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5.9 Emergency Evacuation of a First Nation Community 

Procedures

When Evacuation Warning is Issued 

1. The Service Manager responsible for the community, in consultation with the Supervisor
responsible for the community, will designate a main contact person for the duration of the
evacuation warning/evacuation time period.  The name and contact information will be provided to
the designated Emergency Response Lead in the First Nation and the Ministry of Natural
Resources and Forestry.  All parties will know that all information and/or questions will be directed
to the Contact Person for the agency.

2. The Service Manager will inform the Executive Director or designate and other members of the
agency’s management team about the possibility of a community evacuation and the identity of the
Contact Person.  A member of Senior Management will be designated to be the liaison with the
Program Supervisor, Ministry of Community Family and Children’s Services.

3. The designated Contact Person will ensure that there is timely and up-to-date information flowing
between the agency, the First Nation and the Ministry of Natural Resources and Forestry.  The
Contact Person will ensure that the Supervisor responsible for the community and the agency’s
management team are kept informed at all times on the status of the evacuation warning or
evacuation order.

4. The Service Manager will obtain a current list of all children in care placed in the community from
the Residential Care Unit, along with the names and contact information for the foster parents.

5. The Service Manager will provide the children in care list to the Child Care Workers and
management team, including Service Managers and Directors of Service, to ensure list of children
in care placed in the community is up to date and accurate.

6. Residential Service Workers will contact the Foster Parents to convey the expectation that should
an evacuation of the community occur, the foster parents will take their foster child(ren) with them
to the host community and continue to care for him or her.  The foster parents will be given the
contact information for On Call Services in case they require assistance during an evacuation.

7. The Supervisor will prepare a list of open high risk family files and staff members in the community
who could potentially be evacuated and where they might be staying if evacuated.

8. If there is time, the staff members in the community will gather any original service file documents
which have not already been forwarded to the main office for filing.  Documents are to be faxed to
the Quality Assurance Unit at the main office.  If evacuated, laptops should be left in the Tikinagan
office and the office locked up properly.

Policy 

Tikinagan Child and Family Services has a role in providing emergency response support to families 
receiving its services, and children in care and their foster parents during a partial or complete 
evacuation from one of the First Nation communities within its jurisdiction to one or more host 
communities.  This policy supports activities undertaken by agency staff to respond to the emergency 
situation and track the whereabouts of all clients throughout the period of the evacuation order. 

An evacuation is defined as the process of removing people from an area where a present or imminent 
situation has or may result in a loss of life and/or a risk to the safety, health and welfare of people.  
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When an Evacuation Order is Issued

9. The Service Manager will notify and/or update the Executive Director or designate and other
members of the agency’s management team about the evacuation of a community.

10. The Service Managers and Supervisors are responsible to ensure that all Child Care Workers are
notified to complete a Serious Occurrence Report for each Child in Care being evacuated.

11. The designated Contact Person will review the list of children in care placed in the community and
their foster parents, high risk family files and agency staff and ensure the whereabouts of everyone
is known (which community they have been evacuated to).  The Contact Person will update this
information to ensure timeliness and accuracy.  The list will be provided to the agency On Call
Services, Supervisors, Service Managers and Directors of Service.  The designated liaison with
the Program Supervisor, Ministry of Community Family and Children’s Services will ensure that the
information is forwarded to him/her.

12. The Director of Service responsible for the community being evacuated will inform agencies and
organizations in the host communities that our First Nation community has been evacuated to their
jurisdiction and Tikinagan Child and Family Services will continue to provide support to clients
through the On Call Services.  The agencies and organizations will be given contact information for
On Call Services.

13. Workers are expected to provide assistance to foster parents prior to and during the evacuation by
ensuring that Purchase Orders for diapers, formula and other necessities are provided.

14. Only in exceptional circumstances may foster children be moved out of the foster parent’s care
during the evacuation.  Any such decision must be reviewed by the appropriate Service Manager
and the decision is forwarded to the Supervisor for the community and the agency’s designated
Contact Person for the evacuation.

15. During the evacuation meals and lodging are provided by the Ministry of Natural Resources and
Forestry and only in exceptional circumstances will alternate plans be made.  Any decisions must
be approved by the appropriate Service Manager and forwarded to the Supervisor for the
community and the agency’s designated Contact Person for the evacuation.  (e.g. a foster parent
with many foster children in their care, foster child with special needs).

16. Workers are expected to have a face to face meeting with all families receiving services from the
agency to discuss the family’s evacuation plans and how the agency will maintain contact with the
family.  The family will be given the contact information for On Call Services.  The worker will review
the existing Safety Plan for the family and make any revisions necessary to accommodate the
family’s evacuation from the community.  The identified high-risk families will be informed that a
worker will be visiting them in the host community.

17. Any workers being evacuated must make plans with their Supervisor regarding their work time
during the evacuation.  There are two options available for the workers to choose from.

• Be available for light duties (e.g. check on families and children moved to the host
community where the worker is staying, other duties as assigned by the Supervisor) and
check in with the Supervisors on a daily basis.  In order to get paid, the worker must
work or be available to work; or,

• Request CTO or Vacation time for the duration of the evacuation.

18. The Supervisor responsible for the community or designate will arrange for workers to visit children
in care and their foster parents once evacuated on a daily basis.  The workers will visit identified
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high risk families as determined in consultation with their Supervisor and maintain telephone 
contact with the remaining families on their case load. 

Tikinagan Contact at Main Office in Sioux Lookout 

Name: ______________________ 

Telephone:  1-800-465-3624 

Fax:  1-807-737-3543 

Tikinagan Contact at Evacuation Site 

Name: _________________________ 

Telephone:   

Emergency Evacuation During a COVID-19 Pandemic 

In addition to the procedures listed above, there are additional considerations when a community is 
evacuated during a COVID-19 pandemic.  

• All staff members working with families, children in care and foster parents during the evacuation
must wear appropriate Personal Protective Equipment (PPE) (e.g. masks, gloves) and follow the
universal precautions for preventing the transmission of COVID-19 – physical distancing, proper
hand washing, cough etiquette, face mask, cleaning and disinfecting frequently touched objects

• All staff members working with families, children in care and foster parents during the evacuation
must self-monitor for early signs and symptoms of COVID-19 such as fever, cough or difficulty
breathing

• Staff members who have symptoms that align with COVID-19 should complete the self assessment
tool at the Ministry of Health COVID-19 website and contact the local health unit for direction

• Staff members who are required to self-isolate must not come to work and immediately inform
his/her supervisor who will inform the Human Resources Manager

• In consultation with supervisor, decide which families, children in care and/or foster parents can be
contacted virtually (telephone, email, zoom, face time) and who requires face to face contact with
the worker

• Evacuees (families, children in care and foster parents) should be given the following information
by their worker or designated contact person:

o There is an increased risk of illness due to COVID-19 pandemic during the evacuation
period, all evacuees need to keep in mind the importance of physical distancing and limit
their close contact while being sheltered (outside of their family unit), including during meal
times and any transportation. All evacuees should have a face mask to wear during the
evacuation period along with hand sanitizer

o Critical to follow the universal precautions for preventing the transmission of COVID-19
o Evacuees should self-monitor for early signs and symptoms of COVID-19
o In the event an evacuee or close contact of an evacuee develops symptoms that align with

COVID-19, the evacuee and their close contacts should immediately self-isolate and inform
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the evacuation centre coordinator, First Nation liaison and Tikinagan Child and Family 
Services  

o The evacuation centre coordinator or community liaison will contact the local public health
unit for guidance on next steps

o When a worker is informed of a suspected or confirmed case of COVID-19 of a client, child
in care or foster parent during the evacuation period, the worker will immediately consult
with a supervisor and service manager for direction in next steps.


	1. his or her own records;
	2. the records of his or her child who is under the age of twelve (12) years; and
	3. the records of a child who is in his or her lawful custody and is under the age of twelve (12) years
	without the person’s parent’s consent, provided that access is authorized by the Child Care Worker.
	Before granting access, the Child Care Worker must confirm that none of the following exceptions apply:
	1. The young person’s parents have been contacted and have not designated specific information that is contained in the child’s record and relates to the parent as information to be withheld from their child, and such designated information shall not ...
	2. A person who is twelve (12) years of age or older shall not be given access to records of a child of his/her’s or a child who is in his/her lawful custody, if the record was created in connection with the provision of counseling services to a child...
	3. If, in the judgment of a Tikinagan Child and Family Services’ employee in consultation with his/her Supervisor, full access to a client record would be likely to cause physical or emotional harm to the child requesting access or the child with resp...
	4. If, in the judgment of a Tikinagan Child and Family Services’ employee in consultation with his/her Supervisor, full access to a client record would be likely to cause physical or emotional harm to another person, the Tikinagan Child and Family Ser...
	5. An employee of Tikinagan Child and Family Services, in consultation with his/her Supervisor may withhold parts of the record that identify by name or otherwise an individual who has provided information but is not engaged in providing services;
	6. An employee of Tikinagan Child and Family Services, in consultation with his/her Supervisor may withhold parts of the record if, in his/her judgment, full access would violate the right to privacy of a third party.
	A person who is twelve (12) years of age or older and who is capable may consent to the disclosure of his/her records.
	Parents of a child or young person under the age of twelve (12) years or a society, where the child is in a society’s lawful custody, may consent to the disclosure of the record of the child or young person upon providing written consent, with the fol...
	 A record created in connection with the provision of counseling services to a child may only be disclosed with the child’s written consent;
	 Where the parent of a child is under the age of twelve (12) years, disclosure of the records of their child shall be in accordance with Section (b) above.
	1. Tikinagan Child and Family Services’ employees or agents who are the client’s care or service providers while Tikinagan Child and Family Services is serving the client, where such information is necessary for the performance of their duties.
	2. A record-keeper of Tikinagan Child and Family Services.
	3. An employee of Tikinagan Child and Family Services who is responsible for performing a study or review for internal Agency use involving the client’s information.
	4. An employee, officer or professional advisor of Tikinagan Child and Family Services who requires access to the person’s record for the performance of his/her duties;.
	5. An affiliated care provider, a service provider, a professional advisor, or a consultant whose involvement is necessary to the provision of service to the client.
	(i) failure to disclose the person’s record is likely to cause the person or another person physical or emotional harm, and
	(ii) the need for disclosure is urgent;
	7. To a person who is providing medical treatment to the person whose record is concerned, if the service provider believes on reasonable grounds that,
	(i) failure to disclose the record is likely to cause the person whose record is concerned physical or emotional harm, and
	(ii) the need for disclosure is urgent;
	8. With the Ministry’s written approval obtained in accordance with the Regulations to a person engaged in research, but that person shall not,
	(a) use or communicate information from the record for any purpose except research, academic pursuits or the compilation of statistical data; or
	(b) communicate any information that may have the effect of identifying a person whose record is released.
	9. Any person mandated under legislation or Court Order to have access to records, including Ministry of Community and Social Services review, the Children’s Lawyer, an ombudsman, coroner, etc.  This would include the parties to a court proceeding whe...
	10. Members of Tikinagan Child and Family Services’ Board of Directors and its committees only when, without such disclosure, it would be impossible for the Board of Directors to carry out its’ ultimate responsibility for the administration of service...
	11. A foster parent, if the person is a child who is in the foster parent’s care.
	12. To a Society, if the person is a child who is in the Society’s care pursuant to the Child and Family Services Act.
	13. To a Child Protection Review team appointed pursuant to the Child and Family Services Act.
	Eligible Complainants
	o Every complainant has the right to request to have a Tikinagan employee assist them in documenting the complaint.
	o Every complainant has the right to pursue a complaint beyond the individual employee as outlined in this procedure.
	o Every complainant has the right to have a friend or advisor assist or be present throughout any of the following steps.

	1. Disagreement and dissatisfaction are normal components of any human relationship and may occur in a worker-client relationship.
	2. Clients, parents, primary caregivers, foster parents, children in care and other persons representing a child have the right to air their complaints and must be informed they have the right to do so.
	3. Complaints will be responded to promptly and Agency personnel should endeavor to find a resolution in a timely manner. Verbal complaints will be dealt with as quickly as possible.  Written complaints will be addressed within the timelines establish...
	4. Complaints will be responded to as informally as possible to the extent that the issue and circumstances permit. It is recognized that cumbersome procedures may be seen by the client as an obstacle to resolution.
	5. An Agency employee has the right to be informed that a complaint involving him/her has been made and, where appropriate, be given the opportunity to be part of its resolution.
	6. People/employees involved in the matter should have the opportunity to participate in its resolution whenever possible.
	7. Clients and members of the community should be encouraged to present any concerns at an early stage. It is better to address a grievance shortly after the occurrence of an incident because up-to-date knowledge must be considered and, if necessary, ...
	8. Regular Agency personnel policy applies to employees.
	DEFINITIONS
	PROCEDURES
	1. Ensure that the client is provided with immediate medical attention as needed.
	2. Address all continuing risks to health and safety of the client, other clients and/or others present.
	3. Contact appropriate emergency response personnel (police, fire department, First Nation security team, Nursing Station, etc.).
	4. Notify appropriate parent or guardian, First Nation Chief/Council.
	5. Notify immediate supervisor and, if after hours or on weekends, the On-Call Supervisor in Sioux Lookout.
	6. Director of Services or Service Manager to notify the Regional Coroner of any child fatality (telephone: 807-343-7663; fax: 807-343-7665). As well as following the Serious Occurrence Reporting procedures, there are additional procedures that need t...
	7. If the serious occurrence happens on a weekend or statutory holiday, the worker must call the Tikinagan on-call staff in Sioux Lookout with all the details.  For weeknights the worker completes the Initial Notification and submits it to the designa...
	8. If the incident is significant and involves emergency services (i.e. police, fire, nursing station, ambulance) AND/OR the incident is likely to result in significant public or media attention “Enhanced Serious Occurrence Reporting” is required and ...

	9. If Enhanced Serious Occurrence Reporting is required:
	Weekdays 8:30 a.m. to 4:30 p.m.
	- Worker is to contact the designated SOR Information Systems worker immediately and fax completed Initial Notification.
	- The Information Systems worker will immediately inform the Director of Services.
	- The Director of Services will review the Initial Notification and instruct the Information Systems worker to fax to the Ministry’s EARLY ALERT SYSTEM.  The designated Information Systems worker will contact the Early Alert System to notify that an I...
	1. -   If worker does not have access to a fax machine, information is to be provided verbally to Information Systems worker who will inform the Director of Services. Director of Services will call the Ministry’s EARLY ALERT SYSTEM at the Regional Off...
	- Information Systems Worker will note time, date and manner (fax or phone) that information was forwarded to the Ministry’s Early Alert System on the Initial Notification.
	On Weekends and Weeknights and Government Holidays:
	- Serious occurrences requiring Enhanced Reporting must be reported to on-call workers in Sioux Lookout immediately.
	- On-call Supervisor will notify Early Alert System.
	ON-CALL PROCEDURES
	WEEKNIGHTS (Monday to Thursday; 4:30 p.m. to 8:30 a.m.)

	1. On Call Co-ordinator to complete a Serious Occurrence Initial Notification for all serious occurrences reported.
	2. For serious occurrences which require “Enhanced Serious Occurrence Reporting” the Ministry’s EARLY ALERT SYSTEM must be notified within 3 hours of the agency becoming aware of incident.
	- On-Call Co-ordinator will immediately contact the On-Call Supervisor to determine if enhanced reporting is required.  On-Call Supervisor may consult with the Service Manager/Director of Services on call.
	- If it is, the On-Call Supervisor will call the EARLY ALERT SYSTEM at the Regional Office at      1-705-564-7191 or Program Supervisor at 1-800-268-6119 ext. 3275. When providing report, ensure the headings in the Serious Occurrence Initial Notificat...
	On-Call Supervisor will contact the On-Call Co-ordinator with the time of notification to the Ministry’s Early Alert System.  The On-Call Co-ordinator will note time/date on the Initial Notification.
	3. In cases where an AWOL of a client has been reported as a Serious Occurrence, the Ministry must be notified once the client has returned, regardless of the date/time, via telephone or email message.  Telephone 1-800-265-1222 ext 3218 (you only need...
	- client’s name;
	- date that the client went missing;
	- date and time the client returned;
	- the agency’s name; and,
	- your name and contact number.
	WEEKENDS (Friday 4:30 p.m. to Monday 8:30 a.m.) and GOVERNMENT HOLIDAYS
	On-Call Co-ordinator to complete a Serious Occurrence Initial Notification for all serious occurrences reported.
	1. The On-Call Co-ordinator will contact the Ministry call centre to provide verbal notification of the serious occurrence at 1-800-628-5249 or 1-705-897-1313. The following details need to be provided during the call:

	- On-Call Worker will immediately contact the On-Call Supervisor to determine if enhanced reporting is required.
	- If it is, the On-Call Supervisor will call the EARLY ALERT SYSTEM using the phone numbers below. When providing report, ensure the headings in the Serious Occurrence Initial Notification Report are answered. If Ministry official is not available, en...
	3. In cases where an AWOL of a client has been reported as a Serious Occurrence, the Ministry must be notified once the client has returned, regardless of the date/time, via telephone or email message.  Telephone 1-800-265-1222 ext 3218 (you only need...
	- client’s name;
	- date that the client went missing;
	- date and time the client returned;
	- the agency’s name; and,
	- your name and contact number.
	1. Gather all pertinent information required to complete the Initial Notification Report (who was affected, what, when and where it happened).
	2. In the case of death, significant injury, or substantial risk to life, health, or safety, the staff member must immediately notify their immediate supervisor, and ensure immediate notification of the agency’s Executive Director and appropriate Mana...
	3. Complete the Initial Notification Report within 24 hours of the serious occurrence, sign the report, and deliver the report personally or by fax (807-737-4812) to Information Systems Unit.  Identify clients only by their first and last initials. Re...
	4. Information Systems will ensure the S.O. Report is faxed immediately to the Ministry. In the case of a child death, the Initial Report is also to be faxed to the Regional Coroner and the Deputy Chief Coroner.  One copy is kept in the central SOR fi...
	5. Information Systems Unit, Executive Director, Director of Services or the Ministry may request further information.
	6. The Inquiry Report must be completed and submitted within 7 business days of the Initial Notification. This report documents all action that has taken place in response to the serious occurrence, and will describe any further action that is still r...
	7. The designated Information Systems worker will ensure the Inquiry report is signed by the Executive Director or designate and faxed to the Ministry.  In the case of a child death, the Inquiry Report is also to be faxed to the Regional Coroner and t...
	8. The Executive Director, Management, or the Ministry may request further information or recommend further follow-up action.
	9. Information Systems Unit will track all Serious Occurrence Reports to ensure that all required documentation is submitted, and that any follow-up recommendations from the Ministry are implemented.
	10. In the case of a child death, the Child Fatality Case Summary Report must be completed and given to Information Systems within 14 calendar days of the child’s death.   In consultation with the Director of Services, the designated Information Syste...
	11. All communication with the Ministry in relation to serious occurrences will be flowed through the designated Information Systems worker.




