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SOR Created: Provider completes 
Part 1 of SOR form and emails to 

Region within 24 hrs

SOR received in ZZG-
EarlyON email box

Email marked as 
important and 
immediately 
forwarded to 

EarlyON advisor

Review SOR
Does Ministry 
need to know?

Complete section 1D 
of SOR form and 

return to provider

NO

Notify EYCC 
Manager

YES

Notify EYCC Director 
and provide 

updates/reports as 
required

Notify MEDU 
Program Advisor by 

email

Review ROP 
response

Is serious 
occurrence 
resolved?

No further action 
required

YES

Complete Part 3 of 
SOR form once 

incident is resolved
NO

Review and 
complete section 2C 

of SOR form and 
return to provider

Review and 
complete section 3B 
of the SOR form and 
return to provider, 
confirm no further 

action

Update Serious 
Occurrence tracking 

log and save 
documents in EIM 

Information 
Directory

Take necessary 
action and submit 
part 2 of SOR form 

within 7 days of 
occurrence

Further action 
required by 

EarlyON?

Annual report 
shared with 

EarlyONs
YES

ENDNO

SOR Closed: Update 
tracking tool and 

save all 
documentation in 
EIM Information 

Directory

Complete Annual 
Summary Report
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