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CIRCULAR 

Date:  September 17, 2021 
 

CIRCULAR NUMBER: COVID-19 2021-51 
_____________________________________________________________ 
 

To:  Service providers in the following sectors 
Community Living disABILITY Services 

  Children’s disABILITY Services 
  Child and Family Services 
  Early Learning and Child Care 
  Family Violence Prevention Program  
  Homelessness 
  Social Housing 

 

Subject: Collecting Employee Immunization Information & Preparations for 
Required Testing – Service Providers 

___________________________________________________________________ 
 

Type:   Policy    
   
   Procedure 

 
Effective Date:   Immediately 
_______________________________________________________________________ 
 

On August 24, 2021, new public health orders were announced that will require 
designated, frontline employees and volunteers to be regularly tested for COVID-19, 
unless they are fully vaccinated, and provide proof of a negative test result before they 
can resume working (Province of Manitoba | News Releases | Manitoba Will Require 
COVID-19 Vaccinations or Testing for Designated Government Employees).   
 
Employees in designated positions are required to provide proof of immunization 
against COVID-19 or submit to regular testing.  For the Department of Families and 
Manitoba Status of Women, this includes provincially-funded agencies in the following 
sectors: 

 Child and Family Services (CFS) 

 Children’s disABILITY Services (CDS) 

 Community Living disABILITY Services (CLDS) 

 Family Violence Prevention Program (FVPP) 

 Social Housing including affordable, cooperative and companies who provide 
property management for social housing 

 Homelessness 
AND 

 all licensed Early Learning and Child Care (ELCC) providers, including centres, 
nursery schools and home-based providers (whether funded or unfunded) 

 

https://news.gov.mb.ca/news/index.html?item=52163&posted=2021-08-24
https://news.gov.mb.ca/news/index.html?item=52163&posted=2021-08-24
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The order will include all employees who have direct and ongoing or prolonged contact 
with those who the organization serves.  It will apply regardless of employment status 
(casual, part-time or full-time), whether paid or unpaid/volunteer, and also applies to 
practicum students and those retained by organizations (e.g., contractors).  The order 
does apply to CLDS fee-for-service transportation providers and ELCC home-based 
providers.  The order does not apply to CFS foster parents, nor CLDS home share 
providers, home share-administered respite or family-administered respite, nor CDS 
self-administered services.  
 
The new policy does not require vaccination as a condition of employment – employees 

may choose to be fully vaccinated and show proof of that vaccination, or they may 

choose to undergo frequent COVID-19 testing.  While people have the right to choose 

to not get vaccinated, they also have a professional and personal responsibility to help 

protect public health.   

 

This circular covers how to collect information related to immunization status and what 

information must be provided to the Department of Families in preparation for the 

distribution of COVID-19 testing kits.  Details related to testing will be provided in the 

coming weeks. 

 

Preparing for the Distribution of Testing Kits 

The Department of Families is preparing for the public health order that will mandate 

frequent COVID-19 testing for employees (with exemption for fully immunized staff).  To 

ensure sufficient COVID-19 testing kits are available, the department needs information 

about how many individuals will potentially be required to undergo regular testing. 

Service providers are asked to complete the form available at:  

https://forms.gov.mb.ca/collecting-employee-immunization-info/ (site will be active by 

September 20, 2021), which asks about total number of staff, and the number who have 

not provided proof of immunization. Please do not include staff names or other sensitive 

information.  Service providers must submit forms no later than September 23, 2021.  

Organizations that offer multiple programs (e.g., CLDS and CFS programs) are asked to 

complete a separate form for each funder.  Organizations that operate multiple licensed 

ELCC facilities may submit one form that includes the Facility Identification Numbers 

and required employee information for all of their licensed facilities. 

 

The department recognizes that the number of employees that will require testing will 

change over time due to employee turnover, and as employees may provide proof of 

immunization at any time going forward.  As these changes will impact the number of 

testing kits required, please submit an updated form on the 1st day of each month 

on an ongoing basis, until advised otherwise. 

 

Collection of Immunization Status – Service Provider Organizations 

Employees who provide proof that they are fully immunized are exempt from mandatory 

COVID-19 testing.  “Fully-immunized” means that an individual has received both doses 

https://forms.gov.mb.ca/collecting-employee-immunization-info/


 

3 

(any combination) of an approved two dose COVID-19 vaccine (AstraZeneca, Pfizer, 

Moderna), or a single dose of an approved single dose COVID-19 vaccine 

(Janssen/Johnson & Johnson) with more than 14 days having passed since the final 

vaccination was received.  Employees who are not immunized, only partially 

immunized, or who choose not to provide proof of immunization must be tested 

regularly.   

 

Employers should name a designated contact/administrator for staff to provide their 

proof of vaccination to.  Designated contacts/administrators have the discretion to 

request photo identification, if they do not know the employee/volunteer.  Proof of full 

immunization must be provided in-person using one of the following: 

 Manitoba Immunization Card (physical or digital) – employers may choose to 

verify using the Manitoba Immunization Verifier Application 

 a printed Manitoba immunization record from either public health or the 

Shared Health online portal that shows immunization dates 

 National Defence Canada Covid-19 Vaccine Record / Card 

 Canadian Public Health Association (CPHA) Travel Vaccination Record 

 an official document issued by a Canadian province or territory containing 

information of a person’s COVID-19 vaccination history (Provincial 

Immunization Record Samples are available online) 

 

Appendix A may be used to assist with asking employees, volunteers, etc. whether they 

are fully vaccinated. 

 

It is important that vaccination status documentation be kept up-to-date (e.g., to add 

new employees, delete those no longer employed, and to document when employees 

submit proof of vaccination at a later date). 

 

Collection of Immunization Status – Self-Employed Individuals  

In some situations, the Department of Families contracts, funds and/or licenses 

individuals who are self-employed and not affiliated with a service provider organization.  

For example, this would include ELCC home-based providers and CLDS fee-for-service 

transportation providers.  These groups are also required to comply with the 

forthcoming public health order.  For ELCC home-based providers, others in the home 

who interact with the children in an ongoing or prolonged way are also subject to the 

requirement, even if not a licensee. 

 

Self-employed service providers must also use the form available at:  
https://forms.gov.mb.ca/collecting-employee-immunization-info/ (site will be active by 
September 20, 2021).  Details on how proof of vaccination status will be verified for 
these individuals will be provided in the coming weeks. 
 

https://www.gov.mb.ca/covid19/vaccine/immunizationrecord/businesses.html
https://sharedhealthmb.ca/covid19/test-results/
https://www.gov.mb.ca/asset_library/en/covidvaccine/covid19-immunization-record-samples.pdf
https://www.gov.mb.ca/asset_library/en/covidvaccine/covid19-immunization-record-samples.pdf
https://forms.gov.mb.ca/collecting-employee-immunization-info/
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Storing Employee Immunization Information 

It is important for appropriate safeguards to be in place for storage of employee 

immunization status.  The person designated to collect employee vaccination 

information will also be responsible for maintaining the information in a safe and secure 

manner, as per The Personal Health Information Act.  Appendix B provides a sample 

form for internal tracking of employee immunization status. 

 

Employers must not keep copies of the proof of vaccination, nor copies of photo 

identification presented for the purpose of verifying immunization status.  

 

Additional Information 

The Manitoba Human Rights Commission has produced a booklet on Human Rights 
and COVID-19 Vaccination Requirements, and a factsheet on COVID-19 and the 
Human Rights Code.  Service providers that are planning to develop their own policies 
related to vaccination should ensure that the policies are consistent with human rights. 
 

Thank you for your ongoing commitment to protecting the health and safety of those you 
serve, your employees, and the wider community. 
 
 
Appendix A: Information to Assist with Asking Employees about their Vaccination 

Status 

Appendix B: Sample Form for Internal Tracking of Employee Immunization Status  

https://www.gov.mb.ca/health/phia/index.html
https://www.manitobahumanrights.ca/v1/education-resources/resources/pubs/guidelines/guidelinecovidvaccine.pdf
https://www.manitobahumanrights.ca/v1/education-resources/resources/pubs/guidelines/guidelinecovidvaccine.pdf
https://www.manitobahumanrights.ca/v1/education-resources/resources/pubs/fact-sheets/covid19factsheet.pdf
https://www.manitobahumanrights.ca/v1/education-resources/resources/pubs/fact-sheets/covid19factsheet.pdf
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Appendix A:  Information to Assist with Asking  
Employees/Volunteers/Practicum Students/Others Retained by Organization 

about their Vaccination Status 
 

The Government of Manitoba will be implementing public health orders mandating that 
designated, frontline staff be regularly tested for COVID-19, unless they are fully 
vaccinated.  According to information provided by public health, it is our understanding 
that there will be no exceptions.   
 

To protect clients, fellow staff and the community, employee groups that work with 
vulnerable populations were included in this requirement.  
 

The requirement includes employees, volunteers, practicum students and others 
retained by organizations funded by the Manitoba government, and all licensed early 
learning and child care facilities (whether funded or unfunded).  As our organization 
receives provincial funding [and/or is a licensed early learning and child care facility], we 
are legally required to ensure that compliance with the public health order. 
 

Employees who do not provide proof of immunization will be required to be tested 
regularly.  To prepare for this, we need to know which staff are willing to voluntarily 
confirm that they are fully vaccinated, and which staff will need to be provided with 
COVID-19 testing kits.   
 

Staff must provide proof of vaccination in-person using one of the following: 

 Manitoba Immunization Card (physical or digital) 

 a printed Manitoba immunization record from either public health or the Shared 

Health online portal that shows immunization dates 

 National Defence Canada Covid-19 Vaccine Record/Card 

 Canadian Public Health Association (CPHA) Travel Vaccination Record 

 an official document issued by a Canadian province or territory containing 

information of a person’s COVID-19 vaccination history (Provincial 

Immunization Record Samples are available online) 

 

[Name and contact information] is collecting proof of full vaccination from employees; 
those who choose to provide proof that they are fully vaccinated are asked to provide it 
no later than September 22. [Name] has the discretion to request photo identification.   
 

All information collected is subject to The Personal Health Information Act, which 
requires that employers keep employee information private, safe and secure. We will be 
providing the Government of Manitoba with the number of staff who will require testing 
kits and the number of shifts worked per week, but will not provide names or any other 
personal information. 
 

Thank you for your commitment to providing quality services and a safe environment for 
those we serve.   

https://sharedhealthmb.ca/covid19/test-results/
https://sharedhealthmb.ca/covid19/test-results/
https://www.gov.mb.ca/asset_library/en/covidvaccine/covid19-immunization-record-samples.pdf
https://www.gov.mb.ca/asset_library/en/covidvaccine/covid19-immunization-record-samples.pdf
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Appendix B:  Sample Form for Internal* Tracking of Immunization Status of 

Employees/Volunteers/Practicum Students/Others Retained by Organization 
 

Site: 

Name 
(List all staff and volunteers) 

Employment 
Type 

(Full-time, part-
time, casual, 

volunteer, 
practicum 
student, 

contractor) 

Frequency of 
Work on 
Average 

(1 shift/week, 
2 shifts/week, 

3+ shifts/ week) 

Fully 
Vaccinated 

If Fully 
Vaccinated, 

Verified as of  
(Date) 

   Yes     No   

   Yes     No   

   Yes     No   

   Yes     No   

   Yes     No   

 
*For use within organizations. Please do not provide staff names, etc. to the Department 
of Families. 


