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Introduction 
 
Welcome to Coppens Academy. An outstanding childcare facility 
that incorporates an integrated approach to curriculum delivery to 
ensure learning is meaningful to every child. Our facility is designed 
to encourage and provide life-long learning strategies for children. 
Before and after school care is also available with accredited tutors 
to help your child with homework enrichment and tutoring. Our 
students also have access to a gymnasium, library and music 
lessons. 
 
The 'Coppens Academy Curriculum Development Team' has 
developed a program that is designed to foster the development of 
the whole child. Our Early Childcare Program (ECP) is designed for 
toddler and preschool children. It focuses on the total growth of the 
developing child, touching the heart as well as mind. The program 
incorporates indoor and outdoor play, as well as active play, rest 
and quiet time, and gives consideration to the individual needs of 
each child. Our classrooms have been carefully and purposely 
designed to foster learning, curiosity, and creativity. Each classroom 
is richly stocked with interactive and engaging age appropriate 
activities and educational materials. The rooms are designed to 
encourage both individual and group learning. Our staff consists of 
highly trained educators who understand the importance of 
education and who all have a passion for teaching. They also 
approach teaching with the knowledge of developing the whole 
child and ensuring your child's happiness and sense of 
accomplishment. Parent communication books, handbooks, the 
parent communication board, and specific parent sections located 
on our childcare website are enriched with relevant information 
about activities and programs related to your child(ren). 
 
Coppens Academy is also proud to offer ‘Parents Night Out’. Parents 
Night Out is a monthly service offering evening childcare on the  
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third Saturday of each month. The program offers an evening snack 
and runs between the hours of 5:30p.m. to 11:00p.m. The service is 
a wonderful way for parents to enjoy an evening out knowing their 
child is in the trusted care of professional childcare educators who 
will provide the same level of care and expertise they receive during 
regular childcare hours. 
 
 

Message from the Director 
 
Coppens Academy incorporates an atmosphere of educational fun, 
inspiration and opportunity into our daily programming and 
activities. Our main focus is to prepare children for their future 
academic years socially, emotionally, physically and academically. 
Teachers and support staff at Coppens Academy are committed to 
helping each child reach their full potential. We aspire to nurture 
children in an environment that empowers them to be responsible 
citizens with the necessary initiative, resilience and independence 
to face the challenges in today's fast changing world with 
confidence. 
 
Play is the cornerstone of the Coppens Academy curriculum. Play-
based learning is understood to be essential to the healthy social 
and cognitive development of children. Our curriculum takes a child 
initiated, adult-supported approach that focuses on play-based 
learning, allowing the child to take the lead and then focussing on 
their interests through intentional observation, interaction and 
engaged communication. When this approach to learning takes 
place along with staff’s understanding of child development, each 
child’s learning and individual development is supported and as a 
result the child’s competence, capacity and potential are 
maximized. 
 
We know that children flourish in all areas of development when  
they are in supportive, caring and responsive relationships with 
adults whose focus is on the health, safety, nutrition and well-being 
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of all children. This is the foundation of quality child care. Coppens 
Academy Childcare delivers innovative and dynamic curriculums for 
each of our childcare programs. Children are celebrated as being 
competent, capable, curious, and rich in potential. All programming 
focuses on the development of the whole child, incorporating 
independent learning, group activities, physical education, 
introduction to music, and social development. 
 
Gregory and Pamela Coppens 
Owners, Coppens Academy Childcare 
 
 

Message from the Program Director 
 
Welcome to Coppens Academy. Coppens Academy will be 
Kingston's benchmark childcare educational facility, exemplifying 
high standards, curriculum based programming, and instructional 
expertise. As a veteran of education and a seasoned administrator, 
I've brought together some of Kingston's finest educators and 
support staff, who are all enthusiastically working towards creating 
the best possible academic and childcare environment for your 
child. 
 
Pamela Coppens 
Program Director 
 
 

Mission 
 
Our mission is to promote children's intellectual, social, emotional, 
and physical growth through educational endeavours. We use 
developmentally appropriate instruction to create challenging  
learning environments that encourage high expectations and 
creative thought. We embrace individual differences and give 
children the confidence to succeed.  
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Program Statement 
 
Coppens Academy Childcare follows “How Does Learning Happen? 
Ontario’s Pedagogy for the Early Years (2014)” as the guiding 
document under the Child Care and Early Years Act, 2014. We strive 
to be organized around the foundations of belonging, well-being, 
engagement and expression in children where the goals and 
expectations integrate the six guiding principles of ELECT (Early 
Learning for Every Child Today). Some of the other Ministry 
documents Coppens Academy Childcare refers to and implements in 
its programming are: Ontario Early Years Framework and Think Feel 
Act: Lessons from Research about Young Children. 
 
Coppens Academy Childcare uses a play-based learning approach to 
create the best environment for children to learn and grow. Our 
environment consists of age appropriate materials, toys and 
equipment. At Coppens Academy we follow the lead of the children 
and provide activities that support their overall development and 
use observations to guide our planning. Play-based learning allows 
children to learn in a way that is most appropriate for them. Each 
child may choose to pursue activities of their own interest, giving 
them the opportunity to be creative and innovative as they learn. 
CHILDREN ARE COMPETENT, CAPABLE, CURIOUS AND RICH IN 
POTENTIAL. Coppens Academy Childcare Daycare strives to 
implement flexibility in our programming so that each child can 
realize their full potential by indulging their capabilities and 
curiosities. They can try new things and explore new ideas, all while 
learning and developing at their own pace. Independence and self-
reliance: Our physical set-up meets a child's need to become 
independent and self-reliant by allowing free choice of play 
materials, and with the exception of routines, free use of these 
materials within limits. Materials consist of objects that can 
encourage representation and allow children to gain awareness of 
the world around them.  
Cubbies, tables, toy shelves, and toilets are just a few of the items  
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that are custom designed to be at the child's level. Lunch and snacks 
happen in a family type setting where children are able to 
participate in conversations with their peers and teachers. The 
children are provided ample opportunities to explore 
independence, all the while having access to an adult for assistance 
when needed. The children are encouraged to take responsibility 
for their learning, exercise self-regulation, take initiative, use their 
imagination, and demonstrate courage to face situations. 
 
The creative part of the program is planned to meet a child’s need 
to develop initiative, imagination and the courage to face situations. 
The children are provided with examples on how to use creative 
materials safely, however they are encouraged to experiment with 
paint, paper, playdough, markers, or any creative media; the 
children may use these materials the way they wish. Creative 
materials are always available, and children are encouraged to 
explore freely at different times of the day.  
 
Dramatic toys (doll centre, blocks, puppets, etc.) stimulate the 
child's imagination. Using these toys, the child enjoys role-playing, 
building houses, roads, etc. Children's imaginations are supported 
as they are encouraged to take on other roles and use the materials 
to represent what they see in the world. Children are given 
materials that can spark interest and encourage ideas to be 
extended and enriched. In our dramatic centre we have clothing, 
pots, pans, utensils, bags, and other household materials to inspire 
children to represent their play and continue to take on other roles. 
These materials change based on the children’s interests and 
developmental needs. In the block area children are not just 
learning about building towers, we promote the exploration of 
properties of measurement, numeration and probability. 
 
With our integrated play-based philosophy children are learning 
concepts that reflect on high order thinking and problem-solving 
strategies. With scaffolding and adult support children are able to  
explore properties that can extend and enrich their individual 
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interests. (measuring their bodies with nonstandard materials and 
comparing to standard forms of measurement) We provide an 
environment that allows children to explore their surroundings and 
foster curiosity. 
 
Our outdoor play space and gymnasium are available as extensions 
of our rooms and can be used as alternate play spaces if ratio allows 
in addition to our regular outdoor play times. In addition to an 
environment conducive to play-based learning, Coppens Academy 
Childcare provides a safe, caring and healthy environment for our 
children. We strive to ensure that children feel like they belong, 
making friends and interacting with their teachers. 
 
We provide activities that foster ideas of belonging. These activities 
are based on diversity and encourage cultural exploration. We do 
this through storytelling, music, hands on planned activities and 
special field trips or visitors. We understand that each child’s 
development differs and that factors such as family, community and 
life experiences influence it. In each case, we aim to integrate all 
areas of the child’s development into our program in an all-inclusive 
way. Our goals for children, consistent with the Ministry of 
Education pedagogy, include the following: 

● Every child has a sense of belonging when he or she is 
connected to others and contributes to their world. 

● Every child is developing a sense of self, health, and well-
being. 

● Every child is an active and engaged learner who explores 
the world with body, mind, and senses. 

● Every child is a capable communicator who expresses 
himself or herself in many ways. 
 

To foster learning and support children’s interests, Coppens 
Academy Childcare offers a variety of daily activities including 
physical, literacy, numeracy, music, outdoor play, science, nature,  
technology, rest time, fine motor, gross motor arts, and creative 
exploration. Our programs are intended to: 
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● Encourage children to interact and communicate in a 
positive way and support their ability to self-regulate  

● Foster the children’s exploration, play and inquiry 
● Provide child-initiated and adult-supported experiences  
● Offer opportunities to create relationships (For children 

with special needs, refer to Coppens Academy Childcare’s 
Integration and Inclusion Policy. HEALTH, SAFETY, 
NUTRITION AND WELL-BEING OF CHILDREN) 

● Support positive, responsive interactions between children, 
parents and educators. 
 

Health and Safety: 
 The health and safety of children and adults is extremely important 
to us. Coppens Academy Childcare Inc. meets and strives to exceed 
all health and safety requirements of the Ministry of Education and 
local government bylaws. We do this through health and safety 
checks of the indoor and outdoor play spaces. Staff completely 
daily, weekly, and annual checks throughout the indoor and 
outdoor environments of the childcare. Outside inspections through 
the Ministry of Education, Ministry of Health, and independent Fire 
and Playground inspections are also renewed annually.  
 
Children can rest in the afternoon or are allowed quiet time if they 
choose not to nap.  
 
Nutrition: 
Coppens Academy Childcare Inc. follows Canada’s Food Guide to 
develop menus. The menus are reviewed by the Public Health Unit 
and a registered dietitian. Menus can be viewed on the parent 
communication board and on our website. We accommodate 
dietary or religious food requirements for children in our program.  
 
Due to children with allergies and food restrictions Coppens  
Academy Childcare discourages sending any food from home.  
However, families of children with food restrictions and/or complex 
allergies and/or doctor prescribed dietary menu that falls outside of 
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Coppens Academy Childcare’s regular menu, may be granted an 
exception by the centre supervisor to bring food from home.  When 
food is sent from home it is an expectation that these guidelines are 
followed: 
 
Parent Responsibilities:  

● Meals and snacks meet the Canada Food Guide: Healthy 
Eating Recommendations.  

● All food and beverages provided must be labelled with the 
child’s name.  

● Foods that contain nuts or may have come in contact with 
nuts is prohibited.  

● Be aware of the known allergens of children at Coppens 
Academy Childcare. 
 

Staff Responsibilities:  
● Monitor food sent from home for adherence to 

Government of Canada food guidelines. 
● Monitor food sent from home to ensure no food contains 

nuts or known allergens.  
● Clean and disinfect all surfaces before and after children 

eat.  
● Ensure children have washed their hands or used hand 

sanitizer before eating.  
● Wash hands before serving food or feeding children.   
● Provide meals and snacks if food is not sent from home or 

the food sent from home contains nuts or known allergens.  
● Monitor children so that they do not share food.  
● Supervise closely any children with life-threatening allergies 

(e.g. sit beside child).  
 
 
Relationships Among Children, Families, Staff, and Community 
Partners: 
Coppens Academy Childcare Inc. works with families and children as 
a team. We foster collaborative and cooperative relationships 

bwade
Underline
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between children, teachers, community members, local community 
partners, volunteers, students, and adults. We believe that a 
relationship of trust is the basis of a good foundation. Parents and 
educators need to work together in order for the children to meet 
their maximum potential. We promote a sense of belonging for 
children and their families in our programs. We do this by modeling 
positive communication and joint partnership with families. We use 
ClassDojo for daily communication and feedback, and we have a 
dedicated parent section located on the Coppens Academy 
Childcare website.
 
Staff model appropriate ways to resolve conflicts, encourage 
problem solving strategies and develop responsibility while 
expanding social skills. Staff modeling is based on the philosophy 
that in time children will develop these skills and be better 
equipped to deal with daily conflicts independently and allow 
children to be self-reliant and capable. Coppens Academy Childcare 
Inc. is committed to working collaboratively with all of our 
community partners to meet the best interest of the children and 
their families. 
 
Positive Self-Expression, Communication, and Self-Regulation: 
Coppens Academy Childcare’s inclusive programming leads to 
children’s sense of belonging. Progressive learning environments 
and practices, focused on play-based learning, encourage children’s 
self-expression, communication, self-regulation and their ability to 
deal with stress. As they learn how to remain and return to a state 
of calm in stressful situations, they are best able to control their 
emotions, pay attention, ignore distractions and understand the 
consequences of their actions. Staff model best practices and foster 
an awareness of their own ability to self-regulate their emotions. 
 
Trust in the World and People:  
Coppens Academy Childcare staff meet a child's need to develop 
and build continued trust as they build relationships with peers and 
adults. Our staff is cheerful and happy to see the children and 

bwade
Underline
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families each day. Our staff are carefully chosen to provide the 
children and families of Coppens Academy Childcare a consistent 
and reliable environment where children and families feel safe to 
build rich relationships. Each staff follows the same principals and 
supports the daily drop off that is so valuable and important for the 
children’s emotional and social sense of belonging. 
 
The day is conducted in a familiar pattern. Classroom planning 
follows the children’s leads and interests. It is the goal of Coppens 
Academy Childcare to create enriching environments and for the 
classroom to be an extension of the children’s home. Self-worth is 
strongly promoted and encourages each child to reach their 
maximum potential: Each child is an individual and treated as such. 
Group ratios are small enough so that no child is overlooked. 
Children are not rushed into an activity for which he/she may be 
unprepared and transition warnings are provided to inform children 
of changes (i.e. outdoor time). 
 
Routines are conducted by guiding small numbers of children from 
one activity to another providing children with time to accomplish 
each task at his/her own rate. The goal of Coppens Academy 
Childcare staff is to have each child leave at the end of the day with 
a feeling of satisfaction. 
 
Growing in Language and Cognitive Skills:  
Coppens Academy Childcare programming focuses on play-based 
learning. It is our belief that learning happens when children 
manipulate, explore and experiment. Purposeful play-based 
learning enables children to investigate, ask questions, solve 
problems, and engage in critical thinking. Play is responsive to each 
child’s unique learning style and capitalizes on his or her instinctive  
 
curiosity and vision. Our plans are developed over a period of a 
week or two and planned to coincide with the interests of the 
children. Our staff develop plans based on the presumptive 
interests of the children at that time, however flexible planning 
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sheets are provided to each classroom with the expectation that the 
activities will adapt as the interests of the children within the 
classroom change.  

● Puzzles used for spatial concepts, matching, sorting, 
seriation, and counting games are provided.  

● Science concepts are taught, and a science table set up. 
Books are available.  

● Stories, poems, songs, games and finger plays are used 
daily for language development. 

 
Coppens Academy Childcare Inc. respects, fosters, responds, 
supports and includes different cultures, religions, and languages. In 
our inclusive learning environments, we welcome children of all 
abilities, needs, and backgrounds. Coppens Academy Childcare staff 
create an inclusive learning environment by: 

● Acknowledging diversity and valuing the culture and first 
language of all children  

● Creating an environment that is accessible to each child  
● Recognizing each child as unique 
● Working with families to meet the developmental needs of 

children 
 

Outdoor Activities: 
Each day, weather permitting, children enjoy a minimum of two 
hours of outdoor activity. Learning to run, jump, climb, and take 
turns is a healthy way to participate in group activities while 
developing coordination and strength. Planned activities are 
available as an extension of the indoor play space. Indoor materials 
are brought outside to enrich and extend learning. 
 
Parent Engagement and Communication: 
 
Coppens Academy Childcare Inc. encourages, and practices open 
communication with families. We aim to foster outreach, 
engagement, and communication with families about our program 
and their children’s learning experiences. Communication books are 
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completed daily, and classroom activities sheets are prepared and 
posted weekly on the parent communication board. Each room also 
displays between 5 to 10 pictures of child exploration that is 
accompanied by a short description. The boards share the children’s 
exploration activities with our childcare community on the 
classroom ‘Learning Boards’, located outside each classroom. 
Parents also have access to photos, content, and menus available in 
the parent section of the website, and glimpses of the exciting 
learning shared through our social media forums. Sharing 
knowledge is integral to the success of all the children attending 
Coppens Academy Childcare. 
 
Respect, empathy, trust and honesty are core values in all our 
interactions with families. In addition to the daily interaction with 
program staff, we offer many opportunities for parent feedback and 
involvement—such as surveys, newsletters on our website, open 
houses, weekly parent communication boards, and parent 
interviews. We use parent input to improve our programs and 
services. 
 
The partnerships with the families supports our program in many 
ways:  

● Helps meet the child’s needs as families know their children 
best and are the first and most powerful influence on 
learning and development. 

● Building a powerful relationship by understanding family 
structures, values, language and culture. 
 

Community Partners: 
Coppens Academy Childcare Inc. is committed to involving and 
engaging local community partners in supporting children, families  
and staff. Resource Staff from Pathways Kingston and Community 
Living will assist, as necessary, in setting up and maintaining an 
appropriate program for each child with a special need. 
 
Coppens Academy Childcare Inc. supports volunteers and students 
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from the community and provides placement, training, learning 
opportunities and practical work experience, in the areas of 
programming and management. Volunteers and students on 
placement enhance the high-quality care and individual attention 
given to the children in the programs.  
 
Supporting Staff in Continuous Professional Learning: 
Coppens Academy Childcare Inc. is committed to hiring, training and 
fairly compensating staff. Our non-discriminatory hiring practices 
provide individuals of all backgrounds the opportunity for 
employment. All staff are respected, supported and treated fairly. 
Our Early Childhood Educators are registered with the College of 
Early Childhood Educators and all program staff are fully certified in 
CPR and First Aid. Our lead staff and supervisors attend mandatory 
professional and team building meetings. Each lead staff conducts 
formal and informal professional meetings with the staff under their 
supervision. All Coppens Academy Childcare staff are committed to 
continuous professional learning. 
 
Coppens Academy Childcare’s goal of positive adult-child 
interactions is ongoing. Staff work closely with the children to 
extend their learning by encouraging them to build upon their 
existing awareness. Staff develop programs that support early 
learning following the child’s lead and curiosity. Our staff recognize 
and support the uniqueness in each child, engage with the children 
as co-learners during their exploration of the environment, provoke 
their curiosity and guide positive interactions, engage in a positive 
approach to support children's emotions, know when to intervene 
and stimulate thinking, and are committed to building self-
awareness. Staff regularly reflect on practices as they engage in new  
 
 
learning experiences, both individually and with colleagues 
Documenting and Reviewing the Impact of Our Program 
Statement: 
Coppens Academy Childcare Inc. recognizes that pedagogical 
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documentation is a way for our program staff to learn about how 
children think and learn. Our staff make daily observations of 
children in the program and use this information to enlighten their 
future planning. The purpose of our documentation is also:  

● To value children’s experiences and help them to reflect 
back on those experiences in their learning environment 

● To learn together with the children  
● To reflect and monitor appropriate development as the 

children grow  
● For program staff to co-plan with children about learning 
● To keep an open and ongoing dialogue with families about 

children’s experiences 
● A self-reflection opportunity for program staff, as they 

participate in continuous professional learning 
● Promote responsive relationships 

 
 

Our Curriculum 
 
Coppens Academy child care programs are developed using the 
‘How Does Learning Happen?’ framework. The programs are 
designed to create rich learning environments that encourage 
children to engage and flourish in their environments. To focus on 
their individual interests and reach their full potential. This 
approach to learning is in alignment with the Ministry of Education’s 
‘How Does Learning Happen?’, a resource developed by the 
Ministry of Education to promote a shared understanding of what 
children need and what can be done to help them grow and 
flourish. 
 

Hours of Operation 
 

Coppens Academy Childcare  
672 Golden Mile Road, Kingston, Ontario 
Monday through Friday; 7:15a.m. to 5:30p.m. 
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Coppens Academy Childcare  
817 Division Street, Kingston, Ontario 
Monday through Friday; 7:15a.m. to 5:30p.m. 
 
 

Program Fees 
 

Program Daily Rate 
Toddler Full Day Program $51.00 

Preschool Full Day Program $46.00 

Before / After School Care $21.00 

P.A. Day Program $41.00 

Summer Camp (per day) $41.00 

March Break Camp (per day) $41.00 

 
 

Programs 
 

● Toddler (18 – 30 months of age) 
● Preschool (30 months – 4 years of age) 
● Before and After Care / Tutoring (3 – 9 years of age) 
● P.A. Day Programming (3 – 9 years of age) 
● Summer Camps (4 – 9 years of age) 

Program Schedule 
 
Toddler and Preschool programs run Monday through Friday year-
round. The academy is open five days a week excluding statutory 
holidays. 
 
Pricing and attendance is based on a five day per week schedule. 
Two weeks of holidays are allotted each year, with a minimum two 
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week notice to the academy. The two weeks of holidays may be 
divided into ten separate days. These days are unpaid days to the 
academy. Any additional absence days will be chargeable to 
maintain the students' childcare space. Vacation days are pro-rated 
dependent on the start date of the child; for example, a child who 
attends Coppens Academy full time (5 days a week) and begins in 
July, would be eligible for 5 vacation days. 
 
Children attending Coppens Academy Childcare on a part-time basis 
(2 to 4 days a week) will be eligible for 5 vacation days to be used 
throughout the year. Children attending for less than 2 days a week 
will be ineligible for vacation days. All vacation days unused will be 
discarded on December 31st with new vacation days applied on 
January 1st of the New Year. Discarded vacation days will not be 
applied to the prior or previous year. 
 
The School Age Program operates on the ALCDSB and Limestone 
School Board yearly calendars. The before and after school program 
is open on all school days and provides full day care for all school 
professional activity days, school holidays, and during Christmas and 
March Break. The School Age Program may include field trips to 
local destinations. Parents will be provided with information 
pertaining to field trips prior to a field trip. Field trips are optional 
and parent permission will always be asked for and obtained before 
any child is permitted to leave the childcare grounds. 

 
Facility 
 
The academy is within 5 km of a grocery store, shopping district, 
bank and family orientated entertainment. The academy offers the 
advantages of being within the heart of the city. The playground is 
secured by sturdy fencing with child safe gates. The entrance to the 
Academy is secured with security code panels, video surveillance 
cameras, and supervised entry. The facility houses five classrooms, 
the school administrative offices, library, and music room. The 
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Toddler Program utilizes two classrooms, the Preschool Program 
has two and the Kindergarten program has one oversized 
classroom. Each classroom is well resourced in age appropriate toys 
and materials. The play yard and library are used for before and 
after school care. 
 
An on-site kitchen provides healthy and nutritious lunches and 
snacks; allegories are highly monitored. Coppens Academy menus 
have been designed following Canada’s Food Guide and each day 
includes a minimum of two servings of 2% milk as well as food from 
each of the recommended daily food groups. Coppens Academy is a 
peanut free facility. 
 
 

Professional Learning 
 
Our dedicated teaching staff are Early Childhood Education 
graduates (RECE) or equivalent, who are knowledgeable about the 
development of young children. Each staff member maintains 
training in First-Aid, Infant/Child C.P.R. and Anaphylactic Shock 
Emergency Response (Epinephrine Administration). All employees 
submit and retain current Criminal Reference and Vulnerable 
Screening Checks before employment, and annually thereafter. 
Teaching staff with Early Childhood Education training must be 
registered professionals, in good standing, with the Ontario College  
of Early Childhood Educators. 
 
Our Cook is also an important member of the trained staff. Daily, 
nutritious snacks and lunches are prepared, based on guidelines set 
out by Canada’s Food Guide and our local Health Unit. Any allergies 
or diet restrictions are carefully monitored. Our Cook maintains 
current Safe Food Handling training. 
 
Coppens Academy Childcare maintains a professional philosophy of 
lifelong learning. As we teach children, it is important for our staff 
to also be enthusiastic learners. It is an employment expectation for 
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all staff to maintain continuous professional learning and self-
evaluation. 
 
 

Supplies 
 
Parents are asked to provide for Toddlers & Preschoolers: Diapers, 
pull-ups, and a complete change of clothes. Blankets, Teddies, and 
Soothers for your child are also highly recommended, providing a 
sense of security and comfort during rest time. 
 
For all children attending Coppens Academy it is highly 
recommended that a change of clothing from undergarments to 
outwear be provided and left on your child’s hook (for all the dirty 
and unexpected moments that life has to offer). 
 
Please ensure your child is dressed appropriately for the weather. In 
the summer months a sun hat is recommended and mittens, 
snowsuit and hat for the winter months. 
 
Please write your child's name on all belongings. Please be aware 
that if your child brings in toys or other items from home and they 
get lost or broken the Academy and Academy staff are not  
responsible for replacing them. All unclaimed items that are 
discovered will be placed in the lost and found box. 
 

 
Illness 
 
The following illness policies will be strictly enforced, for the health, 
well-being and safety of all concerned. Children displaying the 
symptoms listed below will be unable to attend until the symptoms 
have cleared. 
 
Examples of associated symptoms include, but are not limited to: 
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● Fever (100 F. higher),  
● Nausea or vomiting 
● Diarrhea: runny or watery stools 
● Sore throat, loss of voice, hacking or continuous coughing, 

runny nose with coloured discharge 
● Runny and/or Crusty Eyes: Watery, matted, and/or red/pink 

eyes.  
● Unexplained Rash 
● Lice  
● Communicable diseases (chicken pox, roseola, 

conjunctivitis, mumps, measles, influenza, etc.) 
 

This benefits your child and the other children. Your help at keeping 
your sick child home is appreciated. Sick days may not be counted 
as vacation days and remain chargeable as this space is guaranteed 
to your child only.  
 
Parents of a child with a diagnosed contagious condition (measles, 
head lice, pink eye, mumps, chicken pox, etc.) are asked to notify 
the Academy as soon as possible so that we may alert our other 
parents to watch for symptoms in their own children. Anonymity is 
guaranteed for all parties involved. 
 

 
Injuries 
 
Minor cuts and bruises suffered while at the academy will receive 
proper care -- they will be washed with soap and warm water and 
properly bandaged.  
 
If a serious accident should occur, academy staff will contact the 
emergency contact for instructions; unless this would endanger 
your child's life. In that case the staff will take necessary steps and 
(call the hospital, doctor, poison control, etc.) prior to contacting 
the emergency contact. All injuries need to be documented. You will 
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be asked to sign an injury report. In accordance with section 
52(1)(a); the requirement to post a serious occurrence notification 
form in accordance with the Ministry policy - Coppens Academy will 
post such occurrences on the front parent information board.  
 
All persons working with children also have a ‘Duty to Report’ and 
are required to promptly report any suspicions that a child is or may 
be in need of protection to the children's aid society (CAS). 
 
 

Medication 
 
If your child is on medication and it needs to be taken while he/she 
is at the academy, the medicine must be in the original container 
and labelled with the child's name, doctor's name, name of 
medication, dosage, and when to be taken. If medication is to be 
taken only twice a day, i.e. (morning & night) then it will need to be 
administered at home. A medication permission form must be 
completed and signed before any medication can be administered. 
A new form will be required for each new prescription. Medication 
can only be given to a child if there is a doctor's note specifying the 
exact directions. 
 
Medication will not be administered until it has been given by the 
parent/guardian at least for 24 hours. If your child refuses to take 
medication from the staff, we will not force them to take it. You will 
need to come by to give your child the medication. 
 
Please label all medicines. Do not leave medicine in cubbies or 
diaper bags. Please make sure all medicine is handed in at the front 
desk for safe storage. 
 
 

Allergens 
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Coppens Academy Childcare centres are Peanut and Tree Nut Safe 
Zones. We kindly ask all parents to refrain from bringing outside 
food into the academy that contain any peanuts and/or tree nuts. 
All areas accessible to children are strictly peanut and tree nut 
friendly. Children with severe allergies to specific foods have the 
option of providing their own foods, which will be served during 
snack and lunch times. Families taking advantage of the food 
program will be required to supply all snacks and lunches; Coppens 
Academy is unable to supply occasional portions. 
 
Coppens Academy is an allergy safe environment. It is unrealistic, 
however, to expect an allergen-free environment. Products with a 
“may contain” warning are closely monitored; however, they are 
permitted on-site. As a precautionary measure, regular hand 
washing, cleansing of surfaces, and adult supervision of young 
children while eating is still maintained. 
 
 

Volunteers 
 
Volunteers are valued at Coppens Academy. If you would like to 
volunteer, contact the office or your child's classroom teacher. A  
volunteer form along with a copy of your driver's license must be 
completed and checked by our school office before working at the 
academy. In order to protect all the children and staff at Coppens 
Academy, volunteers who work with Coppens Academy on a regular 
basis will need to acquire a Criminal Record Check. 
 
Classes and children will always be under the direct supervision of 
Coppens Academy educators and support staff. Volunteers and 
students assisting within the Academy will not be permitted to be 
left alone or in a supervisory position with children under our care. 
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Holidays and Vacations 
 
The following is a list of the Paid Holidays for during the calendar 
year: 

● Victoria Day 
● Canada Day 
● Labour Day 
● Thanksgiving 
● New Year’s Day 

● Family Day 
● Easter Friday 
● Civic Holiday 
● Christmas Day 
● Boxing Day

 
The Academy is open on all other holidays, including school P.A. 
Days, Summer Break, and March Break. 
 
 

Registration 
 
To register your child in a 'Coppens Academy' program please 
complete the attached 'Application for Admission' form on the 
following page. Your application will be reviewed, and our school 
administrator will contact you with registration information. 
Registration is based on space availability. Coppens Academy has 
limited class sizes and will not accept registrations once class sizes  
 
have reached their maximum. If the academy programs are full, 
your name will be placed on a waitlist and we will contact you when 
spaces are available. 
 
 

Enrollment Policy 
 
A child must be twelve months of age to be eligible for entrance 
into the toddler program. The forms listed below must be filled out 
before your child can start. Some of these forms will be updated 
yearly. 

● Enrollment Application 
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● Medical Form 
● Parent Authorization  
● Updated Photocopy of your Child's Immunization Card  

 
If you need any help filling out these forms, please contact Coppens' 
Academy staff. We are happy to help and look forward to speaking 
with you. 
 
 

Wait List Policy 
 
Coppens Academy currently maintains two wait lists.  
 
The first wait list applies to families who currently have a child 
enrolled at Coppens Academy. Coppens Academy staff, if a space 
becomes available, first check the waitlist for currently enrolled 
families giving priority to the siblings of children already enrolled. If 
the available space is not filled by a sibling, then the staff move 
immediately to the second wait list.  
 
Coppens Academy’s second wait list is based first on the receipt of a 
child’s application and secondly on the availability within a specific  
 
age group. For instance, if a child is on the waitlist and is fifth in line, 
this child would be admitted to the academy before the other four 
children if the fifth child is eligible for preschool and the other four 
children are too young. 
 
The wait lists created by and maintained by Coppens Academy 
Childcare is utilized in a manner that maintains the privacy and 
confidentiality of the children listed on it. Families will have access 
to the placement of their child on the Coppens Academy waitlist 
specifically but will not be provided with any information pertaining 
to children other than their own. 
 
Coppens Academy Childcare maintains current waitlists. The 
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waitlists are living documents that are updated daily. Parents may 
contact the administrative offices at Coppens Academy Childcare at 
any time to speak with a Centre Supervisor regarding their child(s) 
current status on the waitlist. 
 
 

Acceptance Policy 
 

1. Enrollment is based on a first come, first serve basis. Class 
sizes will not exceed an 8:1 ratio in the preschool program 
and a 5:1 ratio in the toddler program. 
 

2. Toddler and Preschool students are registered in full week 
programs. 
 

3. Currently Enrolled Families: Families who already have a 
child enrolled at Coppens Academy are given registration 
and program selection priority over families who do not - 
these children move ahead of the other children on the 
waitlist. 
 

4. A new child's registration will be considered as officially 
received and placed in queue when the completed and 
properly signed registration form is received by the 
academy director. 
 

5. If a space is not available for a child at the time of 
registration, the child's name will be placed on the waitlist 
for the requested program. 
 

6. If a space becomes available for a child who is on the 
waiting list, the parent(s) will be notified immediately. 
Parents have one week to accept the available space and 
provide the required deposit, or the space will be offered to 
the next child in line.  
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7. An administration fee in the amount of $50.00 will be 
required to be paid when a space (opening) is confirmed 
available and offered for your child. The administration fee 
must be paid within one week of this time or the space will 
be offered to the next person in line. Once the deposit is 
confirmed received, the space will be held for your child. 
 

8. Toddlers accepted in the 12-18 month space can start in a 
trial period if not fully walking; but able to participate in the 
toddler schedule.   

 
 

Application Procedures 
 
A student will be considered for admissions when the following 
items have been received:  

1. A $50 non-refundable application fee. Due on confirmation 
of an available space) 

2. A completed application forms  
 
Childcare payments are due the week preceding childcare services.  
 
 

Trial Period 
 
Your child's happiness and the happiness of all persons within the 
Academy is important to everyone. It is, therefore, agreed that the 
first month (28 calendar days) of your child's enrollment in the 
Academy will be considered a trial period for the Academy. At the 
end of this trial period if everything is going fine we will assume that 
your child is going to continue care at the Academy. If things are not 
working out at the Academy before the 28 days are up we will need 
to discuss what is to be done next. If care continues after the trial 
period (first 28 days) then your child is automatically enrolled after 
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this date. Two weeks’ notice by either party will be required to 
discontinue care. 
 
 

N.S.F. Cheque Charge 
 
A charge of $25.00 will be charged if a cheque is returned for 
insufficient funds. In the event of a second returned check, the 
Academy will need to be paid in cash, debit or money order, for the 
next six months. Otherwise childcare services may be terminated. 
 
 

Custody 
 
Unless court papers are provided that specifically state one 
parent/guardian has been granted temporary or permanent 
custody, the Academy has no legal authority to tell either parent 
that he/she cannot pick up their child. If temporary or permanent 
custody has been granted to a guardian, the Academy will need a 
photocopy of the court order with the court's signature. Please 
make sure the court papers are included in your child's registration  
 
information and placed in your child's file. The Academy will only 
release your child to the individuals listed on the Child Information 
Form and the child's legal parents / guardians. 
 
 

Late Payment 
 
Payment is expected on or before the Monday, two weeks 
preceding childcare service. If payment is more than 5 days late 
there will be a $25.00 late fee for the week and your child will not 
be able to return till paid in full, along with the late fees. If Payment 
is not received within 10 days, the Academy reserves the right to 
terminate services, without notice. 
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Late Pick-Up 
 
Overtime starts at 5:30 pm. Late fees will be assessed for $5.00 for 
every 5 minutes late starting at 5:30 p.m. If pick up becomes an 
ongoing issue, termination of services may result. Coppens 
Academy is under no obligation to provide an extension of time; 
late arrival does not justify late departure. 
 
 

Leave of Absence 
 
If you need to take your child out for illness, vacation time, 
maternity leave, etc. you will need to give the Academy 2 weeks’ 
notice. To discharge your child from Coppens Academy you will 
need to give the Academy 2 weeks’ notice. Upon special request, 
parents may hold a childcare space for an extended period of time – 
half price fees may apply. 
 
 

Records and Forms 
 
All forms must be signed on or before the first day of care. Please 
provide a photocopy of your child(ren) immunization records. Forms 
will need to be updated yearly. 
 
 

Fire 
 
In the event of a fire, staff will evacuate the building immediately 
and gather together outside in a predetermined area. This will be 
practised routinely throughout the year, so the children are familiar 
with what to do. Each classroom has a fire door leading directly 
outside to ensure ease and efficiency of exiting. 
 



 

Page 30 of 42 
 

 

Suspected Child Abuse 
 
The Day Nurseries Act requires that all members of a childcare 
facility be on the lookout for, and report to the Children's Aid 
Society and/or police, any and all cases of abuse to a child. We are 
obligated to report any suspected cases of child abuse and/or 
neglect to the necessary authorities/agencies. 
 
 

Prohibited Practices 
 
Ontario Regulation 137/15 48 details all prohibited practices as 
outlined below: 
 
No licensee shall permit, with respect to a child receiving child care 
at a child care centre it operates or at a premise where it oversees 
the provision of child care:  
(a) Corporal punishment of the child; 
(b) physical restraint of the child, such as confining the child to a 
high chair, car seat, stroller or other device for the purposes of 
discipline or in lieu of supervision, unless the physical restraint is for 
the purpose of preventing a child from hurting himself, herself or 
someone else, and is used only as a last resort and only until the risk 
of injury is no longer imminent; 
 
(c) locking the exits of the child care centre or home child care 
premises for the purpose of confining the child, or confining the 
child in an area or room without adult supervision, unless such 
confinement occurs during an emergency and is required as part of 
the licensee’s emergency management policies and procedures; 
 
(d) use of harsh or degrading measures or threats or use of 
derogatory language directed at or used in the presence of a child 
that would humiliate, shame or frighten the child or undermine his 
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or her self-respect, dignity or self-worth; 
 
(e) Depriving the child of basic needs including food, drink, shelter, 
sleep, toilet use, clothing or bedding; 
 
(f) Inflicting any bodily harm on children including making children 
eat or drink against their will. 
 
 

Safety 
 
The following reminders are to help us with our efforts in creating a 
safe environment for your children. 
 

● The white zone along the front of the school is only to be 
used for passenger loading and unloading. Never park or 
leave your car unattended. 
 

● Parents must escort their children inside the building and  
sign in at the office before proceeding to the classrooms. 
Please greet your child's teacher before leaving; this 
ensures the teacher knows your child has arrived. 
 

● EMERGENCY FORMS: Emergency Forms should be updated 
whenever there is a change. Please be sure to notify the 
office immediately of any changes to home address or 
home phone number. It is also extremely important that we 
have correct work numbers for parents in case of 
emergency. In an emergency, the parents will be notified 
first. However, if parents cannot be reached, we must have 
at least two local available relatives or friends to contact in 
case of illness or emergency. Children are released only to 
an adult listed on the emergency form. 
 

● VISITORS: For the safety of all children, all adults entering 
the school buildings or yard for any reason including 
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dropping off lunches and picking up children for 
appointments are required to sign in at the office. If you 
have scheduled an observation, visitors are required to sign 
in and out. Classroom observations should be 30 minutes at 
most and must not interfere with teaching and learning. 

 
 

Emergency Management Statement 
 
Coppens Academy administrators, supervisors, and/or directors, 
may need to evacuate staff and children from the childcare facility 
in the event of a fire, flood, or any other situation in which there is 
immediate danger to being inside the building. Depending on 
circumstances, administrators, supervisors, and/or directors, will 
need to decide to evacuate to the on-site location or to the off-site 
location. Both of these locations are available to all parents upon 
request, and are located in the Emergency Management Binder in  
 
the administrative office. 
 
Once the Coppens Academy Staff and Administrators have safely 
evacuated all the staff and children to the on-site or off-site 
location, a designated staff member will immediately call the 
parents/families of the children and notify them of the emergency 
and where children can be picked up. A designated administrator 
will be in constant contact with emergency response teams 
according to the Coppens Academy Emergency Management 
Policies and Procedures. 
 
 

Parent Issues and Concerns 
 
Purpose 
The purpose of this policy is to provide a transparent process for 
parents/guardians and Coppens Academy Childcare staff to use 
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when parents/guardians bring forward issues/concerns. 
 
Definitions 
Licensee: Coppens Academy Childcare Inc. licensed by the Ministry 
of Education responsible for the operation and management of 
each care agency it operates (i.e. the operator). 
Staff: Individual employed by Coppens Academy Childcare. 
 
Policy 
Parent issues/concerns at Coppens Academy are considered to be 
of the utmost importance. The staff at Coppens Academy Childcare 
will do their best to answer parents/guardians issues and concerns 
immediately upon request. However, if the staff member present is 
unable to answer the issue or concern, the staff member will refer 
to the Classroom Lead and/or the Centre Supervisor. 

● The Centre Supervisor will to the best of their ability answer 
the issue/concern of the parent/guardian. If the Centre 
Supervisor is unable to answer the issue/concern to the 
satisfaction of the parent/guardian, then the Centre 
Supervisor will escalate the issue to the Authority in Charge 
(Owner/Operator). 

● The entire process from the parent initially raising the 
concern to the full escalation to the Authority in Charge will 
take place within three business days. 

 
General 
Parents/guardians are encouraged to take an active role in Coppens 
Academy Childcare Inc. and regularly discuss what their child(ren) 
are experiencing with our staff and home child care providers. As 
supported by our program statement, we support positive and 
responsive interactions among the children, parents/guardians, 
child care providers and staff, and foster the engagement of and 
ongoing communication with parents/guardians about the program 
and their children  
 
All issues and concerns raised by parents/guardians are taken 
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seriously by the staff and administration of Coppens Academy 
Childcare and will be addressed. Every effort will be made to 
address and resolve issues and concerns to the satisfaction of all 
parties and as quickly as possible. 
 
Issues/concerns may be brought forward verbally or in writing. 
Responses and outcomes will be provided verbally, or in writing 
upon request. The level of detail provided to the parent/guardian 
will respect and maintain the confidentiality of all parties involved. 
An initial response to an issue or concern will be provided to 
parents/guardians within three business day(s). The person who 
raised the issue/concern will be kept informed throughout the 
resolution process. 
 
Investigations of issues and concerns will be fair, impartial and 
respectful to parties involved.  
 
 
Confidentiality 
Every issue and concern will be treated confidentially and every 
effort will be made to protect the privacy of parents/guardians, 
children, home child care providers, other persons in the home child 
care premises, staff, students and volunteers, except when 
information must be disclosed for legal reasons (e.g. to the Ministry 
of Education, College of Early Childhood Educators, law 
enforcement authorities or a Children’s Aid Society). 
 
Conduct 
Our agency maintains high standards for positive interaction, 
communication and role-modeling for children. Harassment and 
discrimination will therefore not be tolerated from any party. 
 
If at any point a parent/guardian, home child care provider and/or 
staff feels uncomfortable, threatened, abused or belittled, they may 
immediately end the conversation and report the situation to the 
home child care agency head office. 
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Concerns About the Suspected Abuse or Neglect of a Child 
Everyone, including members of the public and professionals who 
work closely with children, is required by law to report suspected 
cases of child abuse or neglect.  
 
If a parent/guardian expresses concerns that a child is being abused 
or neglected, the parent will be advised to contact the local 
Children’s Aid Society (CAS) directly.  
 
Persons who become aware of such concerns are also responsible 
for reporting this information to CAS as per the “Duty to Report” 
requirement under the Child and Family Services Act. 
 
For more information, visit 
http://www.children.gov.on.ca/htdocs/English/childrensaid/reporti
ngabuse/index.aspx  
 
Concerns about the Suspected Abuse or Neglect of a Child 
Everyone, including members of the public and professionals who 
work closely with children, is required by law to report suspected 
cases of child abuse or neglect. 
 
If a parent/guardian expresses concerns that a child is being abused 
or neglected, the parent will be advised to contact the local 
Children’s Aid Society (CAS) directly.  
 
Persons who become aware of such concerns are also responsible 
for reporting this information to CAS as per the “Duty to Report” 
requirement under the Child and Family Services Act. 
 
Regulatory Requirements: Ontario Regulation 137/15 
 
Parent issues and concerns 
 45.1  Every licensee shall ensure that there are written policies and 
procedures that set out how parents’ issues and concerns will be 
addressed, including details regarding, 

http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/index.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx
http://www.children.gov.on.ca/htdocs/English/childrensaid/reportingabuse/CASLocations.aspx
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 (a) the steps for parents to follow when they have an issue or 
concern to bring forward to the licensee; 

 (b) the steps to be followed by a licensee and its employees in 
responding to an issue or concern brought forward by a parent; 
and 

 (c) when an initial response to the issue or concern will be provided. 
O. Reg. 126/16, s. 31. 

Parent handbook 
45.  (1)  Every licensee shall have a parent handbook for each child 
care centre or home child care agency it operates which shall include, 
 (a.2) a copy of the licensee’s policies and procedures required under 

section 45.1 regarding how parents’ issues and concerns will be 
addressed; 

 
Intent 

This provision is intended to provide licensees and parents with a clear and 
transparent procedure to follow when a parent has brought forward an 
issue or concern they wish to have addressed by the licensee. 

 
Procedures 

Nature of 
Issue or 
Concern 

Steps for Parent 
and/or 

Guardian, 
and/or other 
person, to 

Report 
Issue/Concern: 

Steps for Staff and/or 
Licensee in 

Responding to the 
Issues/Concerns: 

“Child abuse” 

includes physical, 

emotional and 

sexual abuse 

and/or neglect. It 

also addresses a 

pattern of abuse 

and risks of harm. 

Some definitions 

include: 

 

Physical abuse is 

any deliberate 

physical force or 

action, by a parent 

or caregiver, 

Anyone who suspects 

child abuse must 

immediately report 

the suspicions to a 

child protection 

agency. The person 

who suspects the 

abuse must call 

him/herself no one 

else can help you 

decide if a report 

should be made or 

make the report for 

you.  

 

In Ontario, the report 

Follow the steps listed in the 

previous column. 

 

An intake worker records the 

information you give in your 

report and passes it to a child 

protection worker.  

 

A child protection worker will 

see if there is any record of the 

child, the family or the alleged 

abuser in the child protection 

system.  

 

The child protection agency 

will decide whether or not the 
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which results, or 

could result, in 

injury to a child. It 

can include 

bruising, cuts, 

punching, 

slapping, beating, 

shaking, burning, 

biting or throwing 

a child. Using 

belts, sticks or 

other objects to 

punish a child can 

cause serious 

harm and is also 

considered abuse. 

 

 

Neglect occurs 

when a caregiver 

fails to provide  

basic needs such 

as adequate food, 

sleep, safety, 

education, 

clothing or 

medical treatment. 

It also includes 

leaving a child 

alone or failing to 

provide adequate 

supervision. If the 

caregiver is 

unable to provide 

the child with 

basic needs due to 

financial inability, 

it is not 

considered 

neglect, unless 

relief has been 

offered and 

refused. 

 

 

Emotional 

abuse is a pattern 

can be made to a: 

Catholic Children’s 

Aid Society, Jewish 

Family & Child, 

Children’s Aid 

Society, or Native 

Child and Family 

Services. 

 

Information on how 

to reach the nearest 

child protection 

agency can be found: 

in the emergency 

numbers page at the 

front of the white-

page telephone book; 

in the important 

numbers page at the 

front of the yellow 

page telephone book; 

through the yellow 

pages website 

http://www.yellowpa

ges.ca; through the 

Ontario Association 

of Children’s Aid 

Societies website 

http://www.oacas.org

/childwelfare/locate.h

tm; by calling 411; or 

by calling the local 

police department.  

 

If you have doubts or 

concerns about 

making a report of 

suspected abuse, 

consult with a worker 

from a child 

protection agency. 

 

 Do not discuss your 

suspicions with 

anyone else until you 

have consulted with a 

child protection 

child is in immediate danger. 

 

The child protection agency 

will decide whether or not to 

begin an investigation. 

 

In some cases, a child 

protection worker will contact 

the police to share information 

and a decision will be made 

whether or not police should 

investigate. 

 

If necessary, a child protection 

worker will arrange for the 

child to get medical attention.  
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of behaviour that 

attacks a child’s 

emotional 

development and 

sense of self-

worth. It includes 

excessive, 

aggressive or 

unreasonable 

demands that 

place expectations 

on a child beyond 

his or her 

capacity. 

Emotional abuse 

includes 

constantly 

criticizing, 

teasing, belittling, 

insulting, 

rejecting, ignoring 

or isolating the 

child. It may also 

include exposure 

to domestic 

violence. 

 

 

Sexual 

abuse occurs 

when a child is 

used for the sexual 

gratification of an 

adult or an older 

child. The child 

may co-operate 

because he or she 

wants to please 

the adult or out of 

fear. It includes 

sexual intercourse, 

exposing a child’s 

private areas, 

indecent phone 

calls, fondling for 

sexual purposes, 

watching a child 

worker.  

 

You can call a child 

protection agency 

any time of the day or 

night, every day, 7 

days a week. After 

regular business 

hours, you will 

probably have to 

leave a message with 

your phone number. 

An after-hours 

protection worker 

should call you back 

soon after. If you feel 

a child is in 

immediate danger, do 

not wait to be called 

back. Phone the 

police.  

 

Leaving a message 

with a child 

protection agency is 

not enough 

 

 you must talk to a 

child protection 

worker to make a 

report. - If this is 

your first time calling 

a child protection 

agency, tell the 

worker that you are 

unfamiliar with the 

process.  

 

Make sure you write 

down the name of the 

person you spoke to 

at the child protection 

agency and anything 

s/he told you to do. 

 

 Although 

anonymous calls can 
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undress for sexual 

pleasure, and 

allowing/forcing a 

child to look at or 

perform in 

pornographic 

pictures or videos, 

or engage in 

prostitution. 

 

be made, it is more 

difficult for 

authorities to follow-

up on the case, gather 

information and 

protect the child. It is 

in the best interest of 

the child that the 

reporter leaves 

his/her identifying 

information.  

 

If you work with an 

agency or program, 

inform your 

immediate supervisor 

of your intention to 

call a child protection 

agency. Do not 

discuss your 

suspicions with 

anyone, including 

your supervisor, until 

you have consulted 

with a child 

protection worker. 

The supervisor 

should provide 

support. However, 

even if he/she does 

not want you to make 

the call, you must 

follow through on 

your legal 

responsibility and 

call a child protection 

agency.  

 

Document the 

indicators of abuse. If 

you have more 

information after the 

first call was made, 

you must phone the 

child protection 

agency again.  
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Do not tell a parent or 

caregiver about your 

suspicions or the 

report until you have 

asked a child 

protection worker if it 

would be OK to tell. 

Telling could ruin the 

investigation or put 

the child in danger. 

 

 
Procedures (Examples) 

Nature of 
Issue or 
Concern 

Steps for Parent 
and/or Guardian 

to Report 
Issue/Concern: 

Steps for Provider, 
Staff and/or Licensee 

in responding to 
issue/concern: 

Program-
Related 
E.g: schedule, 
toilet training, 
indoor/outdoor 
program 
activities, 
menus, etc. 

Raise the issue or 
concern to 
- the classroom 
educator directly 
Or 
- the Centre 
Supervisor. 

- Address the 
issue/concern at the 
time it is raised; or 

- arrange for a 
meeting with the 
parent/guardian 
within 2 business 
days. 

 
Document the 
issues/concerns in detail. 
Documentation should 
include: 
 

General, 
Agency- or 
Operations-
Related 
E.g: fees, 
placement, etc. 

Raise the issue or 
concern to: 
- the Centre 
Supervisor. 
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Provider-, Staff-
and/or 
Licensee-
Related 
 
E.g: conduct of 
educator, 
approved 
visitor, office 
staff, etc. 

Raise the issue or 
concern to 
- the individual 
directly 
or 
- the Centre 
Supervisor. 
 
All issues or 
concerns about the 
conduct of the 
staff that puts a 
child’s health, 
safety and well-
being at risk 
should be reported 
to the Coppens 
Academy Childcare 
head office as soon 
as 
parents/guardians 
become aware of 
the situation. 

- the date and time 
the issue/concern 
was received; 

- the name of the 
person who received 
the issue/concern; 

- the name of the 
person reporting the 
issue/concern; 

- the details of the 
issue/concern; and 

- any steps taken to 
resolve the 
issue/concern 
and/or information 
given to the 
parent/guardian 
regarding next steps 
or referral. 

 
Provide contact 
information for the 
appropriate person if the 
person being notified is 
unable to address the 
matter. 
 
Ensure the investigation 
of the issue/concern is 
initiated by the 
appropriate party within 
2 business days or as 
soon as reasonably 
possible thereafter. 
Document reasons for 
delays in writing. 
 
Provide a resolution or 
outcome to the 

Student- / 
Volunteer-
Related 

Raise the issue or 
concern to 
- the person 

responsible 
for supervising 
the volunteer 
or student 

or 
- the Classroom 

Lead / Centre 
Supervisor. 

 
Note: All issues or 
concerns about the 
conduct of 
students/volunteer
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s that puts a child’s 
health, safety and 
well-being at risk 
should be reported 
to Coppens 
Academy Childcare 
head office as soon 
as 
parents/guardians 
become aware of 
the situation. 

parent(s)/guardian(s) 
who raised the 
issue/concern. 
 
Document all 
correspondence in the 
Classroom 
Communication book. 

 
 
Parent Website Login 
 
Many advantages and opportunities become available to your child 
as they play, laugh, learn, and explore with our Coppens Academy 
family. An advantage for parents is our exclusive Parent Login on 
the website. 
 
You will have access to menus, schedules, special offers, and much 
more. To set up access to the parent section please visit our web 
page and click the Parent Login Icon. You will be asked to enter a 
unique username and password.
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Second Choice Pass Key: ____  ____  ____  ____

Pass Key: ____  ____  ____  ____



Authorizaon for Non-Prescripon Skin Products

The following non-prescripon items may be applied to my child in accordance 
with the manufacturer’s instrucons on the original container (please check off):

Date (dd/mm/yyyy): _____________   Signature of Parent: ______________

Med2 Instant Hand Sanizer

Coppens Academy has agreed to provide: Parent has agreed to provide:

Sunscreen

Diaper Creams/Ointments

Lip Balm

Hand Sanizers

Insect Repellent

Loons



Immunization Records

Please provide a copy of your child’s immunization record (e.g., yellow card) to the centre

prior to your child’s first day of care. If you do not have an immunization record, please

complete the chart below.

If you have chosen not to immunize your child, a Statement of Medical Exemption form or a

Statement of Conscious or Religious Belief form must be completed and provided to the

centre. These forms are available on the Ministry of Education’s website.

Vaccine (Age Usually Given)
Date of

Immunization
Date of

Immunization
Date of

Immunization
Date of

Immunization

DTaP-IPV-Hib
(2 mos, 4 mos, 6 mos, 18 mos)
Diphtheria, Tetanus, Pertussis,
Polio, Haemophilus Influenzae

Type B

Pneu-C-13
(2 mos, 4 mos)

Pneumococcal Conjugate 13

Rot-1
(2 mos, 4 mos)

Rotavirus

Men-C-C
(12 mos)

Meningococcal Conjugate C

MM
(12 mos)

Measles, Mumps, Rubella

Var
(15 mos)
Varicella



Do you consent to photos of your child(ren) being posted on the private parent-teacher communication app 
ClassDojo?

Do you consent to photos of your child(ren) being posted on the private parent-teacher communication app 
ClassDojo?

Do you consent to photos of your child(ren) being posted on our public social media platforms? This
currently includes Facebook, Instagram, Twitter, and our website (coppensacademy.com). 
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