *
(Please describe the proposed approach to behaviour management and crisis pravention)
Ministry-approved physical restraint training program: *
Please select... v
Referral sources: =
Children's Aid Society
Coordinating Service Agency (local resolution table and/or community referrals)
Families/caregivers
Indigenous partners
Out of Province
Others
4. Scroll down to the Capacity section:

Capacity

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

’ @ Metre () Inch () Feet
Room name |f Room size Number of beds Age range Gender Floor Action

Add

5. Select . The Room information page appears.
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Room information

© Help

Room information

Room name: *

Room size unit of measurement: *
® Metre (O Inch () Feet
Room size: *
L]

Number of beds: *

L]

Age range: *

[]0to 18 months [_] Over 18 months to under 16 years (15 years + 364 days) [ ] 16 years and above
Gender: *

[JMale []Female [ X

Floor: *

Please select

Return

Save

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

selected.

Note: when entering the room measurements, please select the unit of measurement
used when measuring the rooms. SOR-RL will automatically convert the measurements
to metres after the information is saved. The measurements will display in metres by

default.

7. Enter the room information and select .

8. Select| Feum | The room appears in the table.
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Capacity

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

’ @® Metre (O Inch () Feet

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

Room 1 4x5 1 0to 18 Female , X First floor .
months,
Over 18
months to
under 16
years (15
years + 364
days)

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.

9. Repeat steps 5 to 8 for each room.

10. Choose . The Supporting documents page appears.
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Step 4: Upload supporting documents

Note: You must upload all the required documents listed under the mandatory
documents prior to submission section prior to submitting your application to the

ministry. The required documents listed under the other mandatory documents section

can be added after your application is submitted but will be required before your licence

is issued.

1. If the Supporting Documents page is not on your screen, select the

Supporting Documents link from the steps section.

SOR-RL > Licence Application > Licence Application Supporting Documents

0 Licence @ Applicant @ Residence & O Documents
Go to: Go to: Operation Go to:
& Licence & Applicant Go to: © Supporting
information profile ® Residence documents
information
@ Operation

information

@ Application

Go to:

© Application
summary

9> Hide steps

Supporting documents O riclp
Application ID: LA202500421
Application status: Draft
Licence type: Children’s Residence Licence
Mandatory documents prior to submission M
v

Other mandatory documents

Upload additional document

Back

Exit

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

Documents section.

3. Select “ The Application summary page appears.

Next
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Step 5: Review and submit

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

SOR-RL > Licence Application > Licence Application summary

0 Licence @ Applicant @ Residence & 0 Documents @Application
Go to: Go to: Operation Go to: Go to:
® Licence & Applicant Go to: & Supporting © Application
information profile ® Residence documents summary
information
@ Operation
information
4> Hide steps
. .
Application summary © telp

Application ID: LA202500409
Application status: Draft

Licence type: Children's Residence Licence

Application summary o
Licence information
Applicant profile
Residence information
Operation information

Supporting documents

Withdraw Back Exit m

2. Review the information in the summary.

Tip: To see information under a blue heading, choose the blue sub-heading. To edit the
information, choose the heading in the steps section outlined at the top of the page.

3. To withdraw the application:

Withdraw

a. Choose

b. A confirmation window appears.

c. To continue choose “ To cancel the withdrawal, choose .

4. Select m
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5. The system reviews your entries and verifies that the mandatory
information/documents are completed. If there is an error, a description of
the error/omission appears at the top of the page in a red text box. 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.

SOR-RL > Licence Application > Licence Application summary

o There is a problem

Data validation

» Before you can submit this application, required information in the following screen(s) must be

provided: Operation information Supporting documents

0 Licence @ Applicant @ Residence & o Documents @Application
Go to: Go to: Operation Go to: Go to:
@ Licence @ Applicant Go to: © Supporting @ Application
information profile @ Residence documents summary
information
@ Cperation
information

4 Hide steps

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

7. The Declaration & consent page appears.

60




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

SOR-RL > Licence Application > Declaration & consent

0 Licence @ Applicant @ Residence & 0 Documents @Application
Go to: Go to: Operation Go to: Go to:
@ Licence @ Applicant Go to: & Supporting @ Application
information profile @& Residence documents summary
information
@ Operation
information
@ Hide steps
.
Declaration & consent O telp

Application ID: LA202500409
Application status: Draft

Licence type: Children's Residence Licence

Declaration & consent

The applicant certifies that the information supplied in support of this application is true, correct, and complete
(O lagree () |disagree

Attestation as prescribed in s. 79 of Ontario Regulation 156/18 under the CYFSA
I, SPA_262@MAILINATOR.COM LastName, attest that | have not been convicted of the following offences under the Criminal Code (Canada), as
prescribed in s. 79 of Ontario Regulation 156/18 under the CYFSA:

1 Section 151 (sexual interference)}

2. Section 153 (sexual exploitation)

3. Section 163.1 (making child pornography)

4. Section 215 (duty of persons to provide necessaries)

5. Sections 229, 230, 231 or 235 (murder)

6. Section 233 (infanticide)

7. Section 239 (attempt to commit murder)

8. Section 273 (aggravated sexual assault)

9. Section 279.011 (trafficking of a person under the age of eighteen years)
10. Subsection 279.02 (2) (material benefit - trafficking)

(O lagree () Idisagree

Back Exit

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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9. Select . A Confirmation message appears.
SOR-RL > Licence Application > Confirmation

Confirmation © Help

Application ID: LA202500409
Application status: Under Ministry review

Licence type: Children's Residence Licence

Submitted successfully

Back to module dashboard

Back to module dashboard

10. Choose

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

Submitted B ~
Item(s) per page: |10 v|
Application  Licence Site/Agency name Status Region Assigned Submitted  Action
ID type Licensor date IF
LA202500409 Children's Residence  ABClnc. Under East 2025-10-24 Select
Licence Ministry

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:.

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.
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Step 1: Start the application and enter basic information

Save

Tip: As you work on your application, select 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.

i LICENCE APPLICATION

1. From the SOR-RL home page, choose the module.

2. The Application module appears.

SOR-RL > Licence Application

Licence Application @ relp
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 EH View recently accessed

See dashboard

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

4. Read the notice then select “ The Licence information page
appears.

SOR-RL > Licence Application > Licence information

0 Licence @Applicant @ Residence & 9 Documents @Application
Go to: Go to: Operation Go to: Go to:
@ Licence TBD Go to: TBD TBD

information TBD
@ Hide steps
Licence information © rielp
Application ID: Submitted date: Closed date:
Application status: Assigned Licensor: Assigned Program Supervisor:
Licence type: Region:

Tips: Look at the steps section to monitor your progress.
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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 &F 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, select the step from the steps section.

To hide the list of steps, select ¥ Hide steps, To show the list of steps, select
® Show steps

5. Scroll down to the Licence type section.

Licence type

Please select the Licence type you are applying for: *

(O children's Residence Licence () Foster Care Agency Licence () Staff Model Homes Licence

Preferred language of licence: *

O english () French

6. Select "Staff Model Homes".
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: *

(O Transfer payment recipient (O Private operator

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

Please select the funding type of the Licence you are applying for: *

Private operator

9. Select the funding type information.

10. Scroll down to the Licensing history section.
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Licensing history a

| 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.]: *

(JYes () 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: *

N

I
() 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 common 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.l: *

O Yes (O 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 common 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 (O No

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

O Yes (O No N
Item(s) per page:
Licence Licence type Site/Agency name Address Licence Licence
number 1¥ status expiry

date

11. Answer the licensing history questions.

12. More questions may appear depending on your answers. All questions are
mandatory and require answers to proceed.

13. Select . The Applicant profile section appears.

Step 2: Review the applicant profile

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

65



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

SOR-AL = Licence Application > Applicant Profile

0 Licence @Applicant @ Residence & 0 Documents @Appl.ication
Go to: Go to: Operation Go to: Goto:
@ Licence © Applicant Go to: @ Supporting @ Application
nformation profile @ Staff Model documents SUany
Homes
Information
@ Operation
nformation
4 Hide steps
Applicant profile ©teip

Application |D: LA202500422
Application status: Draft
Licence type: Staff Model Homes Licence
Update Profile
General information v
Corporation details n
Head office address N
Head office mailing address e
Operating name v
Owners of the corporation b
Directors of the corporation -
Officers of the corporation -
Supporting documents g

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

3. If changes are required:

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

b. Make the changes as required and save the changes.
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™ SOR-RL
ct

c. Sele . The SOR-RL home page appears.

d. To return to your application, choose the B LICENCE APPLICATION module, then

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

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

4. If changes are not required, select “ The Staff Model Homes
Information section appears.
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Step 3: Enter the Staff Model Homes Information

1. Enter the Staff Model Homes information.

SOR-RL: Serious Occurrence and Residential Licensing System

SOR-RL > Licence Application > Staff Model Homes information

G Licence @ Applicant @ Residence & 9 Documents @ Application
Go to: Go to: Operation Go to: Go to:
@& Licence @ Applicant Go to: @ Supporting & Application
information profile @ Staff Model documents summary
Homes
Information
@ Operation
information

4 Hide steps

Staff Model Homes information

Application ID: LA202400021
Application status: Draft

Licence type: Staff Model Homes Licence

Staff Model Homes information &

Operating name: *

I Please select... v

Operating Name:

Phone number: *

l | e | l

Email:

I ]

Website:

I ]

The Staff Model Homes Licence will be located in the following municipality: *

Municipality: Please select v

Staff Model Homes address s
Staff Model Homes mailing address 7
Staff Model Homes contacts N

e e [ ]

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, select . The Operation information page appears.
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Enter the Operation Information

Program o

Description of Services Offered: *

(A descripticn of the services that are or will be provided for children. including how these services can or will be accessed by children and how
they are appropriate for children.

Please restrict the information included in this response to sefvices being offered or arranged by the applicant/licenses to the children. as

opposed to including services that are being offered or amanged for the children by their parents or placing agencies. Please do not describe
individualized services that would only be provided to specific children or on a case-by-case basis)

Consultation with Service Providers: #
{Please describe the consultation that has taken place with any service providers that will provide services to children placed in the children's
residence or other place where residential care will be provided under the autherity of a licence )

Gender: *
[Imale []Female [ X
Age range served: *

[] Infant {0-11 months)

[ oung Child - preschoal age (1-5 years)
[] Child (&9 years)

] Pre-adolescent (10-12 years)

|| Adolescent [13-17 years)

Program type:
Respite program: *
) Yes (D) No
Emergency or Crisis/Receiving program: *
DIYes (Mo
Secure treatment pregram: *
|:::| Yes |:::| Mo
Program Length: *
[] Short Term (0-90 days) [ | Medium Term (90 to 180 days) [ | Long term (5-18 months)  [] Maturation (18 months plus)
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Client Program#Service Profile:
Does your program offer specialized services: *
(CYes () No
Education and language services (check all that apply):
[] Education and Community Partnership Program (ECPP)
[] Program or service offered in English language
[] Pragram ar service offered in French language

[ ] Program aor Service offered in Other language

Cultural/ldentity Services (check all that apply):
[] 25LGETQIA+

[[] First Mations, Inuit, or Métis

[] Other identity-based service

Identifying Characteristics of clients the applicant is able to service within the program (check all that apply):
[[] Autism Spectrum disorder (A5D)

[] Fetal Alcohol Spectrum disorder (FASD)

[T] Fire Setting

[] Frequent missing/absent without notice

[] Obsessive/compulsive behaviours

[] Physical Aggression

[] self-Harm

[] Sexualized BehaviourSexual acting out

[ substance use

[] Suicidal Ideation/Behaviour

[ ] Werbal Aggression

[] Youth justice involvement {for example, young persans on @ community order or diversion)
[ ather

Identifying Characteristics of clients the applicant is unable to service within the program (check all that apply):
[] Autism Spectrum disorder (A5D)

[[] Fetal Alcohol Spectrum disorder (FASD)

[T] Fire Setting

[] Frequent missingfabsent without notice

[[] Obsessive/compulsive behaviours

[] Physical Aggression

[] self-Harm

[[] Sexualized Behaviour/Sexual acting out

[] Substance use

[] Suicidal Ideation/Behaviour

[[] werbal Aggression

[] Youth justice involvement {for example, young persons on a community order or diversion)
[] Other

Clinical services:

Are Clinical Services offered by the Licensee as part of the licensed program (i.e., included in the per diem rate and /or service contract): *

D) Yes (O No
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Identifying Characteristics of clients the applicant is unable to service within the program (check all that apply):
[[] Autism Spectrum disorder (ASD)

[[] Fetal Alcohal Spectrum disorder (FASD)

[[] Fire Setting

[[] Freguent missing/absent without notice

[[] Obsessive/compulsive behaviours

[[] Physical Aggression

[[] =elf-Harm

[[] Sexualized Behavicur/Sexual acting out

[[] Substance use

[[] Swiddal Ideation/Behaviour

[[] Werbal Aggression

[] Youth justice invalvement {for example, young persons on & community order or diversion)
[[] Other

Clinical services:
Are Clinical Services offered by the Licensee as part of the licensed program (i.e., included in the per diem rate and/or service contract): *

(I Yes () MNa

Additional Program Information:
Qualification: *
(Describe the expected duties, qualifications and suitability of persons to be employed or otherwise engaged by the applicant to pravide
residential care (refer to 5. 80.3 of 0. Reg. 156/18 for rules respecting the employment and engagement of qualified personnel)

Training: *

{Describe any training to be provided to persens to be employed or otherwise engaged by the applicant to provide residential care. in order to
support effective delivery of the proposed program.

Please specify the timeframe within which persons employed or ctherwise engaged by the applicant must complete any identified training.»

Behaviour Management and Crisis Prevention: *
(Please describe the proposed approach to behaviour management and crisis prevention)

Ministry-approved physical restraint training program: *

Please select... L

Referral sources: *

[] Children's Aid Society

[] Coordinating Service Agency {local resolution table and/or community referrals)
[[] Families/caregivers

[] Indigenous partners

[] Our of Province

[] Others

Save

1. Populate all fields on the Operation Information screen. Select
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2. Choose . The Staff Model Home Site details page opens.

SOR-RL > Licence Application > Operation information > Staff Model Home Site details

Staff Model Home Site details

Application ID: LA202500422
Application status: Draft

Licence type: Staff Model Homes Licence

Staff Model Home Site address

Staff Model Home Site information

Safe drinking water act

Staff Model Home Site contacts

Site description

Capacity

Return Save

3. Enter the Staff model Home Site address.

Staff Model Home Site address

Address Search:

[~

Address line 1: *

Suite/Unit No.:

L)

Address line 2:

I l

City/Town: * Province: Postal code: *

I I Ontario :]

Verify address

4. Users may manually populate the address fields or utilize the predictive
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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 staff model home site information. The site name will auto populate
to the street address of the residence, this field can be edited.

Staff Model Home Site information ~

Site name: *

l l

Phone number: *

l J e | l

Email:

l |

Ownership: *

(O Rental () Own

ici ity *
Municipality: l Please select v

6. Enter the Safe Drinking Water Act, 2002 information.

Safe drinking water act »

Is water provided through service connections with a municipal residential water system? *

(O Yes () No

Note: Staff Model Home site contacts can only be added after all other mandatory
fields are completed and saved.

Add contact

7. Add the Staff Model Home site contacts by choosing

Staff Model Home Site contacts 9

Hide inactive

Name If Role Phone number Date Date Email Action
activated deactivated

Add contact

8. The Staff Model Home Site contact details page appears.
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Staff Model Home Site contact details © Help

Contact information -~

First name: *

l |

Last name: *

l |

Role: *

l |

Phone number: *

l foe] I

Mobile number:

]

Email:

l

Date activated: *

l |
Status: Active

Date deactivated: *

l |m=

Deactivation reasons:

| Return | | Save

9. Enter the contact information and select .

10. Choose | *“™ | The contact name appears in the table.
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Staff Model Home Site contacts a
Hide inactive
Name |F Role Phone number Date activated Date Email Action

deactivated

Doe, Jane Owner 1234567890 2025-10-01 janedoe@yopmail.com T #

Add contact

11. Repeat steps for all site contacts, as applicable.

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:
13. Scroll down to the Capacity section. Add the proposed capacity of the
licence.
Capacity o
Proposed capacity (Total number of beds): * Room size unit of measurement
I @® 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.
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14. Select . The Room information page appears.

Room information © Help

Room information »

Room name: *

Room size unit of measurement: *
@ Metre () Inch () Feet
Room size: *

L ]

Number of beds: *

L]

Agerange: ¥

[ Joto 18 months [_| Over 18 months to under 16 years (15 years + 364 days) [ | 16 years and above
Gender: *
[ Male []Female [ X

Floor: *

Please select

Return Save

15. Enter the room information and select . Choose fewm | The room

appears in the table.

Capacity »

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

’ @® Metre (O Inch () Feet

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

Room 1 4x5 1 0to 18 Female , X First floor .
months,
Over 18
months to
under 16
years (15
years + 364
days)

Add
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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 14 and 15 for each room.

17. Choose L | Choose| *"™ | The Operation information page

appears. To move on to the next step, select . The Supporting
documents page appears.

Step 4: 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, select the
Supporting Documents link from the steps section.

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.

3. Select “ The Application summary page appears.

Step 5: Review and submit

1. If the Application summary page is not on your screen, select the Application
summary link from the steps section.
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SOR-RL > Licence Application > Licence Application summary

0 Licence @ Applicant @ Residence & Q Documents @Application
Go to: Go to: Operation Go to: Go to:
@ Licence @ Applicant Go to: @ Supporting © Application
information profile @ Staff Model documents summary
Homes
Information
@ Operation
information
@ Hide steps
Application summary O Help

Application ID: LA202500422
Application status: Draft

Licence type: Staff Model Homes Licence

Application summary o
Licence information
Applicant profile
Staff Model Homes information
Operation information

Supporting documents

Withdraw Back Exit m

2. Review the information in the summary.

Tip: To see information under a blue heading, choose the blue sub-heading. To edit the
information, choose the heading in the steps section outlined at the top of the page.

3. To withdraw the application:

withd
a. Choose ,

b. A confirmation window appears.

Cancel

c. To continue select “ To cancel the withdrawal, select

4. Select m 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. 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

78



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

missing information on that page that need to be addressed.

SOR-RL = Licence Application = Licence Application summary

© There is a problem

Data validation
« Before you can submit this application, required information in the following screen(s) must be
provided: Operation information Suppor ting documaents

oLlcmce @ Applicant @Regid:-ncn & OMumnnu @nppmtim
Go to: Go to: Operation Go b Go o
& Licence & Applicant @ Supparting & Application
infarrmation profile documents summary

}
@ Operation

information

& Hide steps

SOR-RL = Licence Application > Licence Application Supparting Documents

© Thereis a problem

Data validation
# There are some errors on the page
» Please upload all required documents before you submit the application. Zoning approval

0 Licence @.ﬂpp:lrnﬂl @Resiaenca & QDocumenls Bnpplka:im
Go to: Goto: Oparation Go foc
& Licence & Applicant Gote: @ Supporting
infarmation profile & Residence documenis
niformation
@ Operation

nformation

@ Hide steps

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

7. The Declaration & consent page appears.
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qrH p:
.
Declaration & consent Orep
Application ID: LAZ02500409
Application status: Draft
Licence type: Children’s Residence Licence
Declaration & consent
-~
The applicant certifies that the information supplied in support of this application is true, comrect, and complete
| agree | disagree
Attestation as prescribed in 5. 79 of Ontario Regulation 15618 under the CYFSA
SPA_ZE2@MAILINATOR.COM LastMame, attest that | have not been convicted of the following offences under the Criminal Code (Canadal, as
prescribed in 5 79 of Ontario Regulation 15618 under the CYFSA
| agree disagree
Back | | Exit l

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 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.

9. Choose IR A Confirmation message appears.

SOR-RL = Licence Application > Confirmation

Confirmation Oiielp

Application 1D: LAZ02500409
Application status: Under Ministry review

Licence type: Children's Residence Licence

Submitted successfully

Back to module dashboard

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

Submitted H [ s
Item(s) per page: |1D v
Application  Licence Site/Agency name Status Region Assigned Submitted  Action
ID type Licensor date IF
LA202500200 Staff Model 123ABC Corporation Under West McPherson, 2025-10-10 select
Homes Ministry Lisa
Licence review

Submitting a Foster Care Agency Licence Application

Note: 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.

An application can be submitted or updated by someone with the Service Provider
Administrator or the Registered User role.

Step 1: Start the application and enter basic information

Save

Tip: As you work on your application, select 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.

I LICENCE APPLICATION

1. From the SOR-RL home page, choose the module. The

Licence Application module appears.

SOR-RL > Licence Application

Licence Application O Help
Q search Applications B New Application
Search for existing Residential Service Licence Application Apply for a Residential Service Licence
Search Applications
My Applications EI View recently accessed

See dashboard
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2. Select . The Notice of collection of personal information page
appears.

3. Read the notice then choose “ The Licence information page
appears.

SOR-RL > Licence Application > Licence information

0 Licence @Applicant @ Residence & 9 Documents @Application
Go to: Go to: Operation Go to: Go to:
@ Licence TBD Go to: TBD TBD

information TBD
@ Hide steps
Licence information © elp
Application ID: Submitted date: Closed date:
Application status: Assigned Licensor: Assigned Program Supervisor:
Licence type: Region:

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 &F 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, select the step from the steps section.

To hide the list of steps, select ¥ Hide steps, To show the list of steps, select
® 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 Licence () Foster Care Agency Licence () Staff Model Homes Licence

Preferred language of licence: *

(O english O French

5. Select “Foster Care Agency”.
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6. Select the Preferred language of the licence. The page expands.

7. Scroll down to the Funding type information section.

Funding type

Please select the funding type of the Licence you are applying for: *

(O Transfer payment recipient () Private operator

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

Please select the funding type of the Licence you are applying for: *

Private operator

8. Select the funding type information.

9. Scroll down to the Licensing history section.

Licensing history -

1 eurrently have a ieence bo provide Residential Care pursuant bo section 244 of the Child, Youth and Family Serdees Act, 2017 [Nobe: this
includes either a licence to operate a Children's Residence or a Leence o provide Residential Care, directly of indirectly, to three or more
children not of commaen 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
predecassor, the Child and Family Services Act: *

Yes Mo

The Director previcusly revoked, suspended or refused to issue or renew my licence to operate a Children’s Residence, or to deliver
residential care. direcily or indirectly. to three or more children not of commen parentage in places that are not Children's Residences
[Mote that the second category listed here includes Leenses to deliver foster care or Lo operale staff model homes): *

Yes Mo

1 hanver veluntarily returned my licence to U Ministry becauss | have ceased operating a Children's Residence or delivering residential
care, direcily or indirectly, Lo three or more children not of cormmen parentage in places that are not Children's Residences (e.g., a licence
to deliver foster care or to operate staff model homesh: *

Yes Mo

Arg you oparating any sites /agencies other than those listed balow? *

Yes Mo t}
emis) per page

Licence Licence type Slte/Agency name Address Licence Licence
number 1F status expiry
date

10. Answer the licensing history questions.

11. More questions may appear depending on your answers. Be sure to answer
all the questions.
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12. Choose . The Applicant profile page appears.

84



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

Step 2: Review the applicant profile

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

SOR-RL: Serious Occurrence and Residential Licensing System

SOR-RL > Licence Application > Applicant Profile

0 Licence @Applicant @ Residence & O D ts 6 Applicatit
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
Applicant profile ©elp

Application ID: LA202500423
Application status: Draft

Licence type: Foster Care Agency Licence

Update Profile

General information M
Corporation details v
Head office address M
Head office mailing address v
Operating name v
Owners of the corporation v
Directors of the corporation v
Officers of the corporation v
Supporting documents v

(= 1= .

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

3. If changes are required:

a. Select .The Profile page appears.

b. Make the changes as required.

c. Save the changes.

d. Select . The Applicant profile page appears.
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e. Select “ to move to the next step, Foster Care Agency

Information.

4. If changes are not required, select “ The Foster Care Agency

information page appears.

Step 3: Enter the Foster Care Agency information

1. If the Foster Care Agency information page is not on your screen, select the

Foster Care Agency information link from the steps section.

SOR-RL > Licence Application > Foster Care Agency information

0 Licence @ Applicant @ Residence & 0 Documents @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 O elp
Application ID: LA202300161
Application status: Draft
Licence type: Foster Care Agency Licence
Foster Care Agency information N
Office address ™
Foster Care Agency mailing address ~

Same as: *

(® Head office address () Lead office address () Other

Back Exit Save

2. Scroll down to the Foster Care Agency information section.
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Foster Care Agency information

Prefix: Operating name: * Suffix:

I l Please select... VI

Name of Foster Care Agency:

Phone number: *

l | x| l

Email:

l l

Website:

l l

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

Municipality: I Please select v

3. Enter the Foster Care Agency information.

4. Scroll down to the Office address section.

Office address ~

Please identify all offices supporting this program:

Hide inactive

Address Region Lead office |F Action

Add address

5. Choose . The office address page appears.
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SOR-RL > Licence Application > Foster Care Agency information > Office address details

Office address details

© Help

Address Information

Municipality: *

l Please select...

Address Search:

E

Address line1: *

l

Suite/Unit No.:

I

Address line 2:

l |

City/Town: * Province:

’ I Ontario

Verify address

Email:

l

Phone number: *

l el ]

Is this the lead office?

(O Yes @ No

Postal code: *

L]

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.

7. Enter the office address information. Select .

8. Select! ™™ | The office appears in the table.

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

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

Foster Care Agency mailing address A

Same as: *

() Head office address () Lead office address () Other

11. Select/enter the Foster Care Agency mailing address information.
12. Select . The Operation information page appears.
Enter the operation information

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

SOR-RL > Licence Application > Operation information

0 Licence @ Applicant @) Residence & 9 Documents @Applir:ation
Go to: Go to: Operation Go to: Go to:
@ Licence @ Applicant Go to: @ Supporting @ ~pplication
information profile @ Foster Care documents summary
Agency
information
@ Operation
information
@ Hide steps
. . .
Operation information O telp

Application ID: LA202500423
Application status: Draft

Licence type: Foster Care Agency Licence

Operation information 4

Program s

2. Enter the Operation and Program Information.
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Operation information &

Proposed number of Foster Homes:

l |

Proposed number of foster children:

l |

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

Program &

Description of Services Offered: *

(4 description of the services that are or will be provided for children. including how these services can or will be accessed by children and how
they are appropriate for children.

Please rastrict the infermation included in this response to services being offered or arranged by the applicant/licensee to the children. as
opposed to including services that are being offered or aranged for the children by their parents or placing agencies. Please do not describe
individualized services that would only be provided to specific children or on a case-by-case basis)

Consultation with Service Providers: *
(Please describe the consultation that has taken place with any service providers that will provide services to children placed in the childrens
residence or other place where residential care will be provided under the authority of a licence.)

Gender: *

Male Female x

Age range served: *
Infant {0-11 months}
Young Child - preschool age (1-5 years)
Child [&-9 years)
Pre-adolescent (10-12 years)
Adolescent (13-17 years)

Program type:
Respite program: #

Emergency or Crisis/Receiving program: *
ives () Mo

Secure treatment program: *

1 Yes () Mo

Program Length: *
Short Term (0-20 days) Medium Term (90 to 180 days) Long term (5-18 months) Maturation (18 months plus)
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Client Program./Service Profile:
Does your program offer specialized services: *
D Yes (O No
Education and language services (check all that apply):
[] Education and Cammunity Parinership Program (ECPF)
[] Program or service offered in English language
[] Program or service offered in French language
[] Program or Service offered in Cther language

Cultural /ldentity Services (check all that apply):
[] 25LGETOQIA+

[] First Nations, Inuit, or Métis

[] Other identity-based service

Identifying Characteristics of clients the applicant is able to service within the program (check all that apply):
[[] Autism Spectrum disorder (ASD)

D Fetal Alcohol Spectrum disorder (FASD)

[[] Fire Setting

[ Frequent missing/absent without notice

[] Obsessivefcompulsive behaviours

[ Physical Aggression

[] Self-Harm

[ Sexualized Behaviour/Sexual acting out

[ Substance use

[ Suicidal Ideation/Behaviour

[ ] Werbal Aggression

[] Youth justice invalvement {for example, young persons on a community arder or diversion)
[ other

Identifying Characteristics of clients the applicant is unable to service within the program (check all that apply):
[[] Autism Spectrum disorder (ASD)

D Fetal Alcohol Spectrum disorder (FASD)

[[] Fire Setting

[[] Frequent missing/absent without notice

[] Obsessive/compulsive behaviours

[ Physical Aggression

[] Self-Harm

[ Sexualized Behaviour/Sexual acting out

[] Substance use

[] Suicidal Ideation/Behaviour

[[] Verbal Aggression

[] Youth justice involvement (for example, young persons on a community order or diversion)
[[] Other

Clinical services:

Are Clinical Services offered by the Licensee as part of the licensed program (e, included in the per diem rate and/or service contract): *

[Yes [ No
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Clinical services:

Are Clinical Services offered by the Licensee as part of the licensed program (included in the ministry advised per diem): *

~ ~
(JYes () No

Additional Program Information:

Consultation with Service Providers: *
(Please describe the consultation that has taken place with any service providers that will provide services to children placed in the children’s
residence or other place where residential care will be provided under the authority of a licence.)

Qualification: *

(Describe the expected duties, qualifications, and suitability of persons to be employed or otherwise engaged by the applicant to provide
residential care (refer to s. 80.3 of O. Reg. 156/18 for rules respecting the employment and engagement of qualified personnel) including but
not limited to staff providing supports to foster parents; note that this provision does not apply to foster parents.)

Training: *

(Describe any supplementary training to be provided to persons to be employed or otherwise engaged by the applicant to provide residential
care. including foster parents in order to support effective delivery of the proposed program. Refer to ss. 120 and 120.1-120.2 of O. Reg. 156/18
for rules respecting mandatory training for foster parents; See also Policy Directive - Residential Licensing 001-23: Training on the Provision of
Residential Care”, accessible through the following: https.//www.ontario.ca/document/child-protection-service-directives-forms-and-
guidelines/policy-directive-residential-licensing-001-23-training-provision-foster-care)

Behaviour Management and Crisis Prevention: *
(Please describe the proposed approach to behaviour management and crisis prevention)

Ministry-approved physical restraint training program:

Please select... ~

Referral sources: *

OOoooon

Children's Aid Society

Coordinating Service Agency (local resolution table and/or community referrals)
Families/caregivers

Indigenous partners

Out of Province

Others

3. Select . The Supporting documents page appears.
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Step 4: 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.

3. Select “ The Application summary page appears.

If the Supporting Documents page is hot on your screen, select the

Supporting Documents link from the steps section.

SOR-RL > Licence Application > Licence Application Supporting Documents

0 Licence @ Applicant @ Residence & e Documents 6Application
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
Supporting documents Oticlp
Application ID: LA202300161
Application status: Draft
Licence type: Foster Care Agency Licence
Mandatory documents prior to submission 7
Other mandatory documents 7
Upload additional document
Back Exit Next

Upload the documents. For details see the Working with Supporting

Documents section.
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Step 5. Review and submit

1. If the Application summary page is not on your screen, select the Application

summary link from the steps section.

SOR-RL > Licence Application > Licence Application summary

0 Licence @ Applicant @ Residence & 9 Documents @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
Application summary O Help
Application ID: LA202300161
Application status: Draft
Licence type: Foster Care Agency Licence
Application summary o
Licence information
Applicant profile
Foster Care Agency information
Operation information
Supporting documents
Withdraw Back Exit m

2. Review the information in the summary.

Tip: To see information under a blue section sub-heading, choose the blue sub-
heading. To edit the information, select the heading in the steps section outlined at the

top of the page.

3. To withdraw the application:

Withd
a. Select )

b. A confirmation window appears.

c. To continue select “ To cancel the withdrawal, select

Cancel
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4. Select m . The system will review your entries and verify that the

mandatory information/documents are completed.

5. If thereis an error, a description of the error/omission appears at the top of
the page. 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.

SOR-RL > Licence Application > Licence Application summary

@ Thereis a problem

Data validation

« Before you can submit this application, required information in the following screen(s) must be
provided: Operation information Supporting documents

0 Licence @ Residence & ®Application
Go to: Operation Go to:
@ Licence Go to: @& Application
information @ Foster Care summary
Agency
information
@ Operation
information
@ Hide steps
SOR-RL > Licence Application > Operation information
© Thereis a problem
Data validation
e There are some errors on the page
0 Licence @ Residence & @Application
Go to: Operation Go to:
@ Licence Go to: @& Application
information @& Foster Care summary
Agency
information
@ Operation
information

Operation information

4> Hide steps

© Help

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

7. Select “ The Declaration & consent page appears.

95




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

SOR-RL = Declaration & consent

0 Licence @ Applicant @ Residence & e Documents @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
Declaration & consent O Help

Application ID: LA202300161
Application status: Draft

Licence type: Foster Care Agency Licence

Declaration & consent
A

Under Ontario Regulation 156./18 under the Child Youth and Family Services Act, 2017, “Foster Care licensee” means a licensee who provides
residential care, directly or indirectly, for three or more children not of common parentage in one or more homes in which parent model Foster
Care is provided. | confirm that parent model Foster Care will be provided by not more than twe adults on a continuous basis

() Yes () No
The applicant certifies that the information supplied in support of this application is true, correct, and complete
(O lagree (O |disagree

Attestation as prescribed in s. 79 of Ontario Regulation 15618 under the CYFSA
I. SPA_262@MAILINATOR.COM LastName, attest that | have not been convicted of the following offences under the Criminal Code (Canada). as
prescribed in s. 79 of Ontario Regulation 156/18 under the CYFSA:

1. Section 151 (sexual interference)

2. Section 153 (sexual exploitation)

3. Section 163.1 (making child pornography)

4, Section 215 (duty of persons to provide necessaries)

5. Sections 229, 230, 231 or 235 (murder)

6. Section 233 (infanticide)

7. Section 239 (attempt to commit murder)

8. Section 273 (aggravated sexual assault)

9. Section 279.011 (trafficking of a person under the age of eighteen years)
10. Subsection 279.02 (2) (material benefit - trafficking)

() lagree (O |disagree

Back Exit

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 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
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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.

9. Select . A confirmation message appears.
SOR-RL > Licence Application > Confirmation

Confirmation © kel

Applieation ID: LAZ02300161
Application status: Under Ministry review

Licence type: Foster Care Agency Licence

Submitted successfully

‘ Back to module dashboard ‘

10. Select | Feekemeduiedzstbond | The gpplication appears in the submitted section of
your dashboard with a status of “Under Ministry review".

Submitted B -
ltem(s) per page:
Application  Licence Site/Agency name Status Region Assigned Submitted  Action
D type Licensor date IF
LA202300161  Foster Care Under Toronto 2025-12-24
Agency F Ministry
Licence review

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. Select the i 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 ~

Licence
type

Site/Agency name

Children's
LAZ01500021 A Draft Select
Residence

Select

3. Choose . 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.

¢ Upload documents that have been marked as "Pending Revision".

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

o \Withdraw the application.

i LICENCE APPLICATION

1. Choose the module. The Application module appears.
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SOR-RL Application

. - Y - -
Q Search Applications I New Application
Search for existing Residential Service Licence Application Apply for a Residential Service Licence
T ——
My Applications @ View recently accessed
Hide dashboard
Action required € v
Submitted @) v
Ministry decision ) v

2. Under the dashboard, expand the Submitted section.

Submitted €3 ~

Itern(s) per page:[10 ¥ |

Application Licence Assigned  Submitted
Sitel, Status Region = Acti

ID type Ty enc Licensor date IF on
Foster Under e

LAZ01500003  Care Wiy Inc. Ministry Toronto Debr:a 2018-12-06 Select
Agency review

- ; Under )

LA201500002 Chl.drens ABC Inc. Ministry Toronto S, 20159-12-05 Select

Residence i Debra

Sele
3. Choose il . The Application summary page appears.
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SOR-RL Licence Application Licence Application summary

® Application summary ®Supporting documents

Application summary © 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, select the blue section heading.

Exit

5. When you have finished reviewing your application, choose

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: :.1 or

lication Licence : : Assigned  Submitted .
i Site/Agency name Status Region i &n = Action
1D type Licensor date |

Children's rst,
LAZ01900002 : ABC Inc. Incomplete  Toronto Q ; 2018-12-05 Select
Residence Debra

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

2. From the Application Summary page, scroll down to the History of
Ministry/Applicant comments section and read the ministry comment.
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History of Ministry/Applicant comments @ ~
Date

Comment added Added by Action
Ik

Please check the expiry date. 20182 Qrst,

06 08:56
Debra(Licensor)
AM

Comments to the
Ministry:

Add

Withdraw Back Exit

3. Make the changes required. Save the changes.

4. Select Application Summary. The Application Summary page appears.

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

Submit
6. Choose . The Declaration and Consent page appears.

7. Read the declaration and consent, then answer the questions.

et
8. Select . A Confirmation message appears.

Back to module dashbhoard

9. Choose

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

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 Yo

Name of Children's Residence: AEC Inc.,

Application 1D: 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 Y

Licence information
Applicant profile
Residence information
Operation information
Supporting documents

Declaration & consent

Withdraw Exit

Withd . .
2. Select """ A confirmation message appears.

3. Select “ to continue.

4. Select the reason for the withdrawal.

Withdraw Application ~

Reason for withdrawal: *

Please select... hd

OK Cancel

5. Choose “
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Decision notification

You will be notified by email when a decision is reached. You will also see the
decision in the Ministry decision section.

SOR-RL Licence Application
Licence Application ek
Q Search Applications K New Application
Search fior existing Residential 5envice Licence Application Apply for & Residential Service Licence
My Applicationsﬂ Wiew recently accessed

See dashboard

Action required v
Submitted ) v
Ministry decision g S

Licence
Site/Agency name decision
ype date |¥
Children' starr,
LA201900002 =0 o' ABClnc. spproved  Toronto o 20191211 | Select
Residence Debra
Foster Apir
LAZ01900003  Care Wiy Inc. Approved  Toronto Debr:a 2018-12-1 Select
Agency
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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, jreg, png, pdf),
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 is divided
into mandatory documents required prior to submission and other mandatory
documents required to be submitted prior to the ministry processing a licensing
request.

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. Select ® Supporting documents or - documents . The Supporting documents page
appears.
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0 Licence 9 Applicant 9 Residence & e Documents @ Application

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

Supporting documents el

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

Licence type Children's Residence

Mandatory documents prior to submission ”

Itemys) per page]1 0w

- Submitted Expiry
r
Document typel. File name Type Status e date Action
Zoning apprava Upload
Other mandatory documents Ll
Document 15 Fil v
typelr e name Type Status Submitted date Action

date

Written evidence of
consultation with
community facilities and

) L ) Does not
services that will provide Upload

] : expire
services to the residents to

be served by the children's

residence.
Policies g

Staff policies and S = Upload
procedures i

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
n Policies
Supervision and support of it
foster parent{s)
procedures
. Policies
Serious Occurrences-
reportin ]
: < procedures

Resident orientation/intake
package

Submitted date

e Help

Item(s) per page:

Expiry

Action
date

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, select 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 Item(s) per page:
443 Quebec St

Policy and procedure

Expiry

T Action

Document typelf File name Type Status Submitted date

Written evidence of consultation

with community facilities and

) - . 24 Abhott 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 R
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 selecting on the column header for example
“Type" or ‘Status” or "‘Document Type".

Upload Select

3. Select 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 @ ety

Upload supparting document ~

Caomments:
Oy
lssue date m
File: *
Ibn il s e
File name Uploaded by Date uploaded Action
Mo dala exisls
Return 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.
Choose File ;
7. Select . The Choose File to Upload page appears.
@ open X
4 B > ThisPC > Deskiop ~ 0 Search Desktop R
Organize ~ New folder f= - [
= This PC i Name - Date modified Type aE
¥ 3D Objects ﬂi"- diagram 12/08/2016 1:03 PM  Microsoft Excel W...
I Desktop n_% Doc3 12/16/2016 11:07 ..  Microsoft Word D...
Bocumeris @5 Docl 12/16/2016 11:07 .. Microsoft Word D...
& Downloads E_EJI Doc2 12/16/2016 11:07 ..  Microsoft Word D... o
N hdcic & S = Z
File name: v | |aiFites -
Open | | Cancel

8. Select the document and select Open
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9. Choose "°__ The file name appears in the table.
Upload supporting document O elp
Upload supporting document ~

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

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

Comments:
OED
Issue date
File: *
Browse...
File name Uploaded by Date uploaded Action
Doc 2.docx Cee, Dee (Registered User) 2019-08-20 Remawve
Return Save
Submit i .
10. Select . A confirmation message appears.

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

Submitted date

Document type File name I

Written evidence of
consultation with
community facilities and
) ; j - . = Does not
services that will provide Doc2.docx Submitted  2019-10-10 ) Select
expire
services to the residents 8
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 e

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.

110



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

Upload supporting document for O telp
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... v

R > 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 selecting 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.

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.

1. From the application/licence, choose Supporting documents . The
Supporting documents page appears.

2. Select S ———— . The Upload supporting document page appears
at the bottom of the page.
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Upload supporting document ©tiep

Upload supporting document S

The following file types are supported:
s Graphics: gif, jpeg, png, pdf
+  Documents: pdf, rtf, doc, docx, plain text, ppt
»  Spreadsheets: xls, xisx

Document type: *

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

3. Enter a brief description of the document in the Document type field. This is a
mandatory field.

4. Enter a description of the document in the Comments field. This is an optional
field.

5. Select the issue date, if applicable.
6. Select . The Choose File to Upload page appears.

7. Select the document and select Open

ve

8. Select ”

. The file name appears in the table.
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File name Uploaded by Date uploaded Action
report.GIF Cee, Dee (Registered User) 2019-09-20 Remave
Return Save
Return . o
9. Select . The document appears in the Additional documents table.
Additional documents ~
Item(s) per page:
Document typel? File name Status Submitted date Expiry date Action
Resume report.GIF Select

Upload additional document

Viewing the contents of an uploaded document

1. From the application/licence, choose Supporting dn:”me"ts. The Supporting
documents page appears.

Supporting documents @ren

Mame of Children's Residence:
Application 1D: LA207500021
Application status: Draft
Licence type Children’s Residence

Mandatory documents prior to submission

Other mandatory documents e

Item{s) per pagel10 ¥

Document type File name Type Status|i Submitted date d-.t:rr Action
Ce %2 Folicies =
Disciplinge and interne tn: g Daes not T
policy expire
procedures
Folicies o N
2 ot
Admission policy and G"‘_' - Uplhoad
expire
procedures k
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2.

From the Supporting documents page, select the blue file name link.
Depending on your browser, the document will open, or the document will
download to your downloads folder.

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.

Supporting documents The

1. From the application/licence, choose
Supporting documents page appears.
elec
2. Choose o . The Upload supporting document page appears.
Upload supporting document O e
Upload supporting document M

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

Daocument type: Written evidence of consultation with community facilities and services that will provide services to the
residents 1o be served by the children's residence.

Comments:

Issue date B

File: #

Choose File | Na file chozen
File name Uploaded by Date uploaded Action

Ddd. Db [Service Provider -
Doc2.docx i e 2019-10-30 Remoue

Adrin)

3. Select ™™= A confirmation message appears. Select “ to continue.
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Return

4. Select

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.

Supporting Documents @ relp

Action required ~

Mo action required list found

Documents nearing Expiry ~
Total item(s): 2 ltem(s) per PE'EE
Document type s Licence number Last satisfactory date Expiry date

Proof of inspection of fire

alarm systems and fire DAZ01900421 207191018 2019-12-31
extinguishing equipment

Foning approval DAZ0T 9004217 20151013 2019-12-31

Updating a document when action is required

1. From the SOR-RL home page, select K SUPPORTING DOCUMENTS . The

Supporting Documents module appears. Documents requiring updates will
display under Action Required.
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Action required a
Total item(s): 1 Item(s) per page:
Document type Origin ID Site/Agency Last Update Expiry date Action
name submitted requested
date |7 date
Proof of LR202500120 A New SMH for 2025-11-04 NA
inspection of Guardian Select
fire alarm

systems and fire
extinguishing
equipment

2. Supporting documents requiring revision can also be accessed through the
module where it was uploaded (Licence Application, Directors Approval etc.).
Navigate to Supporting Documents across the top of the page.

SOR-RL > Licence Renewal > Licence Renewal Supporting Documents

@ Renewal application @ Supporting documents
Supporting documents © elp
Name of Children's Residence: Test name for adding a new CR
Licence number: LIO0641 Renewal application ID: LR202500020 Submit date: 2025-01-27
Licence issued: Licence Renewal application status: Under Ministry Closed date:
review
Licence type: Children's Residence Licence Region: East Assigned Licensor: McAdam, Judith
Supporting documents s
Itemis) per page:
Document typel? File name Type Status Submitted date Expiry Action

date

Zoning approval document with Pending 2025-11-04
signature testing revision Select

SORL-12568.docx

3. Choose to update the document.

4. Select the Issue date.

5. Select , The Choose File to Upload page appears.
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6. Select the document and select Cpen

7. Choose m . The document is submitted to the ministry for review.

8. The original supporting document and any revisions that were uploaded, will
display under revision history.

SOR-RL > Licence Renewal > Licence Renewal Supporting Documents > Upload Supporting Document

Upload supporting document © Help
Name of Children's Residence: Test name for adding a new CR
Licence number: LI00G41 Renewal application ID: LR202500020 Submit date: 2025-01-27
Licence issued: Licence Renewal application status: Under Ministry Closed date:
review
Licence type: Children's Residence Licence Region: East Assigned Licensor: McAdam, Judith
Upload supporting document &

The following file types are supported:
s 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:

File: *

Choose File No file chosen

File name Uploaded by Date uploaded Action

No data exists.

Revision history €
Version File name Uploaded by Date uploaded Issue date Expiry date
V2 document with McAdam, Judith (Service 2025-11-04

signature testing Provider Admin)
SORL-12568.pdf

Version File name Uploaded by Date uploaded Issue date Expiry date
V1 UAT upload McAdam, Judith (Service 2025-05-16 Does not expire
doc.docx Provider Admin)

Ministry comments: please update
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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, choose i SUPPORTING DOCUMENTS. The
Supporting Documents module appears.

SOR-RL Supporting Documents

Supporting Documents O reip
Action required w
Documents nearing Expiry e

Total itemi(s) 7 lremn{s) per page 10 ¥

Dacument type L Licence number Last satisfactory date Expiry date

Fire departmeant approwal LIQo500 2019-12-311

Fire department approwval LIOO543 2019-11-01

Liabilizy insurance coverage LIDO500 2019-12-31

Liability insurance coverage LIOO550 2019-11-11

Ligbility insurance coverage LIOO542 2019-11-03

Proof of inspection of fire
alarm systems and fire LIQos00 2019-12-311
extinguishing eguipment

Zoning approval LIDO500 2019-12-31

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

Supporting documents

3. Choose . The Supporting documents page appears.
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Supporting documents E

tem(s) per page: [Ell

1
Date of
last
Ministry
review
Zaning wal pis Submitced A S Lig0s48
Zoning spprova it ubmitte My Debra A LGOS Select
Proof of

inspection of fire

alarm systems Dac xibhiritoer MA Searr, L100543 et
and fire 3.docx Debra A
extinguishing
equipment
Liability insurance R e 2019- A Szarr, LA201920659
coverage i stk T = Debra A =z SEE
Fire department Do s 2019 B Starr, EGn - ohees
approval 3 dorx AAEA 11- Debra AL = £2kE
Select
4. Choose the ——— button of the document type you want to
update/upload.

5. The Upload supporting document page appears.
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6.

0.

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
»  Documentcs: pdf, ref, doc, docx, plain text, ppt
» Spreadshests: xls, =iz

Document type: Liability insurance coverage

Comments:

Issue date

File: #

Chogse File | Mo file chasen

File name Uploaded by Date uploaded Action

Mo dats exists.

Revision history e

Version File name Uploaded by Date uploaded Issue date Expiry date

Cidd, Deb [Service
Provider Admin)

V1 Doc2 docx 2019-10-25 20151103

Upload additional document

Choose

Select the file and choose ~ “PeEn

ve

Select ™ The file name appears in the list.

Submit
Select . The file is submitted to the ministry for review.

10. When you open the document link again, the Revision history section displays

all the submitted versions of the document.

121



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

Revision history

Es
Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd. Deb (Servic
vz Dac 3. dacx - Deb [Service 2018-10-30
Provider Admin)
Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd, Deb (Servic _
Vi Doc2.docx =0 (Service 2019-10-25 2019-11-03
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
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-
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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 late
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Timelines

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:

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

Edit

Drop role Add a new role

Return Deactivate Save Generate password

SOR-RL auto-generates a monthly report template on the 1% 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.
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Autogenerated Report Functionality

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
press the “assign to me" button in the monthly report at the bottom of the summary

page.
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SOR-RL Monthly Reporting Complaints reporting summary

® Complaints reporting summary

Complaints reporting summary Sirint @ Help

Name of Foster Care Agency:
Foster Care Agency address:

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

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

Licensaor: 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 ) -~

Mo comments have been added.

.

v

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 Rt @ el

Q search Monthly Reporting

Search for Monthly Reporting

Search Monthly Reporting

Monthly Reporting (1] View recently accessed
Hide dashboard

Action required ) ~

Iltem(s) per page:

R rti Site/A; R rti D
Reporting ID S e ep-o =L Status e = Assigned to
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, select 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-FL Monthly Reporting Complaints reporting details
Additional detsils for a serious complaint reported as an SOR

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

Additional details for a serious complaint reported as an S0R .
Serious Occurrrence 1D: S0202300284

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 Ooourrence 50202300284 for details on complaint previously submitted to the

Ministry. Any changes to the submitted serious occurrence must go through the S0OR
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 ® ez Resolved by: *
complaint policy and 2 Mo

procedure followed for

this complaint? *

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

improve effectiveness? *

After completing an ® Yes 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 hot 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 select the “add complaint” button.

SOR-RL Monthly Reporting Complaints reporting details
® Complaints reporting details ® Complaints reporting summary ® Complaints reporting confirmation
Complaints reporting details print @ 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) A
#1: 50202300371 S v
#2: Manually added complaint m # +

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 Pt @welp

Add complaint ~
Date of analysis: *
Date complaint
received: *
Complainant: * O Placing Agency
O Client

C Another Client

O service Provider

O Client's Family/Guardian

O Other person working with Client
O Community Member(s)

O Other

: int: *
Subject of complaint: Please select... o

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 referencing 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 OYes OMNo
complaint and result: completed: *
Has the individual been informed of the OYes OMNo
results: *

Indicate whether a complaint is debriefed with OYes OMNo O Pending
person who complains: *

Whether debriefed with person who is subject OYes OMNo O Pending

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: *

Return

Save

Confirming monthly report is complete

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

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) -~

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.

1. To add an additional mechanical restraint manually, navigate to the bottom of
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the Mechanical Restraint reporting details screen and select 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 eprine @ Help

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

Licence number: 3000611 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
accurrence reporting process.

Mechanical Restraints (total: 2)

#1:50202400165

# 2: Manually added Mechanical Restraint

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: *

Site address:

Mechanical Restraint use
start date *

Mechanical Restraint use
start time *

Mechanical Restraint use end
date *

Mechanical Restraint use end
time *

Duration of time of restraint:

Child first name: *

Child last name: *

Child age: *

Type of Mechanical Restraint
used: *

Description of risk that
existed before the Mechanical
Restraint was used: *

Please select...

O Linking Chain

[ 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)

O Risk of self-harm

O Risk of harming another client

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
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SOR-RL Monthly Reporting Mechanical Restraints reporting details
® Mechanical Restraints reporting details ® Mechanical Restraints reporting ® Mechanical Restraints reporting
summary confirmation
- L] - -
Mechanical Restraints reporting details Rprint @belp

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

Licence number: 9000611 Mechanical Restraints reporting Status: Pending revision
1D: 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) S
#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

L . Submit
ministry by choosing
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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:

Secure de-escalation

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

Overcapacity

Alternative to outdoor play space

For a Children’s Residence — Youth Justice:

Mechanical restraint equipment

Secure de-escalation

Sleeping accommodation - basement bedroom
Sleeping accommodation - alternate arrangement
Alternative to outdoor play space

Electronic surveillance

Wilderness trip

Overcapacity

For a Foster Care Agency:

Placement in Foster Home more than four

Placement in foster home - more than two children under 2 years of age
Sleeping accommodation — bedroom (no window, detached attic, basement,
stairway, hall)

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

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

For a Staff Model Homes Licence:

Secure de-escalation

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

Sleeping accommodation - basement bedroom

Alternative to outdoor play space
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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. Choose 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 Approvals ©@ View recently accessed

See dashboard

2. Select . The Select Application/Licence page appears.
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.
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10.

Link Renewal /Change Request © Heip

Link this Director's Approval to an in-progress: *
Renawal application
Change Request
None

Make your selection then choose .

The New Director's Approval page appears.

SOR-RL Main App Or Licence Select — Select

New Director's Approval © Help

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

© Secure de-escalation

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

O Overcapacity

O Alternative to outdoor play space

A Children’s Residence example

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? *
Sleeping accommodation - Basement bedroom

Back Exit Next

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
request for each one))

Select . The Notice of Collection of personal information page appears.

Read the notice of collection of personal information then select . 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 9 Supporting documents e Submit request

Go to: Go to: Go to:
@ Director's Approval details @ supporting documents 0 Director's Approval summary
@ Hide steps
. 1 . ::
Director's Approval details Otelp

Type of Director’s Approval:
Director's Approval ID: Director's Approval status:

Origin ID: Naone

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.]: *

Details of children/young persons: *
Last name First name Date of birth Gender Actlon
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

11. 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
12. Select . The Supporting documents page appears.

Step 2: Upload supporting documents

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

SO0R-RL Director's Approval Select ApplicationfLicence Director's Approval Supporting Documents
0 Details 9 Supporting decuments @ Submit request
Go to Go to: Go to
@ Director's Approval details © Supporting documents @ Director's Approval summary
& Hide steps
Supporting documents Ot

Name of Children's Residence: ABC Inc.

Type of Director's Approval: Sleeping accommodation - Sharing a bedroom 7 or older opposite sex
Director's Approval 1D: DAZ0T500043 Director's Approval status: Draft

Origin 1D: LA201 500002

Upload additional document

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. Choose . The Director's Approval summary page appears.

Step 3: Review and submit

1. If the Director's Approval summary page is not on your screen, select the
Director's Approval summary link from the steps section.
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2.

SOR-RL Director's Approval Select Application/Licence Director's Approval summary
o Details G Supporting documents e Submit request
Go to: Go to: Go to:
© Director's Approval details @ Supporting documents © Director's Approval summary
& Hide steps
= 1 Eh
Director's Approval summary ®prine @ielp

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

Origin ID: LAZ01500002

Director's Approval summary ~

Director's Approval details Edit

Supporting documents

Director's Approvals ~

Director’'s Approval ID  Type of Director’s

= Status Effective date iry date Acti
1F Approval i Sy s
Sleeping accommaodation
DAZ01500048 - 5haring & bedroom 7 or  Draft Select

older opposite sex

‘Withdraw Back Exit

Review the information in the summary.

Tip: To see information under a blue section sub-heading, select the sub-heading.

3.

To edit the information, select the Edit link.

To withdraw a director's approval request, select MR A confirmation

Cancel

window appears. Select “ To cancel the action, choose

Submit
Select . A confirmation message appears.

Select “ The Declaration & consent page appears.

Read the declaration and consent and then answer the questions, then select
Confirm
- . A confirmation message appears.
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Back to module dashboard

8. Select The request appears in the submitted section of your
dashboard with a status of “Under Ministry review".
Director's Approval @y
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 Mew Director's Approval

My Director's Approvals @ Wisw recenlly adcesded
Hide dashboard
Aetion required €D -
Submitted i) A
Total iternis): 1 Lermis] per I-'-‘E"’-
SitesAgency
ol
P Allarnatrea Lo Unclar
DWAZ01 S00050 o ABC Inc. cutdoor play  Ministry 2019-12-10 Salect
Residence
Spare B
Ministry decision EB L

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. Select @ DIRECTOR'S APPROVAL, The Director's Approval menu appears.

- 13 =
Q Search Director's Approvals i New Director's Approval
Search for existing Director's Approval requests Request for new Director's Approval
Search Director’s Approvals
My Director's Ap pFOVEI|S (0] View recently accessed
See dashboard
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2. Choose See dashboard. The Director’'s Approval appears in the Ministry
decision section.

Ministry decision @ -~
Total item(s): 1 ltem(s) per page{10 7]

Type of Ministry

Director's Site/Agency L o
Director's Status decision

Licence type
A 11D 2
il i Approval date |F

Alternative to

Childeegs ABC Inc outdoor pla Approved
Residence ] By PP
space

DA201900064 2019-12-12 Select

Sele
Choose Wl . The Director's Approval summary page appears.
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® Directors Approval application *Supporting documents

Director's Approval summary S @

Mame of Children's Residence: ABC Inc.
Type of Director's Approval: Altermative 1o ouldoss play space
Director's Approval ID: DA201 300054 Director's Approval sSeatus: Appowaed Licence murmber: LIOD302

Origin 1Dz Mane
Licence type: Children's Residenos Assigned Licensar: SLarr, Debra Submitbed date: 2012-92-11
Closed date: 2019-12-12

Director's Appraoval Summary £
Director's Approval details
Supporting documents
Declaration & consent
Letters ~
Date
Letter type Fille marme Action
created
Response Stage 2 Surnmary Report IN201300035 [N 20190ec 2 pdl - Print Iviendly 20191212 Calat
L LEr wErsion
Response R
o Ahernatiee Lo Ouldeos Play Space TN, gdl - Print Iriendhy vession 2019-12-12 0
L LEr
Inspection overview A
InEpection ID InSpection type Inspection date Assignied Licensar Actian
MN20T30035 Morslaring Inspeclion D 11, 2099 Slarr, Debra Calen
Director™s Appravals A
Directors Approval ID 15 Type of Director's Appraval — Status Effective date  Expiry date
N Altarnative Lo ouldaor play R .
D201 300064 ° Agrproeed 2019-12-12 2019-12-31
S 0E

Wil & Exit

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 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, choose & INSPECTIONS. The Inspection
module appears.

SOR-RL Inspection

Inspection

Q search for an Inspection

Search for existing Inspection

Search for an Inspection

Search for an Inspection )
2. Select . The Search for an Inspection page appears.

SOR-RL Inspection Search inspection
Search for an Inspection CYs
Search by L

Licence number:
Search Clear

Licence issued:

Please select v

Site/agency name:

Licence type: Please select ¥

Inspection type: New Application Inspection
Renewal Inspection
Change Request Inspection
Meonitoring Inspection

Inspection date:

From: =z | To:

m

Inspection ID:
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Search
3. Enter the search criteria then choose - The search results appear.

Search for an Inspection

Search by

Search results €

@ Help

Item(s) per page: 10 v |

Inspection ID }F

IN201900002

IN201900001

Select

4. Choose
SOR-RL Inspection

* Inspection
summary

Inspection type Site/agency name Assigned Licensor
Mew Application
pp Waxy Inc. Starr, Debra Select
Inspection
New Application ABC Inc. Starr, Debra Select

Inspection

. The Inspection summary page appears.

Search Inspection Inspection summary

Inspection summary

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

Non-compliances

Comments and recommendations

Inspection documents

Records to inspect

The page example is similar for Foster Care Agency inspections.

@ Help

Exit
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Examples of inspection sections

The following are examples of the Inspection Summary sections:

Inspection details section

Inspection details V'S
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: Select the blue link to see the items addressed during the inspection.

Non-compliances section

MNon-compliances A

lter(s) per page: [10

Mon Checklist Checklist ) # of Date to be )
compliance z 2 Observed Non-compliance - Status Action
e section gquestion findings completed
Physical e Pendin,
NC201900032 ¥ ; Smoke Not working on first floor. N/A 2019-12-20 - Select
Inspection follow-up
alarms
Comments and recommendations section
Comments and recommendations N

Comments

Recommendations

Inspection documents section
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Inspection documents ~
Document type Updated date
2019-10-14 View history

Interim Summary Repert (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: Select the blue link to see the report.
Records to inspect section
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 choose & INSPECTIONS.

Search for an Inspection .
2. Select _ . The Search Inspection page opens.

SOR-RL nspection Search Inspection
Search for an Inspection Oiclp
Search by A

Licence number:
Search Clear

Licence issued:

Please select v
Site/agency name:
Licence type: Please select v
Inspection type: O New Application Inspection

O Renewal Inspection
O Change Request Inspection
O Meonitoring Inspection

Inspection date range: From: o To: |

Inspection ID:

Show site inspections in results: No ~

Note: Site-based inspection results are only applicable to Staff Model Home licence
types.
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3. Enter the search criteria for the Inspection and select .

4. The Inspection summary screen opens. Navigate to the non-compliances

section to review and action non-compliances.

» Inspection
summary

Inspection summary

Name 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:

Mon-compliances

No 2
o o Checklist
compliance 5
Y question
1.1 Palicies
d
NC202400043 Policiesand
(FW_NCO4)  procedures T
- Applicable
laws
Multi Muitiple
Ncaozaoooaz TP o
{FW_NCO03) ) )
compliance  compliance
Foster 10
NC202400002 Worker/Staff C-om Laint
(FW_NCO02)  File Review Rﬂ_ﬂ'ijw d‘
Summary T
Foster 40
NC202400001 Worker/Staff h.-:lﬂ’hanica
{FW_NCO03)  File Review e
Restraints
Summary
1.0 Palicies
d
NC202300727 Policiesand 0
(FW_NCDDT) procedures N -
- Applicable
Persons

Licence issued: Licence Licence expiry date: 2023-07-29

Licensor: Mcadam, Judith
Inspection type: Renewal Inspection

2023-12-14

Renewal Inspection

McAdam, Judith
LR202300222

Date to be
completed

Observed Non-compliance

MN/A 20240112

not in compliance MAA 20240112

2024-01-12

2024-01-12

NiA 2023-12-24

Itern(s] per page: [10 v |

Removed oy
Ministry

Requirement

not met

Crverdue

Cverdue

Crverdue

O Help

Select

Select

Select

Select

Select
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Note: This non-compliance view from the inspection summary page offers a
comprehensive view of all non-compliances applicable to this inspection.

Method 2:

1. From the SOR-RL home page. choose @ NON-COMPLIANCE. The Non-

Compliance module appears.

2. Select .

3. Enter the search criteria for the licence and select

Search

Select

4. Choose

Responding to a non-compliance that requires 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-Compliance

Non-compliance

Q search Non-compliances

Search for existing Non-compliances

Search Non-compliances

My Non-compliance(s) @

Hide dashboard

View recently accessed

Action required @@

Non- . . .
compliance Site/agency Llcense: Date to be completed Status A_SSIgned
o name name If Licensor
Stepping
Stones Stepping
NC202200320 OStercare  Stones 2022-10-22 Overdue Tk
Inc. Foster Care Laura
Geranimo Inc.
foster care
Stepping
Stones Stepping
Foster C St Clark:
NC202200321 o o SMOnes 2022-11-18 Overdue ars
Inc. Foster Care Laura

Geranimo
foster care

Inc.

Q Help

~

Item(s) per page:

Submitted

Acti
date ction

2022-07-14 Select

2022-10-14 Select
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This screenshot is the view of non-compliances from the non-compliance

module.

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: IN201300001

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 5.112

(3)b)

Mot working on first floor.
Replace smoke alarm
2019-12-20

2019-12-10

History of Ministry/Applicant comments @)

@ Hide steps

© 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 select

Assign To Me

4. Once an action is assigned to a user, the summary page updates to include a

History of Ministry/Applicant comments section.
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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.

Select .

6. If you are required to add supporting documents as part of your response,
select Upload 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

Exit Next
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10.

11.

12.

Upload additional document

Select and upload the document.

Return

Select . °™  then choose

Nen-compliance

Select summary . The Non-compliance summary page appears.

Submit
Review your response and select - A confirmation message appears.

Select “ A submitted message appears at the top of the page.

The non-compliance status changes to “Under ministry review" and can be
found in the Submitted section.

Non-compliance Orelp

Q search Non-compliances

Search for existing Mon-compliances

Search Non-compliances

My Non-compliance(s) @ View recently accessed
Hide dashboard

Action required ) ~

Submitted ) ~

itemn(s) per page: |10 ¥ |

Non- . Site/agency Licensee Date to be completed Assigned Submitted
compliance = .
= name name 15 Licensor date
Under e
MNC201900032 ABC Inc. Wy Inc. 2019-12-20 Ministry Wy 2019-12-10 Select

; Debra
review
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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: L100001 Condition 1D: CN201900076 Origin ID: AM20120081
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, select & 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 A

Condition ID

IF

Condition Status  Frequency Origin

During the term of
the licence, the

. s Select
SR , 202001-  2020-12-  Licence
CN201900077 the ministry's Active Quarterly
: 01 31 Amendment Show
program advisor
when a youth has OECUTTENCE
been placed in care
N —— Select
end safety plans for :
2020-01- 2020-03- L
CN201900076 each child/youthin  Active  Monthly R
01 31 Amendment Show
care
occurrence
The Licensee will not
expand the number
of approved parent :
Not Not Not L
CN201900075 model foster homes  Active i ! : S Select

B nd 15 haroes applicable  applicable  applicable  Amendment

within the licensed
period

Method 2:

1. From the SOR-RL home page, select @ CONDITIONS, The Conditions module
page appears.

S h diti . .
2. Select and enter the search criteria.

3. Choose . The list of conditions for that licence appears.

Viewing your condition occurrence workload

1. From the SOR-RL home page, choose @ 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

See dashboard

2. Choose the link under Condition - Occurrence Workload. The

dashboard appears.

Action required ) ~

Itam(s) per pageriﬁ ov
Site/Agency Occurrence Summitted Comply

] ID Conditi =
cEurrencs Snaision name status date |7 by date

Send safety
plans for

Licence . 2020-02-
CM201900076-1  each Wiy Inc. Active Select
3 Amendment 05
childfyouth
in care
Send safety
plans for )
Licence ) 2020-03-
CMN201900076-2  each Wiy Inc. Active Select
! Amendment 05
child/youth
in care
Send safety
plans for )
Licence _ 2020-04-
CM201900076-3  each Wy Inc. Active Select
i Amendment 06
child/youth
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.

164



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

Select
3. To open an occurrence, choose . The Condition summary page
appears.
Condition summary O e
Mame of Fester Care Agency: Way Inc.
Licence number: LIZ0007 Condition 1D: CN2019000786 Origin 1D: AMZ0120081
Licence issued: Licence with conditions  Condition status: Active
Date of issue: 2013-12-20 Licensaor: Qrst, Debra
Condition details ”~
Condition type: Deliverable condition
Condition: Send safety plans for each child/youth in care
Reasons:
Condition requirement: Supporting document regquirement
Legislation f policy / standard
reference:
Frequency: Manthly
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 o
o status date start date end date dateli
CM201900076-
4 Active 2020-01-01 2020-11-3 2020-02-05 Select
CH201900076-
5 Active 2020-02-01 2020-02-29 2020-03-05 Select
CMN201900076-
3 Active 2020-03-01 2020-03-1 2020-04-06 Select

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 b
-~

Comments @

No comments have been added.

Exit Back Assign To Me

2. The user may need to select before responding to the condition.
The Occurrence Summary page updates.

3. If your condition includes uploading a supporting document:
® Supporting _ _ .
4. Choose documents. The Supporting documents page appears displaying the
Mandatory documents prior to submission.

166



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

® Supporting ® Qcourrence = Confirmation
summary
Supporting documents 0 elp

Name of Foster Care Agency: Wiy Inc

Licence number: LIDO0OT Condition 1D: CH201200076 Origin 1D: AM20190031
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

Condition required document Upload

Uplaad additional document

5 Select " and upload the document.

6. Select . The Occurrence Summary page appears. The document you
added can be seen in the Supporting documents section.

Supperting documents ~

Mandatory documents prior to submission

Expiry

Document typel? File name Type Status Submitted date date

Condition required document Doc2.docx

7. Select .

8. If a confirmation is included in the condition, the Confirmation page appears.

9. Confirm the condition by answering the question.
10. When you select "Yes", the button appears.

Confirm
11. Select - . A confirmation message appears. The occurrence can be
found under the Submitted section of the dashboard.
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Viewing completed condition occurrences

1. From the SOR-RL home page, choose @ CONDITIONS. The Condition module
page appears.

Condition

Q search conditions

Search far conditions

Search conditions

Condition - Occurrence workload @ View recently accessed
See dashboard

Condition ©
See dashboard

2. Choose See dashboard under the Condition-Occurrence workload section.
The Submitted section appears.

Submitted @ ~

item(s) per page{10 v |

Site/Agency Dirlxin Occurrence

Occurrence ID Condition

name status

During the
term of
the
licence,
the
licensee
shall
Under
CN201900077-4  24VISETNE \ ine, L Ministry 20200106 202101 Select
ministry's Amendment 05
program
advisor
when a
youth has
been
placed in
care

review
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Select

3. To see the details, choose

4. Once the ministry has made a decision regarding your response to the
conditions, it will appear under the section Ministry decision.

5. Select the blue link See dashboard under the section Condition - Occurrence
workload. The section Ministry decision appears.

Condition - Occurrence workload E View recently accessed
Hide dashboard

Action required &

No data exists

Submitted &

No data exists

Ministry decision &

No data exists
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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:

Ontario @ francais = MENU

Profile

Licence Application
Licence Management
Licence Renewal
Change Request
Director's Approval
Conditions
Inspections
Non-Compliance
Supporting Documents
Administration
Serious Occurrence

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

Last Login: 2015-10-31 08:04 AM

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

L PROFILE B 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

Viewing a list of your licences
1. From the SOR-RL home page, choose & LICENCE MANAGEMENT. The

Licence management page appears showing a list of your licences. From this
page you can see the licence summary/details and the history of the licence.
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SOR-RL Licence Management

Licence Management

List of Licences €

Licence

number Licence type Site/Agency name
1H

LIODo02 Children's Residence  ABC Inc.

LIC0001 Foster Care Agency Whay Inc.

My Licence Management workload ©
See dashboard

Viewing the licence summary

Address

1 Xyz Street,

Markham

4 Xyz Street,

Markham

Licence

Issued

Issued

Licence

expiry

date

2019-12-

31

2015-12-

3

@ Help

Action

Select

View
history

Select

Wiew
history

1. From the SOR-RL home page, choose & LICENCE MANAGEMENT. The

Licence management module appears.
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SOR-RL Licence Management

Licence Management Orielo

List of Licences A

Licence
number  Licence type Site/Agency name
I=
Select
1 Xyz Street, 2019-12-
LIOD0O02 Children's Residence  ABC Inc. ¥ Issued ,
hMarkham 3 Wiew
history
Select
4 Kyz Street 2018-12-
LI000at Foster Care Agency Wy Inc. f o Issued .
Markham &1 View
history

My Licence Management workload ©
See dashboard

Select
2. Choose . The Licence summary page appears.

SOR-RL Licence Management Licence summary

® Licence summary ® Update residence details ® Supporting Documents

Licence summary Oriep

Name of Children's Residence: ABC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssusd

Licence number: LIO0002 Date of issue: 2075-12-11

Licence issued: Licence Licence expiry date: 20718-12-31
Licence information A
Licensee profile v
Children's Residence information -
Operation information v
Staff summary A4
Supporting documents v

Exlt

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 @i

Mame of Foster Care Agency: Wiy Inc.

Licence type: Foster Care Agency Licensor: Starr, Debra

Licence number: LIOO001 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 2015-12-31

Licence status: |ssusd

Licence information

A4
Licensee profile h
Foster Care Agency information -
Operation information b4
Staff summary h
Supporting documents h

Foster Care Agency example

S0R-RL Licence Management Licence summary

* Licence summary * Update Staff Model Homes details ® Supporting Documents

Licence summary O el

Operating name:
Licence type: Staff Model Homes Licence Licensor: Clarke, Laura
Licence number: 9000615 Date of issue:

Licence issued: Licence

Licence status: Issued
Last Policy & Procedures review date:

Licence expiry date: Program Supervisor: Mcadam, Judith

Licence information

-~

Preferred language of licence: English

Funding type: Private operator

Licence status date:

Licence document Issue date }¥ Communication document type Action

No data exists.

Licensee profile A d
Staff Model Homes information v
Operation information A d
Staff summary A d
Supporting documents A d

Exit Next

Staff Model Homes Licence example
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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
[Licencel details, and Supporting Documents. Let us begin with the Licence
Summary tab.

e Licence summary @ Update Foster Care Agency details ® Supporting Documents

Licence summary @ help

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 OHep
Mame of Children's Residence: AEC Inc.
Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssusd
Licence number: LI00002 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 2015-12-31

Licence information A
Youth Justice Facility: No

Preferred language of licence: English

Funding type: Private operator

Licence status date:

Licence document Issue date |F Communication Document type Action

LICENCE.pdf [Print friendly version] 2018-12-11 Licence Select

Children’s Residence example

Select

2. Toview a licensing document, choose - or choose the blue link.

3. To print the document, select the blue link. The document opens a printable
format. Press <Ctrl P> to open the print menu.
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Licensee profile

1. From the Licence summary page, expand the Licensee profile banner.

Licensee profile ~
Licensee type: Corporation
Preferred language of correspondence: English
Corporation number: 2534242335
Corporation name: Whay Inc.
Phone number: (11131114111
Email: deb@jjj.com
Website:
The corporation is: For profit
Is the corporation a society? Yes

Is the applicant/licensee an existing Transfer

i
Payment Recipient? ©
Head office address: 2 Main Street Xyz, Ontario, L3R3M4, CANADA
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 Effective
MName Role =
percentage date |¥
Zxxx, Jack Individual 1007 2019-12-05 Yes Select

Directors of the corporation

Authorized to receive
Ministry
communications on
behalf of Licensee

Date deactivated

Ioooo, Bob 20158-12-05 Yes Yes Select

Officers of the corporation
Show inactive
Authorized to
receive Ministry

communications Action
on behalf of

Licensee

Xzzz, Joe President 2015-12-05 Yes Mo Select
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Supporting documents

lterni(s) per page: :CI v

Date of
Document typel¥ File name font Reviewed by
Ministry
review
D momen Docl docx Satisfactory  2019-12:05 DOESMOt 22 o bebra
documents expire 0

Daocurnentation

regarding Operator

suitability (i.e. OV, Doc2.doo Satisfactory  2015-12-05
resume) for Owner -

D, Jack

Does not 2015-12-

z Starr, Debra
expire 0 :

Documentation
regarding Operator
D not 20158-12-
suitability {i.e. OV, Doc 3.docx Satisfactory  2015-12-05 exo E'ie i 10 Starr, Debra
resume) for Officer - H
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.

Children’s Residence information -~
Name of Children's Residence: ABC Inc.
Phone number: 11131111112
Email:
Website:
Ownership: Qwn
Municipality: City of Toronto
Region: Toronto
Residence address: 1 ¥yz Street Markham, Ontario, L3R3M4, CANADA
Residence mailing address: 1 Xyz Street Markham, Ontario, L3R3M4, CANADA

Safe Drinking Water Act

Is water provided through service connections

i
with a municipal residential water system? =
Residence contacts
Show inactive
Name l&  Role Phone number  Date activated  Date deactivated  Email Action
Dddd, Jim Supervisor (1111111111 2019-12-01 jim@mailinator.com rd

Add contact
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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 J& Role Phone number Date activated Date deactivated Email 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, select Show inactive.

3. To view contact details, to edit contacts, or to deactivate contacts, select the

“J

V4

editicon * . The Residence Contact Details page appears.
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SOR-AL Licence Managernenl Lic e Sumimary Residence contact delails

Residence Contact details  Hep

MName of Children's Residence: AEC Inc.

Licence type: Chikiren's Residence Licensor: Starr, Debra Licenoe status: lssued
Licence number: LIOJ002 Date of isswe: Z015-12-11
Licence issued: Licenos Licemce expiry date: 2019-12-31
Coneact information )

First mamae: ¥
| [Lig]
Last mame: *

Role: *

s ¥
SURErLLT

Phone numbser: *

1 111-11m Ext:

Mobile Nao.:

Email: *

jirm@ madinalor.com
Date activated *
e-12-1 i)
Sratus: Aclive
Deaclimeale

Date deactivated: *
i

Deactivation reasons:

6. 3500 |
Relurn Sares
4. Make the changes. If deactivating a contact, select P and make the

updates.

Sa Return

5. Select ““  then select
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Add contact
6. Toadd contacts, select . The Residence Contact Details page
appears.

SOR-RL Licence Management Licence summary Residence contact details

Residence Contact details i
Name of Children’s Residence: AEC Inc.
Licence type: Children's Residence Licensor: Starr, Debra Licence status: lssusd
Licence number: LIQ000Z Date of issue: 2015-12-11
Licence issued: Licernce Licence expiry date: 2015-12-31

Contact information -

First name: *

Last name: *

Role: *

Phone number: *

Ext:

Maobile MNo.:

Email: *

Date activated *

2019-12-11 m

Status: Active

Return Sawve

Return

7. Enter the contact information. Select " then select - . The contact
appears on the Residence contacts list on the Licence Summary page.

Sa

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
likely 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, select 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, select the

\J

4

editicon ** . The Staff Model Homes contacts page appears.

180



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

S0R-RL Licence Management Licence summary Staff Model Homes contacts

Staff Model Homes contacts Orep
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 ~

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

4. Make the changes. If deactivating a contact, select and make the

updates.

Return

5. Select ™ then select

Add contact

6. To add a staff model home licence level contact, select —— . The Staff
Model Homes Contacts page appears.

181



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

Staff Model Homes contacts Orelp
Operating name:
Licence type: Staff Model Homes Licence Licensor: Mcadam, Judith Licence status: Issusd
Licence number: 0006880 Date of issue: 2024-08-20 Last Policy & Procedures review date: 2024-
08-20
Licence issued: Licencs Licence expiry date: 2024-12-31 Program Supervisor: Clarke, Laura
Contact information ~

First name: *

Last name: *

Role: *

Phone number: *

Ext:

Mobile No.:

Email: *

Date activated *

2024-09-05

Status: Active

Return Save

Return

7. Enter the contact information. Select " thenselect . 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 ~
MName of Foster Care Agency: Wy Inc.
Phone number: (11131111117
Email:
Website:
Municipality: City of Toronto
Region: Taronto
Office address Lead office J& Email Phone number Action
4 ¥yz Street Markham, Ontario, L3R3M4,
! " P /;
CANADA fes (1111 4
Add office
Foster Care Agency mailing address: 2 Main Street Xyz, Ontario, L3R3M4, CAMADA

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. Toadd an office, from the Foster Care Agency information section, select

Ao . The Office address page appears.
Office address details © Help
Address Information ~

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

3. 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.

4. Enter the office information, including indicating whether the office is the lead
office.

Return

5. Select ™ then select
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

6. To edit an office, from the Foster Care Agency information banner, select 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 |5 Email Phone number Action

4 Xyz Street Markham, Ontario, L3R3M4,

1 s
CAMADA Yes (1113 1111111 :

Add office

7. 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: *
Whitby Oreario 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.

8. Edit the information.

Sa Return

9. Select " then select

Operation information

Note: Operation information differs between the three licence types. As such, the
information below is organized by licence type.

Children's residence

This section displays a brief description of the premises, program, and capacity.
There is also a list of the children that have been added.
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Note: Some changes, such as the list of staff or children in the home, can be made
without a change request. Other changes, such as changes to the capacity of the
home, 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:
Description of Services Offered:

Consultation with Service Providers:

Gender: Female, X
Age range served:
Program type
Respite program: Yes
Dedicated respite service: No
Emergency or Crisis/Receiving program: No
Secure treatment program: No

Long term (6-18 months), Maturation (18 months plus), Medium Term (90 to 180
days), Short Term (0-90 days)

Program Length:

Client Program/ Service Profile

Does your program offer specialized services? No

Education and Community Partnership Program (ECPP), Program or service offered
in English language, Program or service offered in French language

Education and language services:

Maximum number of children/youth served in ECPP: 2

Cultural/Identity Services:

Identifying Characteristics of clients the applicant is
able to service within the program:

Identifying Characteristics of clients the applicant is
unable to service within the program:

2SLGBTQIA+, First Nations, Inuit, or Métis

Obsessive/compulsive behaviours, Self-Harm, Sexualized Behaviour/Sexual acting
out, Suicidal Ideation/Behaviour

Autism Spectrum disorder (ASD), Fetal Alcohol Spectrum disorder (FASD), Fire
Setting, Frequent missing/absent without notice
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Clinical services

Are Clinical Services offered by the Licensee as part Yes
of the licensed program (i.e., included in the per diem
rate and/or service contract):

Clinical Service ID 1% Type of Service Offered Title/Designation Provided by Subcontracted by
Licensee Licensee
€S5202500037 Therapy Psychoterapist X

Additional Program Information

Qualification:
Training:
Behaviour Management and Crisis Prevention:

Ministry-approved physical restraint training
program:

Referral sources:

2. To view capacity/room information, scroll down to the Operation information
- Capacity section.

. . Select
3. To see the room information, choose .

Capacity
Approved capacity (Total number of beds): 4

I

Room size unit of measurement: @ Metre () Inch () Feet

Room Room # of Age range Gender  Floor Action
name |3 size beds
Room 2 6.1x6.1 1 Over 18 months to under 16 years (15 years + 364 X Second

days), 0 to 18 months Female floor Select
Room 2 6.1x6.1 1 0 to 18 months, 16 years and above, Over 18 months X, First floor

to under 16 years (15 years + 364 days) Female Select
Room 3 6.1x6.1 1 0 to 18 months, Over 18 months to under 16 years Female, Second

(15 years + 364 days) X floor Select
Room 4 6.1x6.1 1 16 years and above X, First floor

Female Select

4. To view Children information, scroll down to the Operation information -
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Children information section.

Children information
Show discharged

Name |2 Date of birth Last date interviewed Director's Approval ID Status Action

Added, Child Pending confirmation e

Child, Added 2025-10-27 Pending confirmation <
Add child

Note: The name of children will be displayed in full or with initials depending on your
system role.

Add child
a. Toadd a child, select . The Child details page appears.

SOR-RL = Licence Management = Licence summary > Child details

Child details © Help

Name of Children's Residence: Test name for adding a new CR

Licence type: Children's Residence Licence Licensor: McAdam, Judith Licence status: Deemed to continue
Licence number: LIO0OG41 Date of issue: 2024-09-10 Last Policy & Procedures review date: 2024-09-
10
Licence issued: Licence Licence expiry date: 2025-03-31 Program Supervisor: McAdam. Judith
Child information ~

First name: * l l

Last name: * l l

Date of birth: * l ]E

Gender: * . — .
() Male () Female (X

Date of admission: * l ]D

Legal status: * l Please select... v

Status: Active

Last date interviewed:

Return Save
- . Save Return
5. Enter the child information. Select then select

The child appears in the Children information list on the Licence Summary

page.
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Children information
Show discharged

Name i Date of birth Last date interviewed Director's Approval ID Status Action

Muffet, Little Miss 2013-02-03 Active 4

6. To edit or discharge a child, select the edit icon #". The Child details page
appears.

S
7. Make the changes. Select e then select Return

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.

190



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

Operation information

Description of Services Offered:
Consultation with Service Providers:
Gender:

Age range served:

Program type

Female, Male, X

Child (6-9 years), Pre-adolescent (10-12 years), Adolescent (13-17 years)

Respite program:

Dedicated respite service:

Emergency or Crisis/Receiving program:
Secure treatment program:

Program Length:

Client Program/Service Profile

No

No
No

Long term (6-18 months), Maturation (18 months plus), Medium Term (90 to 180
days), Short Term (0-90 days)

Does your program offer specialized services?

Specialized services:

Education and language services:

Maximum number of children/youth served in ECPP:
Cultural/Identity Services:

Identifying Characteristics of clients the applicant is
able to service within the program:

Identifying Characteristics of clients the applicant is
unable to service within the program:

Yes

Developmental Services/Neuro-Diverse, Medically Fragile, Mental Health, Other
(test)

Education and Community Partnership Program (ECPP), Program or service offered
in English language, Program or service offered in French language, Program or
Service offered in Other language (Spanish)

4
2SLGBTQIA+, First Nations, Inuit, or Métis, Other identity-based service (test)

Autism Spectrum disorder (ASD), Self-Harm, Substance use, Suicidal
Ideation/Behaviour
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Clinical services

Are Clinical Services offered by the Licensee as part Yes
of the licensed program (i.e,, included in the per diem
rate and/or service contract):

Clinical Service ID 1% Type of Service Offered Title/Designation Provided by Subcontracted by
Licensee Licensee
CS202500003 Therapy Psychotherapist X

Additional Program Information

Qualification:
Training:
Behaviour Management and Crisis Prevention:

Ministry-approved physical restraint training
program:

Referral sources: Families/caregivers
Coordinating Service Agency (local resolution table and/or community referrals)

2. To view Staff Model Home sites information, scroll down to the Staff Model
Home Sites list.

Staff Model Homes sites
Total approved Staff Model Homes sites 2
Show inactive

Site name Approved Site address Region Number of Status Action
1z Capacity children
2 West 0 Active
Select
2 West 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.

Select

3. To view information for each Staff Model Homes site, choose . The
Staff Model Home Site details page displays.
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S0R-AL Licence Managermenl Licence suirmary Sall Maodel Home Sile delails

Staff Model Home Site details @ Help

Operating name: &

Licence type: SLall Model Hormes Licende Licensar: Clarke, Lawra Licence status: lssuad
Licence number: 2000615 Dave of ssue: Last Policy & Procedures review date:
Licence isswed: Licenis Licence expiry date: Program Supervigor: Mohdam, Judith
Staff Model Horme Site information -~
Site address:
Site narme: Cabin1

Fhone numbser:
Ermail:
Ownership: Reswal
Municipality:
Region:
Safe Drinking Water Act

Is water provided through service connections with

Mo
& municipal residential water system? -
Upabare S1alT Model Home Site imformation
Stafl Mode| Horme Site contaces -~
Sl IRALLTve
Mame |= Role Phane number  Date activated  Date deactivated Ermail Action
Clarke , Palula Caban 1 rianager (434) 134-2342 2024-04-01 agd 0 SEyopmail.com &

Add comtact
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Site description -~
Brief description of premises:
Brief description of dlients served:
Capacity ~
Approved capacity (Total number of beds): 2
Room size unit of measurement: @ Meue i ] Feet
Room Roorm # of
£ ra Gemder Flaar Ao
name |= sive beds Age range
| 0x5 Oee 18 rnonths, Ower 1B months o under 16 years (15 years  Female, X, Second S
o - + 364 daysl, 16 years and aboes Male Mo =
K 10xE z Dea 18 '|||.-".":_\.. Oreer 1B mondhs o under 16 years (15 pears Malka, ¥, ?!LUIIIJ .
+ 364 days), 16 years and abowe Female o cor

Children information

Ehow discharged

Mo dala exisls
Add chlkd
Site Status -~
Stapus: Active
Return

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.

Stafl Mode| Horme Site contaces o~

Sl inaclive

Ml& Role Phane number Date activated Date desctivated Ermail Action
Clarke , Palula Cabani 1 rrianager (434)134-2342 2024-04-1 iga M SiEyopmail.coan &
Addd comtact
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5. To add a contact at the staff model home site level, select Add Contacts. The
Staff Model Home Site contact details page appears.

Return

6. Enter the contact information. Select ", then select . The site
contact appears on the Staff Model Home site contacts list on the Staff
Model Home Site details page.

7. Repeat these steps for all site contacts.

S0R-RL Licence Management Licence summary Staff Model Home Site details Staff Model Home Site contact details
Staff Model Home Site contact details ©ticp
Operating name:
Licence type: Staff Model Homes Licence Licensor: Clarke, Laura Licence status: Issusd
Licemce number: 9000613 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: *

Phone number: *

Ext:

Mobile No.:

Email: *

Date activated *

2024-04-01 m

Status: Active

Return Save

8. To edit or deactivate a site contact, select the edit icon . The Staff Model
Home Site contact details page appears.

Deactivate

9. Make the changes. If deactivating a contact, select """ and make the

Sa eturn

updates. Select - then select -
details page displays.

. The Staff Model Home Site

195



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

SOR-RL Licence Management Licence summary Staff Model Home 5ite details Staff Model Home Site contact details

Staff Model Home Site contact details O Hep

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 Superviser: 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
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10. To view capacity/room information, scroll down to the capacity section.

Select
11. To see the room information, choose
Capacity -~
Approved capacity (Total mumber of beds): 2
Room size unit of measurement: @ Mealre ek Feet
Room [Rsoim & of
e ra Gender Flaar Action
name |2 size beds Age range
| 10 x5 8 months, Over 18 months (o under 16 years (15 years  Female, X, Second
e + 364 daysl. 16 years and abows SE Moo e
D s 18 e, Oy E rietha " M5 weare  Mals "
K 10xE 3 D 18 rrvc = Orver 1B months 1o under 16 years (15 years Wale, X, %-Luln] Selen
+ 364 days]. 16 years and abowe Female loor

12. To view the Children information, scroll down to the Children information
section.

Children information

Show dischargec

Date of birth Last date interviewed

Mo data exists,

Add child

Note: The name of children will be displayed in full or with initials depending on your
system role.

Add child

13. To add a child, select . The Child details page appears.

Return

14. Enter the child information. Select "™ then select . The child
appears in the Children information list on the Staff Model Home Site details

page.
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SOR-RL Licence Managermenl Licence summary S1all Meodel Home Sile details Child details

Child details 0 el

Operating name: K

Licence type: SLal Licensar: Clarke, Laura Licence seatus: lssuad
Licence number: Date of issue: Last Policy & Procedures review date:
Licence issued: Lience Licence expiry date: Program Supervigoer: Mchdam, [udith
Child infarmation -~
First name: *
Last name: *
Date of birth: * m
Gender: * Male Female
Date of admission: * m
. "
Legal seatus: Please select... hd

Status: ALLive

Last date interviewed:

Rewurn Save

Children information
Show discharged

Date of birth Last date interviewed Status

Ssssss, Sally 2000-01-01 Active <

Add child

15. To edit or discharge a child, select the edit icon #. The Child details page
appears.

Sa Return

16. Make the changes. Select - then select

17. 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: 1
Proposed number of foster children: 2

Information on classification and planned utilization of
foster homes under the authority of the Licence:

Description of Services Offered:
Consultation with Service Providers:

Age range served: Infant (0-11 months), Young Child - preschool age (1-5 years), Child (6-9 years), Pre-
adolescent (10-12 years), Adolescent (13-17 years)

Client Program/Service Profile

Does your program offer specialized services? No

Education and language services: Program or service offered in English language, Program or service offered in
French language

Cultural/Identity Services: 2SLGBTQIA+, First Nations, Inuit, or Métis, Other identity-based service (Test)

Identifying Characteristics of clients the applicant is Autism Spectrum disorder (ASD), Fetal Alcohol Spectrum disorder (FASD), Fire
able to service within the program: Setting, Physical Aggression, Substance use, Verbal Aggression

Identifying Characteristics of clients the applicant is Frequent missing/absent without notice, Obsessive/compulsive behaviours, Self-
unable to service within the program: Harm, Sexualized Behaviour/Sexual acting out

Clinical services

Are Clinical Services offered by the Licensee as part Yes
of the licensed program (i.e., included in the per diem
rate and/or service contract):

Clinical Service ID 1 Type of Service Offered Title/Designation Provided by Subcontracted by
Licensee Licensee
(€5202500036 Counselling Therapist X

Additional Proegram Information

Qualification:
Training:
Behaviour Management and Crisis Prevention:

Ministry-approved physical restraint training
program:

Referral sources:

2. To view foster home information, 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: 6
Show inactive

Foster Foster Child name and Address # of beds currently # of beds currently Bed Status Action
Home parent age occupied by foster  occupied by foster type
name 1 names children under 18 children under 18
placed by my placed by other
foster agency foster agencies
Flintstone's Fred Regular Active ./
Home Flintstone,
Wilma
Flintstone

(] 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 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.

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 foster occupied by foster
children under 18 children under 18

placed by my foster placed by other foster
agency agencies

Mo data exists.

Add Foster Home

dd Foster Home
2. Select e . The Foster Home information page appears.
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Foster Home information ~

Foster home name: *

Foster Parent details
Title:

Please select... ¥

First name: *
Last name: *
Email:
Phone number
Mobile phone #:

Children information
Show discharged

Date of birth Last date interviewed Status Action

No data exists.

Add child

# 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: *
O Other
0 Therapeutic

O Respite

0 Specialized

O Customary care
£ Kinship

O Regular

Ownership: *
O Family dwelling © Licensee owned/Rented

Date activated: *

Foster home approval date: *

Status: Active
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Foster Home location address A~

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.

Add child

4. Toaddachild, select -~ The Child details page appears.

Return

5. Enter the child information. Select .~ . then select . The child

appears in the Foster Home information page.
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Child details OHelp

MName of Foster Care Agency: Wy Inc

Licence type: Foster Care Agency Licensor: Starr, Debra Licence status: |ssued
Licence number: LIJ0001 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 2015-12-31
Child information -

First name: *

Last name: *

Date of birth: * m

Date of admission: * m

Legal status: * Flease select... b
Name of child's worker:

Status: Active

Last date interviewed:

Return Sawve

6. Scroll down to the Foster home location address section.

7. Manually populate the address fields or utilize the predictive address search
field. An address verification mechanism is available.

Foster Home location address A

Address Search:
Q

Address line 1: *

Suite/Unit No.:

Address line 2:

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

Verify address

Return Save
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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

8. Select .

9. An additional foster parent can now be added. To add a foster parent, select

Add parent .
. The Foster parent details page appears.

. . Save Return
10. Enter the foster parent information. Select thenselect ——— The

foster parent appears in the list.

Foster Parent details A
Title: Please select... ¥
First name: *
Last name: *
Date activated: *
Status: Active

Return Save
Save Return
11. Once done, select then select ————. 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

occupied by foster occupied by foster
children under 18 children under 18

placed by my foster placed by other

agency foster agencies
2DEF
DEF Bob
2 Street, 0 0 0 Regular Active
nome  Bbbbb
Markham

Add Foster Home
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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.

Foster Homes
Current number of active Foster Care homes: 1
Current number of foster children: 0

Show inactive

# of beds currently  # of beds currently

occupied by foster occupied by foster gav:arcity Bed
Address  children under 18 children under 18 Tt o Status Action
placed by my foster  placed by other A |
agency foster agencies pprova
2 DEF
E(Erile gngb Street, 0 0 0 Regular Active &
Markham

Add Foster Home

2. Select the editicon # . The Foster Home page appears.

Foster Home =
Name of Foster Care Agency: Wxy Inc.
Licence type: Foster Care Agency Licensor: Qrst, Debra Licence status: Issued
Licence number: LI00001 Date of issue: 2019-12-11

Licence issued: Licence with conditions  Licence expiry date: 2019-12-31
Foster Home information ~

Foster Home name: *
DEF home

Show inactive

Foster parent name | Last date interviewed Status Action
Bbbbb, Bab Active 4
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: *
0 Other
[ Therapeutic
2 Respite
O Specialized
B Customary care
B Kinship
¥ Regular
Ownership: *
® Family dwelling  © Licensee owned/Rented
Date activated: *
2019-12-12
Foster Home approval date: *
2019-12-12
Status: Active
Deactivate
Date deactivated: *
8
Closure: *
Voluntarily Non-voluntarily
Deactivation reasons:
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Foster Home location address A

Address Search:
Q

Address line 1: *

123 Right Street

Suite/Unit No.:

Address line 2:

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

Jiji, Jack 2000-01-01 Active s

Add child

5. Select 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

OO0

Licence number: LIO0001 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 2015-12-31

Child information ”

First name: * Jack

Last name: * lii

Date of birth: * 2000-01-01 M

U

Date of admission: * 2015-12-10 m

v o
Lol ataju Temporary care agreement A

MName of child's worker:

Status: Active

Last date interviewed:
Discharge

Date of discharge: *

Return Save

Discharge

6. Make required changes or select . Enter the discharge date.

Return

7. Select ™ then select

8. If discharged, the child's status changes to “Discharged” and the child's hame
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. Select the editicon #. The Foster Home page appears.

Deactivate

3 Select
4. Enter the date deactivated and indicate whether the closure was voluntary or
non-voluntary.

Status: Active

Deactivate

Date deactivated: *

B

Closure: *
Voluntarily Non-voluntarily

Deactivation reasons:

5. Enter the Deactivation reasons.

Return

6. Select " then select

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.

1. From the Licence summary page, expand the Director's Approvals banner.
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Director's Approvals

Director's Approval ID

. Expiry .
i T of Director's Approval Status Action
1H ype i date
DA201900421 RACENg Accorrmodian - Approved 2019-10-18 2013 Select
Basement bedroom AR ; 10-25 s

Sleeping accommodation -

DA201900427 Sharing a bedroom 7 or older  Approved 2019-10-22 :1221; Select
opposite sex
Select . . ,
2. Choose ———— to see the details. The Director's Approval summary page

appears.

3. To withdraw a Director's Approval, select

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

Condition ID Reporting  Reporting

= Condition Status Frequency period period end Origin
: startdate  date

Select

CN202300400 Adding a condition Active Onetime  2023-10-25 2023-10-31 Change
Request Show
occurrence

Select
2. Choose . The Condition summary page appears.
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Condition summary e

Mame of Fester Care Agency: Wiy Inc.

Licence number: LIDO001 Condition 1D: CMN201900076 Orrigin 1D
Licence issued: Licence with conditions  Condition status: Active
Date of issue: 20139-12-20 Licensor: Qrst, Debra
Condition details e
Condition type: Deliverable condition
Condition: Send safety plans for each child/youth in care
Reasons:
Condition requirement: Supporting document requirement

Legislation f policy / standard

reference:
Frequency: Maonthly
Reporting period start date: 2020-1-01
Reporting period end date: 2020-03-11
Approved date: Dec 20, 2019
Occurrence details -

Occurrence Occurrence Submitted Reporting period Reporting period

i) status date start date end date

CM201900076-

3 Active 2020-01-01 2020-01-31 2020-02-05 Select
CM201900076-

. Active 2020-02-1 2020-02-29 2020-03-05 Zelect
CMW201900076-

3 Active 2020-03-01 2020-03-31 2020-04-06 Select

Show

occurrence

3. To see the occurrences only, select
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Condition e

Condition ID Reporting

I period
start date

Dwring the term of
the licence. the eeeE
licenzee shall advise

CM201200077 the ministry's Active Cruarterly

2020-01- 2020-12- Licence

o1 31 Amendment
program advisor S
OCCUrrence
when a youth has
been placed in care
Select

Send safety plans for
CM201300076  each childfiyouth in Active Fanthly

2020-01- 2020-03- Licence

ot 3 Amendment ]
s Hide
OCCUrrence
Submitted Reporti iod start R rti riod end
Occurrence ID  Status i SRESC = Tl o Comply by date
date date date
CM201 30007 6-
; i Active 2020-01-01 2020-01-321 2020-02-05
2019 76-
?Lm Sl Active 2020-02-01 2020-02-29 2020-03-05
2019 76-
2\1_01 P Active 2020-03-01 2020-03-31 2020-04-06
The Licensees will not
expand the number
P AR P Mot Mat Mot Licenice
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 S

member |2 position title start date time this residence interviewed

Gggee, George Assistant 2018-10-01  full time 2019-10-01 2019-10-18 Active
Add staff

Tip: Select the Show Inactive link to include inactive staff in the list.
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Add staff .
2. Toadd a staff member, select ———""". 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

Staff details

Operating name: I
Licence type: Staff Model Homes Licence
Licence number: 2000615
Licence issued: Licence
Staff information
First name: *
Last name: *

Current position title: *

Assigned sites: *

Qualifications: *

Is the staff person a member of a
regulatory college body or professional
association?

Employment type: =

Employment start date: *
Position start date: *

Employment time: *

Date of first shift in this residence *

Licence summary Staff details

O Help

Licensor: Clarke, Laura Licence status: |ssusd
Date of issue: Last Policy & Procedures review date:
Licence expiry date: Program Supervisor: McAdam, Judith

Please select... T

Cabin 1

Cabin 2

Cakin 3
[ mpoys:ig==3

O Have Relevant Experience and Skills

[ First Nations, Inuk or Métis (FNIM), Elder, Knowledge
Keeper, Healer, Medicine Person, Traditional Person or
Cultural Person

[ Student

O¥es O No

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

m
m

O Full-Time < Part-Time O Relief

m
Last date interviewed:
On leave: m}
Status: Artive
Return Save
c. Select ™ thenselect " The staff appears on the Staff
Summary list on the Licence Summary page.
el

staff summary

Show inactive

MName of staff Current Position Employment Date of first shiftin  Last date T

member ]2 position title start date time this residence interviewed

Ggggg, George  Assistant 2019-10-01  fulltime 2019-10-01 2019-10-18 Active &
Add staff

3. To edit or deactivate a staff member, select the edit icon #". The Staff details
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page appears.

4. Select

SOR-RL Licence Managerenl Licene surmary S1all details

Staff details © Help

Mame of Foster Care Agency: Farniky Fi
Apnicy

Licensor: Licence status: Desmed 1o conlinus

Licence type: Foalar C

Licence number: O Date of Bsue: 2019-01-0 Last Policy & Procedures review date: 2016

1-18
Licence isswed: Licence Licence expiry date: 2023-07-29 Program Superviser: McAdam, [udith
Staffl information -~

First name: *
Last narme: *
Current position tithe: *
Qualifications: = Certilicats

Diplama

Diegres

lawe Rele Cxperie Skills

First W, uk or I FHIM), Clder, Krivwdedge

Keaper iadicine Person, Traditianal Person or

Cullural Perso

Sudent
Is the staff person & member of & Ves Mo
regulatory college body or professional
association?
Employment type: ¥ e Boanses (Thi ncludes bul may nol be limitad 1o third

Employment start date: * m
Position start date: * m
Employment tirme: * Full-Time Parl-Time Raliel

Last date interviewed:

O leave:

Status: Agtive

Return Sawe

a. Make the changes required.
If the staff member is on leave, select the On leave checkbox.

End employment

c. To deactivate a staff member, select . Enter the

employment end date.

Sa Return

" then select
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Supporting documents

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.

From the Licence Summary page, expand the Supporting Documents banner.

Supporting documents

Document typel?

File name

~

Item(s) per page:

Date of last Ministry  Reviewed

review

Supervision and support
of foster parent(s)

Serious Occurrences-
reporting

Safety Planning

Resident
orientationfintake
package

Relief, emergency and

on call services

Program description

Private interviewing

Pre-Service
Qualifications

Palice records check
policy

Placement of foster
children policy

Test Doc for
SORRL.docx

Test Doc for
SORRL.docx

Folicies
and
procedures

Paolicies
and
procedures

Paolicies
and
procedures

Policies
and
procedures

Paolicies
and
procedures

Folicies
and
procedures

Paolicies
and
procedures

Palicies
and
procedures

Paolicies
and
procedures

Satisfactory

Submitted

Does not
expire

Does not
expire

Does not

expire

Does not
expire

Does not

expire

Does not
expire

Does not
expire

Does not
expire

Does not

expire

Does not
expire

NA

2023-00-26

NA

NA

NA

NA

NA

NA

NA

Clarke,

0002074
Laura

NA

NA

NA

NA

NA 0002074

NA

NA

To view a document, select 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, choose & LICENCE MANAGEMENT. The

Licence management module appears.

SOR-RL Licence Management

Licence Management

List of Licences €

Licence

number  Licence type Site/Agency name
15

1 Xyz Street,

LID0002  Children's Residence  ABC Inc. i
Markham

4 Xyz Street

LI00001  Foster G Waey Inc. :
Oster Larg A,gerlq" r_\,' nc Ma kb

My Licence Management workload ©
See dashboard

2. Choose

. The Licence summary page appears.

20158-12-

2019-12-
31

@ Help

Select

View
history

Select

View
history

217



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 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, select Update Licence details.
Note: The name of the tab depends on the type of licence.
* Update residence details
® Update Foster Care Agency details
* Update 5taff 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 select .
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Viewing/uploading supporting documents from the
licence summary

1. From the SOR-RL home page, choose & LICENCE MANAGEMENT. The
Licence management module appears.

SOR-RL Licence Management
Licence Management 8 =e
List of Licences € ~
Licence Licence
Licence
number  Licence type Site/Agency name Address = expiry Action
IF date
Select
1 Xyz Street, 2015-12-
L00002  Children's Residence  ABC Inc. YEOUEEE  Issued :
Markham 3 Wiew
history
Select
L0001 Foster Care Agency Wy Inc. 4 Xyz Street, Issued 2?19-1 =
Markham 3 View
history

My Licence Management workload @

See dashboard

2. Choose . The Licence summary page appears.
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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, choose *Supperting documents Thg
Supporting documents tab appears.
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S0R-AL 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 ¥

Zoning R _ 201912 aLart,
DacZ. dostx Satislaclory - -
approva ila Debra

LAZONS00002 Select

‘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, select el

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, select the blue document
link in the File name column.

6. To view details about a document that has already been uploaded or to see

Sel

the submitted document versions, choose o) 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 =b (Service 2015-10-18 2015-12-31
Provider Admin)

Version File name Uploaded by Date uploaded Issue date Expiry date
Ddd, Deb (Servic -

vz Docl.doo - Deb [Service 2015-10-17 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. Select the blue file name link to see the document details.

224



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

Viewing the licence history

1. From the SOR-RL home page, choose & LICENCE MANAGEMENT. The
Licence management module appears.

SOR-RL Licence Management
Licence Management o=
List of Licences ) ~
Licence Licence
Licence
number  Licence type Site/Agency name Address 2 expiry Action
IF date
Select
1 Xyz Street 12-
LDO002  Children's Residence  ABC Inc. HpE STEEL i e
Markham 3 View
history
Select
4 Xyz Street 2018-12-
LI00007 Foster Care Agency Wory Inc. JE e Issued .
Markham 3 View
history

My Licence Management workload ©@
See dashboard

View
2. Select ™

. The Licence history page appears.
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S0R-RL Licence Management License history

® Licence history ®Licence inspection reports

Licence history A
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, choose .
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Viewing inspection reports from the license history

1. From the SOR-RL home page, choose & LICENCE MANAGEMENT. The
Licence management module appears.

SOR-RL Licence Management
Licence Management o=
List of Licences ) ~
Licence Licence
Licence
number  Licence type Site/Agency name Address 2 expiry Action
IF date
Select
1 Xyz Street 12-
LDO002  Children's Residence  ABC Inc. HpE STEEL i e
Markham 3 View
history
Select
4 Xyz Street 2018-12-
LI00007 Foster Care Agency Wory Inc. JE e Issued .
Markham 3 View
history

My Licence Management workload ©@
See dashboard

View
2. Select ™

. The Licence history page appears.
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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

PerPFage 10 v

Date IF 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. Select the e Licence inspection reports tab,

® Licence history ¢ Licence Inspection reports

Licence Inspection reports O relp

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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SOR-RL Licence Management

® Licence history

License Inspection reports

® Licence Inspection reports

Licence Inspection reports

Name of Children's Residence: ABC Inc.

Licence type: Children's Residence
Licence number: LI00002
Licence issued: Licence

List of Licence inspections

Inspection date

Inspection ID

Licensor: Qrst, Debra
Date of issue: 2019-12-11
Licence expiry date: 201%-12-31

. Assigned
Inspection type Licensor

Licence status: Issued

Issues addressed

@ Help

IN201900043 2019-12-12
IN201900035 2019-12-11
IN201900001 2019-12-06
Select
5. Choose
appears.
S0R-RL Licence Management

* |nspection
summary

Renewal Qrst, Debra
Monitoring Qrst, Debra
Mew Application Qrst, Debra

License Inspection reports

Inspection summary

Name of Children's Residence: ABC Inc.

Licence number: LI00002
Licence type: Children's Residence
Inspection ID: IN201300033

Inspection details

MNon-compliances

Comments and recommendations

Inspection documents

Records to inspect

Licence issued: Licence
Licensor: Qrst, Debra
Inspection type: Monitoring Inspection

LR201900031

DA201900064

LA201900002

Back

Inspection summary

Licence expiry date: 2019-12-31

Select

Select

Select

Exit

to view the inspection details. The Inspection summary page

@ =elp

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, choose & LICENCE MANAGEMENT. The
Licence management module appears.

2. Choose See dashboard. The dashboard expands.

SOR-RL Licence Management

Licence Management

List of Licenceso

My Licence Management workload @

Hide dashboard

Action required

Child Name }2
Amaa, Alvin 2019-12-12 Pending confirmation Select
Select o .
3. Choose . The page requiring action appears.
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SOR-RL Licence Management Child details

Child details © Helo

Name of Children's Residence: ABC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssued
Licence number: LIJ0002 Date of issue: 2019-12-11
Licence issued: Licence Licence expiry date: 2019-12-31
Child infermation ~
First name: * Alvin
Last name: * s
Date of birth: * 2000-12-11 B
Gender: * 2 Male @ Female X
Date of admission: * 2010-12-11 =
Legal status: * R i
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. Select — . If a message

appears, Select “ The page expands.
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S0R-RL Licence Management Child details

Child details Otels

MName of Children’s Residence: AEC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: Issued
Licence number: LID0002 Date of issue: 2015-12-11
Licence issued: Licence Licence expiry date: 2015-12-37
Child information -~
First name: * e
Lot b
Last name: * Aaaa
Date of birth: * 2000-12-11 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

Return

5. Select "= thenselect . Theitem disappears from the action
required list in your Licence Management dashboard.

Sa
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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)

Change Children'’s Residence name (Children's Residence, Staff Model Home)
Change Foster Care Agency name (Foster Care Agency)

Change Foster Care Lead office address (Foster Care Agency)

Licence closure (All licence types)

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. choose " CHANGE REQUEST, The Change
Request module appears.
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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

R t h .
2. Choose .The Select Licence page appears.

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 O

Request new changes

What type of change are you requesting (click all that apply)? *
[J Change capacity

[0 Change program description

O Change site/floor plan or renovation

[ Change Children's Residence name

0 Licence closure

Back Exit

Example of a Children’s Residence

SOR-RL Change Request Select Licence New Change Request
Request new changes © elp
Request new changes -~

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
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SOR-RL Change Request Select Licence New Change Request
Request new changes O Help

Request new changes Y

What type of change are you requesting (click all that apply)? *
[0 Change program description

[0 Change Foster Care Lead office address

[0 Change Foster Care Agency name

O Licence closure

Example of a Foster Care Agency page

5. Select the type of change being requested. You can select more than one
type.

6. Select .

7. If you select “Change capacity” or “Change program description”, the
following window appears. Select 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

notice then select .

9. A page appears displaying the steps of the request at the top of the page.
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SOR-RL > Change Request > Select Licence > Change program description

0 Changes 9 Documents e Change Request

Go to: Go to:

Go to:
@ supporting documents @ Change Request summary

@ Change program description

@ Hide steps

Change program description © el
Name of Children’s Residence: Youth ! .
Change Request ID: Change Request status: Licence number: 0440008
Change program description v
Current program b
v

Proposed new program

Children's residence example

10. Expand each banner in the first section and complete the information.
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Change program description @Hep

MName of Children's Residence:
Change Request ID: Change Request status: Licehee number: D006B06

Change program description 2

Rationale: *

Proposed date of change:

L Im

Have you consulted with the local fire authorities? *

Yes No NiA
Have you consulted with the local autherities te confirm cempliance of health v N A
and safety? * (=1 ] A
Which key stakeholders have you communicated the proposed changes to? Please check all that apply:

Families/caregivers
Indigenous partners
Children's Aid Society
Cthers

Mot applicable

Which community engagements have you communicated the proposed changes to? Please check all that apply:
Schools
Palice
MNeighbours
Library
Community centers
Others

Mot applicable

What will be the impact on staffing /supervision? (Attach document in Supporting Document page, if any)
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Current program

Description of Services Offered:

Consultation with Service Providers:

Gender:

Age range served:

Program type

Respite program:

Emergency or Crisis./Receiving program:

Secure treatment program:

Program Length:

Client Program./Service Profile

Does your program offer specialized services?

Specialized services:

Education and language setvices:

Maximum number of children./youth served in
ECPP:

Cultural/Identity Services:

Identifying Characteristics of clients the applicant is
able to service within the program:

Identifying Characteristics of clients the applicant is
unable to service within the program:

Clinical services

Are Clinical Services offered by the Licensee as part
of the licensed program (i.e., included in the per
diem rate and/or service contract):

Additional Program Information

Qualification:

Training:

Behaviour Management and Crisis Prevention:

Ministry-approved physical restraint training
program:

Referral sources:

Note: Current Program information displays what currently exists in SOR-RL
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Proposed new program

Will there be impact on the Description of Services Offered? * Yes

Will there be impact on the Consultation with Service Providers? * Yes

Will there be impact on the Gender? * Vas

Will there be impact on the Age range served? *
Will there be impact on the Program type? *

Will there be impact on the Program Length? * Yes

Will there be impact on the Client ProgramService Profile? * Vas

Will there be impact on the Clinical services? * Vas

Will there be impact on the Additional Program Information? * Yas

Will there be impact on the Referral sources? *

‘ Exit

=

Note: Proposed new program fields are mandatory and must be completed.

11. Indicate whether there are changes to the program information by selecting
yes or no to each question. If you select no, the question will not expand. If
you select yes, the question will expand, and further fields will need to be

completed.

12. Complete the applicable proposed hew program fields based on the changes

to your program information and then select

13. The Supporting documents section appears.

Save & next
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Supporting documents TS

Item{s) per page:10 ¥ |

Document typelF File name Type Status Submitted date  Expirydate Action

Zoning approval Upload

Site plan DDE_S T 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 Dioes not

: : : F Upload
andfor the local medical expire
officer of health
Document for Does not

; o 7 Upload
staffing/supervision expire

Note: The list of supporting documents required varies depending on the type of licence
and the change(s) requested.

14. Upload the supporting documents and select .

15. The Change Request Summary section appears.

o Changes 9 Documents @ Change Request

Go o Go to: Go to:
@ Change program description @ Supporting documents © Change Request summary

@ Hide steps

Change Request summary Otielp
Mame of Children's Residence: ABC Inc.
Change Request ID: CR201900041 Change Request status: Draft Licence number: LIOOO0Z

Change Request summary ~
Change program description Edit

Supporting documents

Withdraw Exit Back
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16. Review the information. If edits are required, select the applicable section to
edit from the top of the screen.

Submit
17. Select . The Declaration & consent page appears.

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

Confirm
19. Select - . A confirmation message appears.

Filing a change request for a licence closure

1. From the SOR-RL home page, choose # CHANGE REQUEST, The Change
Request module appears.

2. Select .The Select Licence page appears.

Select Licence QHep

List of Licences ~

lrem(s) per page:[10 v |

IlJ!_ne-n:e number u s ii.TnlEAgen:y :I::;n:e expiry Actinn
LI00g02 ;:S'IC'I:CZ ABCInc. :}1:";:3::&" 2019-12-31 Select
LIo0oo1 Foster Care Agency Wy Inc. i1;y;f;:m 2015-12-31 Select
Select
3. Choose . 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

[ Change program description

O Change site/floor plan or renovation

[ Change Children's Residence name

O Licence closure

Back | Exit

Example of a Children's Residence page

4. Select “Licence closure”.
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5. Select . The Notice of collection of personal information page appears.

6. Read the notice then select . The Licence closure page appears.

Licence chosure -~

Rationale: *

Proposed date of closure:
i |
Reasons for closura: *

Please selact w

Ara thare any children/ Young persons remaining in the home at this time? *
Yo Ko

What is the date of last discharge of Childrens young persons? *
2}

What is your discharge plan? *

What is the method of returning the original 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 & computer,

Date of returning the material

|
Children’s Residence example

7. Enter the information.

Save & nex
8. Select , The Supporting documents page appears.

9. Upload supporting documents if required.
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10. Select . The Change Request summary page appears.

o Changes 6 Documents 9 Change Request

Go o Go to: Go ta:

© Licence closure © Supporting decuments @ Change Request summary
&> Hide steps
Change Request summary ke
MName of Foster Care Agency: Wiy Inc.
Change Request ID: CR201500043 Change Request status: Draft Licence number: LID00OT
Change Request summary ~
Edit

Licence closure

Supporting documents

Withdraw Exit Back

Submit
11. Review the summary. Select . The Declaration & consent page
appears.

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

13. Select . 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, choose # 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. Select . The Notice of collection of personal information page appears.

4. Read the notice then select . The Change capacity, add, deactivate

site(s) site page displays.
. Add SMH Site
5. To add a new site, select
Change capacity, add, deactivate site(s) © relp
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 . . Status .
Site name ) ) Site address Region . Action
Capacity capacity 15
2 Active T #
2 Active 10 #

@ 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

e

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

Save

7. Expand the banners and complete all the required information. Select

© Change capacity, add, deactivate @ Supporting documents © Change Request summary
site(s)

@ Hide steps

Change capacity, add, deactivate site(s) © relp
Operating name:
Change Request ID: CR202400502 Change Request status: Draft Licence number: (

Staff Model Homes sites -~

Total approved Staff Model Homes sites 2

Total proposed Staff Model Homes sites 3

_ Approved Proposed _ _ Status .
Site name y . Site address Region = Action
Capacity capacity I
2 Active @ #
2 Active m #
Poplar Site 1 492 Poplar Ave, Ajax, Ontario, L15 168 @ 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

=

8. The proposed new site now shows in the Staff Model Homes sites list. This
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action can be repeated for each new site to be added.

9. Select . The Supporting documents page appears.
0 changes 9 Documents @ Change Request

Go to: Go to: Goto:
© Change capacity, add, deactivate site(s) © supporting documents © Change Request summary

@ Hide steps

Supporting documents Yo

Operating name: _
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... Apply filter Clear filter

CNot uploaded documents

Item(s) per page|

Submitted Expiry

Action
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:

[Not uploaded documents

Expiry

Action
date

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
Poplar Does not

to the staff Model Homes within Upload
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. Select . 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 select . The Declaration & consent page
appears.

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

et
14. Select . A confirmation message appears.

SOR-RL Change Request Confirmation
Confirmation O rielp
Operating name: _
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, choose # CHANGE REQUEST, The Change
Request module appears.

2. Open the change request from your dashboard. The Change Request
summary page appears.

0 Changes 9 Documents @ Change Request

Go to: Go to: Go to:
© Licence closure & Supporting documents @ Change Request summary
@ Hide steps
Change Request summary e
MName of Foster Care Agency: Wy Inc.
Change Request ID: CR201900043 Change Request status: Draft Licence number: LID0001
Change Request summary Y
Licence closure Edit

Supporting documents

Withdraw Exit Back

Children's Residence example

Withdraw

3. Select

4. If the change request was already submitted (not a draft), select a reason for
the withdrawal.

5. Select “ 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, choose  LICENCE RENEWAL . The
Licence Renewal module appears displaying all licences that will expire
within 120 days.

Licence Renewal Ote

2 Search Renewal Application

iearch for Renewal Application

Search Renewal Application

Upcoming Renewals ) ~
Licence Licence
number Licence type SitefAgency name Region expiry 8 Action
- Licensor
= date
2019-12-  Starr
LIODO01 Foster Care Agenaq Whay Inc. Toront : Renew
) ster Care Agency wy Inc oOronto i Debra
Children's 2019-12-  Starr
LI0000zZ ; ABC Inc. foronta . : Renew
Residence 3 Debra

Tip: If you have several licences in the list, sort the upcoming renewals list by Licence
Expiry Date by selecting the column header to sort.

2. Select ™™ to open the licence to be renewed. The Notice of collection of
personal information page appears.
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3. Read the notice then select . The Licence information page appears.

9 Residence & 0 Documents

o Licence ea&pplicam

Go to: Goto operation Go o
O Licence O TED Go to: 9 TED
information @TED
@ TED
&»Hide steps

Licence information

Name of Children's Residence: AEC Inc.
Licence number: LIDDO02 Renewal application ID:
Renewal application status:

Region: Toronto

Licence issued: Licence
Licence type: Children's Residence

Licence details
Funding type

Licensing history

Example of a Children’s Residence page

Go to:
QTED
O T1ED

@ Application

@ Help

Submit date: 2015-12-05

Closed date:

Assigned Licensor: 5tarr, Debra

Exit

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 &

Go to: Go to: operation
Olicence ﬂﬂpplicant Go to:
infermation profile O Residence
information
O operation
information
-l ...

Example of a Children's Residence page

@ Applicant

Go to
0 Applicant
profile

operation

(o to:

© Foster Care
Agency
information

@ Operation
information

information

Example of a Foster Care Agency page

o Documents

Go to:
BSupporting
documents

9 Residence & e Documents

Qo to:
© Supporting
documents

eAppli:atian

Go to:

O0irector's
approvals

ORenewal
application
summary

@Rppli:atiun

Go to:

© Direcror's
approvals
0 Renewsl
application
Summary

SM
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SOR-RL Licence Renewal Licence information
0 Licence 9 Applicant @ Residence & e Documents 6 Application
Go to: Go to: Operation Go to: Go to:
O Licence © Applicant Go to: © Supporting © Director’s
information profile © staff Model documents approvals
Homes © Renewal
Information application
© Operation summary
information

Example of a Staff Model Homes page

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: LIDDO0Z

Licence issued: Licence

Date of issue for current licence: 2019-12-11
Expiry date: 2015-12-31

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: =
@Yes @ No

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

4. Select . The Applicant profile page appears.
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GO L aperation

- T O Applican Go L @ supporting
il orrnation profike O Racidence docurments
nlarrmation
Q Operation
nlarrmation
A Hide s1eps
Applicant profile
Mame of Children's Residence: ARC Inc.
Licence numbser: LIOIO00Z Renewal application ID: LA20120003
Licence issued: Licens Renewal application status: Drall
Licence type: Children's Residence Region: Toranlo

Uped ate Prafile

General inforrmation
Corporation details

Head office address

Head office mailing address
Operating narme

Owners of the corporation
Directors of the corporation
Officers of the corporation

Supporting documents

Your page may look different

0 Licence eﬁ.ppl cant e Residence & e Dacuments

Application
3

e Halp

Step 2: Review/update the applicant profile

1. Review the applicant profile.

2. No changes can be made directly on the Applicant profile page. If changes

Update Profile
are required, select -.This brings you to the Profile Module.
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® Profile * Supporting documents

Profile Tz
General information b
Corporation details b
Head office address b
Head office mailing address b4
Operating name ) v
Owners of the corporation ) b
Directors of the corporation € b
Officers of the corporation i v
Supporting documents v

3. Make the change.

Note: Some changes cannot be made in the profile page; a Change Request may be
required.

Save & nex
4. Select . The Profile 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 ©elp
Supporting documents A~
Item(s) per pﬂge:%_;-i

Submitted
date

Document typel? File name

Incorporation Doesnot  2019-07-  Starr,
Doc 3.d Satisfact 2019-07-25 :
documents e Gk expire 30 Debra A. el

Documentation

ding O
FOERIE P menTer Doesnot 201907  Starr,

suitability (i.e. CV, Doc 2.docx Satisfactory  2019-07-25 o 0 Db

Select

resume) for Owner -
Dddd, Deb

5. Upload any new versions of supporting documents.

6. Go back to the Licence Renewal by selecting the Applicant Profile
breadcrumb at the top of the page.

SOR-RL Licence Renewal Applicant profile Profile

® Profile ® Supporting documents

Profile

General information

7. The Applicant profile page reappears.

Next

8. Select .
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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.

o Licence 6 Applicant 9 Residence & o Documents e Application

Go to: Go to: operation Go o Go ta:

© Licence © Applicant Go ta: @ Supporting @ Director's
information profile @ Residence documents approvals
information @ Renewal
@ Operation application
information summary
> Hide steps
Residence information o
Name of Children’s Residence: AEC Inc.
Licence number: LI00002 Renewal application ID: LRZ01500031
Licence issued: Licence Renewal application status: Draft
Licence type: Children's Residence Region: Toronto
Residence information v
Children's Residence address v
Children’s Residence mailing address hd
Safe Drinking Water Act b
Residence contacts v
Staff summary hd

Update Licence information

S S =

Example of a Children's Residence page
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SOR-RL Licence Renewal Staff Model Homes information
0Licen:e eAppI\'cant eResidence & o Documents eAppIicatinn
Go to: Go to: Operation Go to: Go to:
© Licence © Applicant Go to: © supporting © Director's
information profile O staff Model documents approvals
Homes O Renewal
Information application
O Operation summary
information

@ Hide steps

. .
Staff Model Homes information O elp

Operating name: EMYS Staff Model Homes

Licence number: 9000610 Renewal application ID: LR202400020

Licence issued: Licence Renewal application status: Draft

Licence type: 5taff Model Homes Licence Region: Toronto
Staff Model Homes information v
Staff Model Homes address v
Staff Model Homes mailing address v
Staff Model Homes contacts v
Staff summary v

Update Licence information

sk = s

Example of a Staff Model Home information page
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0 Licence e Applicant e Residence & O Documents e.ﬁpplication

Go to: Go to: operation Goto: Go to:
O Licence G Applicant G0 to: © Supporting @ Director's
information profile © Foster Care documents approvals
Agency @ Renewsl
information application
© Operation suUmmary
information
&> Hide steps
Foster Care Agency information ©'iclp
Mame of Foster Care Agency: Wiy Inc.
Licence number: LIO000 Renewal application 1D: LR201900032
Licence issued: Licence Renewal application status: Draft
Licence type: Foster Care Agency Region: Toronto
Foster Care Agency information w
Office address b 4
Foster Care Agency mailing address v
Staff summary v

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, select

Update Licence information

. The Licence summary page appears.
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® Licence summary * Update residence details ® Supporting Documents

Licence summary O iclp

Mame of Children’'s Residence: ABC Inc.

Licence type: Children's Residence Licensor: Starr, Debra Licence status: |ssued

Licence number: LI00002 Date of issue: 2019-12-11

Licence issued: Licence Licence expiry date: 2015-12-31
Licence information 4
Licensee profile b
Children's Residence information 4
Operation information v
Director's Approvals L4
Staff summary 4
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 selecting 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

8. Select . The Operation information page appears.
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Step 4: Review the operation information

Note: If changes are required to the operation information, such as program
information or capacity information, a change request will need to be submitted. The
information cannot be edited from the renewal application page.

o Licence e Applicant 9 Residence & 0 Documents e Application

Go to: Go to: operation Go to: Go to:
© Licence @ Applicant Go to: O Supporting O Director's
information profile © Residence documents approvals
information O Renewal
@ Operation application
information summary
& Hide steps
Operation information ©Help
Name of Children’s Residence: ABC Inc.
Licence number: LIOD00Z2 Renewal application I1D: LR201900031
Licence issued: Licence Renewal application status: Draft
Licence type: Children's Residence Region: Toronto
Premises v
Program v
Capacity v
Children information v

Update Licence information

Children’s Residence page
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Go ta: Go to: Operation Go to: Go to:
O 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

Operating name: EMYS Staff Model Homes
Licence number: 9000610

Licence issued: Licence

Licence type: Staff Model Homes Licence

Renewal application ID: LR202400020
Renewal application status: Draft
Region: Toronto

Program

Staff Model Home Sites

Total approved Staff Model Home Sites: 2

Approved

Site name

= ) Site address Region
5 capacity
Cabin B 1 67 CURZON ST, TORONTQ, Ontario, M4M 3]3  Toronto
Cabin A > 396 AVENUE RD, TORONTO, Ontario, M4V Toronto

2H5

@ Help

Hide inactive

Number of
children

Status Action

Select

0 Active

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.

Staff Model Home operation page

Update Licence information
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0 Licence 9 Applicant 9 Residence & o Documents 6 Application

Go 1o Go o operation Go toc Go to:
G Licence © Applicant Go to: @ Supporting @ Director's
information profile © Foster Care documents approvals
Agency © Renewa
information application
Operation sSuUmmary
infarmation

& Hide steps

Operation information ety
MName of Foster Care Agency: Wy Inc.
Licence number: LIDOO0T Renewal application ID: LR201200032
Licence issued: Licence Renewal application status: Draft
Licence type: Foster Care Agency Region: Toronto
Program b4
v

Foster Homes

Update Licence information

Foster Care Agency page
1. Review the operation information.
2. To add/edit contacts, children, staff, or a foster home, select

Update Licence information

. The Licence summary page appears.

263



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

® 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 selecting the
section from the breadcrumbs at the top of the page.

SOR-RL Licence Renewal Operation information Licence summary

5. Select .

Step 5: Upload supporting documents

1. The Supporting Documents page appears.
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Supporting documents ~

Iterm{s) per page{10 ¥

= Expi
Document typelF File name Type Status Submitted date dnterr Action
Zoning apprava DocZ.docx Satisfactory  2019-12-05 Select
Does not
Staff schedule 3 Upload
expire

Proof of inspection of fire
alarm systems and fire Doc 3.docx Satisfactory  2019-12-06 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
5 Upload
health and/for the loca expire
medical officer of health
Building department Does not
e Cehe 5 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. Select

Step 6: Review director’s approvals

1. The Director's Approvals page appears.
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0 Licence

9 Applicant 9 Residence & 0 Documents 9 Application

Go to: Goto: operation Goto: Go to:
© Licence © Applicant Go to: O Supporting @ Director's
information profile © Residence documents approvals
information @ Renewal
© Operation application
information summary
& Hide steps
Director's Approvals ©tielp
Name of Children's Residence: ASC Inc.
Licence number: LID0O02 Renewal application ID: LR201300031
Licence issued: Licence Renewal application status: Draft
Licence type: Children's Residence Region: Toronto
Director's Approvals ~

Director's

Approval ID
1L

DAZ01900064

Type of
Director’s

Approval

Effective date Expiry date

Alternative to
outdoor play
space

Approved 20159-1212 2015-12-31 Select

Back Exit

Sa\'e

2. Review any Director's Approvals.

3. If the Director's Approval should be renewed along with your licence, select
the “To be renewed" checkbox. Please see the If you renewed a Director's
Approval section below for further details.

-
4. Select . The Renewal application summary page appears.
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SOR-RL Licence Renewal Renewsal application summary
0 Licence 9 Applicant 9 Residence & 0 Documents 6 Application
Go to: Go to: operation Go to: Go to:
© Licence O Applicant Go tor © Supporting @ Director's
information praofile © Residence documents approvals
inforrnation @ Renews
© Operation application
information summary

& Hide steps

Renewal application summary +snowall @Hep

Mame of Children's Residence: ABC Inc.
Licence number: LIG0O00Z Renewal application ID: LR201900031
Licence issued: Licence Renewal application status: Draft
Licence type: Children's Residence Region: Toronto
Application summary
Licence information
Applicant profile
Residence information
Operation information
Supporting documents

Declaration & consent

Director’s Approvals

Children’s Residence example

Step 7: Submit the renewal

1. Review the information. If changes are required, return to the section using
the steps section at the top of the page.

Submit
2. Select . The Declaration and consent page appears.
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0 Licence 6 Applicant 9 Residence & o Documents e Application

Go to: Go to: operation Go to: Go to:
© Licence @ Applicant Go o © Supporting © Director's
nformation profile © Residence documents approvals
information © Reneawal
© Operation application
information summary

& Hide steps

Declaration & consent Otelp

MName of Children’s Residence: ABC Inc.

Licence number: LIDD002 Renewal application 1D: LR201300031
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 5. 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.
759 of Ontario Regulation 156/18 under the CYF5A:

1. Section 151 cual interference)

2. Section 153 (sexual exploitation)

3. Section 163.1 (making child pornography)

4. Section 215 (duty of persons to provide necessaries)

5. Sections 229, 230, 231 or 235 {murder)

&. Section 233 (infanticide)

7. Section 239 {attempt to commit murder)

8. Section 273 (aggravated sexual assault)

9. Section 279.011 {trafficking of a person under the age of eighteen years)
10. Subsection 275.02 {2} (material benefit - trafficking)

| agree | 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
4. Select - . A Confirmation page appears.

Confirmation &
Mame of Children's Residence: ABC Inc.
Licence number: LIJO002Z Renewal application ID: LR201500037 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

Back to module dashboard

5. Select 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 A4

Submitted Renewals € ~

Item(s) per page{ 10 ¥ |

Site/fAgency name

Under
Children’ =t
LR201900031 s ABC Inc. Whisey e | 20158-12-12 Select
Residence PR Debra

If you renewed a director’s approval

1. Return to the SOR-RL home page.

2. Select @ DIRECTOR'S APPROVAL,

3. Select See dashboard. The Action required section displays the draft
Director's Approval.

Selec
4. Choose Hamill . The Director's Approval Summary page appears.

5. Select @ o=eis The Director's Approval details page appears.

6. Review/edit the details if required.
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Save & nex
7. Select . The Supporting documents page appears.

8. Upload the supporting documents.

9. Select . The Director's Approval summary page appears.
.
10. Select . The Declaration and consent page appears.

Confirm
11. Answer the questions and select - . The Confirmation page appears.

Back to module dashboard

12. Select . 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. Choose = LICENCERENEWAL The | icence Renewal module appears.

Licence Renewal @ Hep

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. Select See Dashboard. The draft renewal appears in the Action required
section.
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Action required @ A~

Item(s) per page{ 10 ¥

Assigned Submitted

FER T L

Site/Agency name  Status

Children's Starr,

LR201900031 ABC Inc. Draft Toranto Select
Residence : = oren Debra
= - starr,
LR201900032 Foster Care Agency Wiy Inc. Draft Toronto Debra Select
Select

3. To open the renewal, choose

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. With the SOR Initiator user role selected, choose
#= SERIOUS OCCURRENCE. The Serious Occurrence module appears.

Serious Occurrence

Q search Serious Occurrences B New Serious Occurrence
Search for existing Serious Occurrences Add for new Serious Occurrence
My Serious Occurrences €& View recently accessed

See dashboard

SOR Initiator view

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 © Help
Q search Serious Occurrences I New Serious Occurrence
Search for existing Serious Occurrences Add for new Serious Occurrence

My Serious Occurrences @ View recently accessed

See dashboard

SOR Initiator view

Monthly Reporting Users can search for Serious Occurrence Reports.
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SOR-RL Serious Occurrence

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 applicant/licensee has withdrawn the item.
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.

Overdue:
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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

BEEE S

Table sorted in descending order

Per Page Number of lines appearing on a page

AWV Expand / collapse banner or section

A humber 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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