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REPORTABLE AND NON-REPORTABLE INCIDENTS – 
INFORMATION FOR CAREGIVERS 

 
       COMMUNITY CARE FACILITIES LICENSING PROGRAM 

 
Purpose 
 
The purpose of reportable incidents is: 
 

 To ensure that incidents are reported and reviewed in a timely manner both by the facility 
and Community Care Facilities Licensing staff.  This process will assist in the prevention 
of recurrence and in the promotion of a high standard of care, safety, health and dignity 
of the persons in care.  This also allows for health authority-wide trending and analysis to 
support continuous quality improvement. 

 
 To comply with the legal responsibility to report incidents as stated in the Residential 

Care Regulation and Child Care Licensing Regulation. 
 
General Instructions to Complete the Form 
 
The definitions of reportable incidents are listed: 

 In Schedule D in the Residential Care Regulation; 
 In Schedule H in the Child Care Licensing Regulation; and 
 On the back of the cover page of the Incident Report form pad for quick reference. 

 
After a reportable incident occurs (either witnessed or following notification of a “reportable 
incident”), the facility staff member/care provider (this could be care staff or management) will 
complete an Incident Report form.  All relevant information to be completed by the facility 
(including facility follow-up and corrective measures) is on the front of the first page of the 
Incident Report form. 
 
For a “reportable incident”, the facility Licensee/Manager/Supervisor of Care shall review the 
information on the incident form (including facility follow-up action/corrective measures), sign it, 
remove and retain the yellow copy (facility) and then forward the Licensing Officer’s copy (white) 
to the local Island Health Licensing office, and the Funding Agency’s copy (pink) to the Funding 
Agency (if applicable). 
 
Guidelines for Sending Incident Report Forms to Licensing 
Please note that there are differences between the Child Care Licensing Regulation and the 
Residential Care Regulation as they pertain to the requirement for reporting incidents, as noted 
below:         
 
For Child Care Facilities: 
 
Section 55 (2) of the Child Care Licensing Regulation requires that all reportable incidents be 
reported to Licensing within 24 hours.   
     
Reports will be accepted by fax, phone call, or hand-delivery of the original Incident Report form 
to the Licensing office.  If reporting by fax or phone, the original report form must also be 
submitted to the Licensing office as soon as possible.     OVER 
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FAMILY CHILD CARE 
COMMUNITY CARE FACILITIES LICENSING PROGRAM 

 
Section 29 of the Child Care Licensing Regulation requires the licensee of a Family Child Care facility to: 

(a) be at least 19 years of age,  
(b) be able to provide care and mature guidance to children,  
(c) have completed a course, or a combination of courses, of at least 20 hours duration in child 

development, guidance, health and safety, or nutrition, and  
(d) have relevant work experience. 

 
The Child Care Licensing Regulation requires that an applicant for a licence to operate a Family Child 
Care facility must have obtained at least 20 hours of relevant courses or training.  It is recommended that 
applicants contact the “Child Care Resource and Referral Program” for their community and their local 
community colleges for information on related courses and training.  Applicants may also want to pursue 
courses/training that can be accessed through distance education programs, such as those offered at 
Vancouver Community College, Northern Lights College, and Pacific Rim Early Childhood Institute. 
Information on how to contact these institutions may be obtained from your local Licensing office.  You 
may also want to check out if any relevant courses/training are being offered through your local chapter of 
Early Childhood Educators of BC (ECEBC), or child development programs, or parent support groups in 
your community. 
 
Family Child Care is defined as: 
“being a program in which the licensee 

i. is a responsible adult, and 
ii. personally provides care, within the licensee’s personal residence, to no more than 7 children. 

 
In addition to care, the licensee of a Family Child Care facility must provide children with: 

 A comprehensive and coordinated program of indoor and outdoor activities that  
o Is designed for the development and care of children, 
o Is appropriate for the age and development of children, and 
o Complies with the program standards set out in Schedule G of the CCLR. 

 Opportunities for social, emotional, physical and intellectual growth, and 
 An indoor and outdoor play area. 

 
A licensee’s home does not include outbuildings such as a separate mobile home, renovated barn, 
garage or other detached physical structure, which may be connected to the principal residence by 
means of a covered walkway. Family Child Care is not to be located in public buildings such as schools, 
recreation centres or churches. 
 
Schedule E of the Child Care Licensing Regulation permits the following number of children to be cared 
for in a Family Child Care Home within the maximum group size of 7 children: 
 

1. If any child younger than 12 months old is present: 
a) No more than 3 children younger than 48 months old and, 
b) Of those 3, no more than one child younger than 12 months old. 

2. If no child younger than 12 months old is present: 
a) No more than 4 children younger than 48 months old and, 
b) Of those 4, no more than 2 children younger than 24 months old. 

 
For the purpose of Schedule E, the group size does not include any person who is 12 years of age or 
older and related by blood or marriage to the licensee.  Children who are in care and not related to 
the licensee may be up to 13 years of age.       OVER 

 



The intent of Schedule E is to set age groupings to promote and facilitate quality child age programming 
while allowing family child care providers greater flexibility with regard to age restrictions of children in 
their care. The age mix allows for sibling groups to remain together. 
 
Where a child day care service is provided in a licensee’s home, two operators may not get together at 
one facility to provide care if the ages and number of children in care at one facility exceeds the 
requirements of Schedule E. 
 
The following table provides you with a visual aid for understanding the ages and numbers of children 
allowed within the maximum group size of 7 children in a licensed Family Child Care facility: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
For more information on this topic, please refer to the Director of Licensing’s Standard of Practice – 
Family Child Care which is available from the Community Care Licensing Branch website: 
http://www.health.gov.bc.ca/ccf/child_care.html  
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Number of 
children 
under 12 

months of age 

Number of 
children 

under 2 years 
of age 

Number of 
children 

under 4 years 
of age 

Number of 
children 4 

years of age 
or older 

Total number of 
children in care at any 

one time 

1 2 0 4 7 
1 1 1 4 7 
1 0 2 4 7 
1 0 0 6 7 
0 0 4 3 7 
0 2 2 3 7 
0 2 1 4 7 
0 2 0 5 7 
0 1 3 3 7 
0 1 2 4 7 
0 1 1 5 7 
0 1 0 6 7 
0 0 1 6 7 
0 0 0 7 7 
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