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OCCASIONAL CHILD CARE IN ISAP PROGRAMS 
 

QUESTION AND ANSWERS   
 
 

What is occasional child care?  

OCC is an informal, unlicensed arrangement for the care and supervision of children while 

their parents are at the same site, receiving specific CIC-funded services. Usually, the children 

who participate in OCC are different every time care is offered. If parents are allowed to go 

off-site, provincial law states that the program must be licensed. For that reason, it is 

important to ensure that parents and children remain at the same site.  

 
 
What are the benefits?  

OCC will permit more newcomers to take full advantage of ISAP services and provide equal 

opportunities for participation for both men and women. In particular, parents of young 

children will benefit since, without OCC, they might not be able to take part. With OCC, all 

parents will be able to participate, free from the distraction of worrying about their children or 

trying to attend to their needs.  

 
 
What does occasional care look like?  

Occasional care will look different for each organization. If your organization primarily offers 

programming at its own service site, then you will be able to meet your needs by providing 

OCC at that single location, either in a space permanently dedicated to child care or in a 

multi-use space that is only used for children when there is a need and is available for other 

purposes at other times. If you offer services at more than one location, you will need to think 

about operating OCC on a mobile basis at itinerant sites, possibly provided by other 

organizations.  
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What are the cost implications? 

The cost of providing OCC will vary depending on how you offer your services and the 

model of care that meets your needs. In general, however, the cost of providing OCC can be 

broken down into five categories, each with its own variables:  

Facility   costs depend on where your services are provided and may not be a  

  factor for your organization 

Insurance   costs depend on your current insurance coverage but you will need  

at least $5 million worth of liability coverage that must include 

coverage for child abuse  

Administrative  costs depend on your organization and the size of your OCC program  

Staffing  costs depend on your location (salaries vary across the province) and 

the size of your OCC program (how many OCC sessions you operate 

and for how many children) 

Materials  costs depend on the size of your OCC program and how it is delivered.  

 
 
What are the risks? Is there liability?  

Risks associated with the care of children in groups are well-known and have been 

documented in research that also identifies measures to reduce or modify those risks. When 

risk is involved and harm occurs, insurance is an important tool for reducing or eliminating 

liability. Insurers will tell you that the best way to avoid liability is to reduce hazards and 

provide a professional standard of care. With respect to OCC, you will need liability 

insurance of at least five million dollars which includes child abuse coverage. Before giving 

you such coverage, your insurers will want to know that you are providing care that meets 

CIC’s Requirements for Occasional Child Care.  

 
 
What if a third party is involved?  

When spaces are shared and a third party is involved, it is important to have an agreement that 

clearly states the responsibilities and liabilities of each party.  It is necessary to share liability 

and establish linkages with the other organizations through your insurance at the policy level. 

For example, groups that use school facilities are typically required to have liability insurance, 
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naming the school board as “additional insured.” Your insurance company can help you with 

the details as they relate to your particular situation.  

 
What are CIC’s Requirements for Occasional Child Care?  

CIC’s Requirements for Occasional Child Care provide a framework for implementing OCC 

and establish minimum benchmarks for program operation.  These requirements have been 

developed after consultation with SPOs and with the varied needs of many CIC-funded 

programs in mind. They are also grounded in research that addresses risks to children in group 

settings and identifies basic minimums, accepted internationally, that must be achieved to 

modify those risks and ensure that the care that is provided meets the social, emotional, 

physical and intellectual needs of the children.  

Far from serving as a barrier to program implementation, meeting such requirements indicates 

to insurers that you are providing a professional standard of care, eases the implementation 

process, relieves anxiety and permits caregivers to focus on providing a positive and 

stimulating experience for the children. (An overview of the OCC Requirements appears in 

Appendix A of the Occasional Care Handbook.) 

 

What are the supports?  

While you operate an occasional child care program, you will have access to a number of 

supports:  
1 Requirements 

CIC’s Requirements for Occasional Child Care will form the core of your OCC 
program. They are the framework that will guide you through all steps of the 
implementation and operation of your program. As such, they are your major support, 
but not your only support.  

 
2 Mandatory Forms 

Along with the Requirements you will find mandatory forms. These four documents 
focus on the details associated with implementing and operating a program that meets 
the Requirements: 

 
• Site Selection Form  
• Space Safety Form  
• Parent Registration Form  
• Program Session Form  

 
You will read more about these forms later, here and in other documents.  
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3 Handbooks  

Handbooks for administrators and caregivers will provide you with information to get 
you started and will be the first resources that you and others involved in your OCC 
program will need to consult. Since providing OCC is a team effort, it is important that 
every member of your team have access to the handbook that most closely relates to 
his or her responsibilities.  
 
Both handbooks are designed to be used in conjunction with the OCC Requirements. 
The Occasional Child Care Handbook for ISAP Administrators outlines the steps you 
will need to take to meet the OCC Requirements, especially as they relate to the 
administrative aspects of program operation. The Occasional Child Care Handbook 
Caregivers provides the caregivers with information that is specific to their caregiving 
responsibilities.   
 

4 Resource Binders  
To help you and your staff implement and operate your OCC program, you will 
receive Resource Binders for administrators and caregivers. These binders will grow 
with your program, but in the beginning, they will include key support documents that 
will provide information about areas covered by the Requirements as well as tips for 
program operation. You will find, for example, that caregivers will use their resource 
binder both prior to and during the operation of an OCC session. Both binders will be 
helpful when new staff come on board.    
 

 
How do we get started?  

After you have decided to offer OCC, it will be necessary to assign responsibilities within 

your organization. Many of the tasks, such as staffing, are likely to fall naturally within 

established units in your organization. Others, such as selecting space or purchasing materials, 

may be new to you.  

 
How do we select a space? 

Since there will be a time gap between space selection and usage, and many spaces have 
multiple uses, ensuring the safety of the OCC space must be a two-step process:  

• Step 1: Pre-Approval Using the Site Selection Checklist 

During pre-approval, the Site Selection Checklist will serve as a guide for rejecting 
space, or identifying space that is appropriate or likely to be appropriate for OCC if 
specific changes are made. When changes are necessary, many can be made in the 
interval between pre-approval and use of the space. Others, however, can only be 
made by caregivers immediately in advance of an OCC session. When caregivers must 
make changes in advance of a session, it is important to inform them of the need for 
those changes in writing on the Program Session Form.  
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• Step 2 – Confirmation Using the Space Safety Checklist 

Immediately in advance of an OCC session, caregivers must confirm the 
appropriateness and safety of the space with a second assessment, using the Space 
Safety Checklist. This checklist identifies the safety items that need to be reviewed 
before the site can be used. At this time, it is also important for caregivers to make any 
changes identified on the Program Session Form.  

These steps ensure that before children are present in the space, it meets the OCC 
Requirements.  
 

How should we decide what to buy?  

Under the OCC Requirements, it is necessary to have a sufficient quantity of age-appropriate 

toys and equipment for the number and ages of children that you expect will participate in 

your program (Requirement 3-2.b). Before you make purchasing decisions, it is important to 

consider again, the needs of your program. If you expect to be providing care at a single 

permanent location, your choices will be different from the selections you make if you will be 

offering mobile care at itinerant sites, or if you expect to be using a multi-purpose space at 

your own service site. When you are not offering care at a permanent location, you must 

consider issues related to transportation and storage. It may be helpful to consider assembling 

items in the form of mobile “kits.” When you choose that option, it is important to remember 

that you are likely to need a number of kits, depending on the number of locations at which 

they will be used at the same time. When you use an itinerant site repeatedly, you may wish to 

store kits there on a permanent basis.   

 
 
What are the duties that must be completed? 

You will find below an overview of the tasks associated with operating an OCC program.* At 

each step in the process, a more detailed list indicates the duties that must be completed 

before moving on to the next step.  

 

* Note: Occasional care “program” means the administrative structure and processes that 

support the provision of OCC, while an occasional care “session” refers to a single occasion 

when care is provided for children.    
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SUMMARY OF DUTIES FOR AN ISAP 
OCCASIONAL CHILD CARE PROGRAM 
  
CHOOSING THE OCCASIONAL CHILD CARE SPACE 
1.      Review potential OCC space using a Site Selection Checklist. 
2.      Develop a plan to address any hazards observed in the selected space. 
3.      Provide initial approval of the OCC Space. 
4.      Ensure the ECE Caregiver receives plan for selected space. 
 
IMPLEMENTING AN OCCASIONAL CHILD CARE PROGRAM 
1.      Hire ECE Caregivers and Assistant Caregivers. 
2.      Provide an orientation to new staff and volunteers. 
3.      Provide the staff with information on the space.  
4.      Purchase all necessary toys, equipment and other supplies.  
 
 SETTING UP AN OCCASIONAL CHILD CARE SESSION 
1.      Confirm availability of space.   
2.      Contact ECE Caregivers and Assistant Caregivers.           
3.      Inform parents of the availability of occasional child care.          
4.      Gather information from families.              
5.      Ensure toys and equipment are available.                        
6.      Ensure snacks are available.             
7.      Confirm administrative details.                                  
 
OPERATING AN OCCASIONAL CHILD CARE SESSION 
1.      Ensure hazards identified in the plan for the selected space have been eliminated. 
2.   Complete a Space Safety Checklist. 
3.      Determine the suitability of space based upon results of Steps1 and 2. 
4.   Give final approval for use of the space. 
5.      Set-up planned activities  
6.      Complete registration with parents            
7.      Provide care for the children         
8.      Reunite children with parents and complete administrative duties   
9.      Put away toys and equipment and ensure the room is tidy                                   
 
FOLLOWING-UP AFTER AN OCCASIONAL CHILD CARE SESSION 
1.      ECE Caregiver returns forms to ISAP Administrator.             
2.       ISAP Administrator reviews forms and completes administrative tasks   
 
  

 
 


