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A. WHO WE ARE 

Board of Directors 

President— 

Vice-President/PCPC— 

Secretary/Treasurer— 

Fundraising Chair— 

Registrar— 

Property Chair— 

Publicity Chair/Website Management— 

Teaching Staff 

Teaching Supervisor—Jennifer Schmelter 

Teaching Assistant—Kylah Connolly 

General Membership 

Scheduler 

Assistant Registrar/Host 

Publicity Assistant 

Shopping Parent 

Scholastic Parent 

Fundraising Team 

Property Team 

A CO-OPERATIVE SCHOOL WORKS TOGETHER FOR OUR CHILDREN 
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B. MISSION STATEMENT 

The New Toronto Co-operative Nursery School is a co-operative preschool committed to the 
physical, emotional, social and cognitive growth and development of children through a quality 
play-based program. 

a. Philosophy 

We believe that the children, the parents and the teachers all share in the learning experience. 
We strive to provide a stimulating play-based environment, with the belief that children learn 
actively by doing and participating. 

The co-operative system depends on an open, supportive environment.  We strive to respect our 
families’ individual beliefs and values.  We endorse a policy of zero tolerance towards physical 
discipline or verbal humiliation of a child.  We support positive guidance techniques on an 
ongoing basis. 

We believe in fostering a climate that promotes “freedoms within limits” decision-making for the 
children, encouraging independence and creativity.  We embrace the notion that supporting a 
child in the self-handling of a dispute contributes to a self-disciplined child. 

b. Goals and Objectives 

i. To promote creativity, enthusiasm and curiosity through play. 

ii. To maximize the learning of new skills and concepts through participation rather            
than observation. 

iii. To foster a climate that encourages learning. 

iv. To enhance a child’s acceptance of self, peers and adults. 

v. To strengthen and expand parental participation in their children’s learning,          
through the co-operative experience. 
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C. PROGRAM STATEMENT—REVISED JUNE 2017 

The New Toronto Co-operative Nursery School is a parent co-operative committed to providing 
children, aged two-and-a-half to four, with a quality preschool experience.  We deliver 
stimulating learning experiences in a safe environment that enhances a child’s social, intellectual, 
physical, and emotional development. This enhancement happens throughout a child’s morning 
routine which encompasses a balance of indoor and outdoor play, as well as active play, circle 
time, and snack time.  Enrollment is available for two, three or 
five mornings a week from 9:15 to 11:45 a.m.  

A. Promoting the Health, Safety, Nutrition and Well-Being of the Children: 

The New Toronto Co-operative Nursery School (NTCNS) promotes the health, safety, nutrition 
and well-being of all children in its care.  

- We are a licensed childcare centre, and are inspected at least annually by The Ministry of 
Education, Toronto Children’s Services and Toronto Public Health. 

- There is a policy of zero tolerance regarding physical discipline or verbal, 
humiliation of the children. Prohibitive practices include: corporal punishment, locking 
the exits, use of harsh or degrading measures, depriving the child of basic needs, making 
children eat or drink against their will, and physical restraint (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). 

- All school staff working with the children must have a valid first aid certification, 
including infant and child CPR.  

- All school staff and volunteers are required to obtain a criminal reference check that 
includes a vulnerable sector screening. The vulnerable sector check must be updated 
every five (5) years. 

- We maintain a student to teacher ratio of 8:1, with a maximum class size of 16 students, 2 
teachers and 1 – 2 duty parents. 

- In the unfortunate event of an accident, the parents of the child involved will be notified 
immediately and first aid will be administered as required or the child will be transported 
to a local hospital for care.  

- We have an anaphylaxis policy, and will arrange for epi-pen training for all duty parents 
in the event that we have a student who requires one. 

- We have a no-nut policy for the school, as well as a no smoking rule for the building and 
surrounding area. 

- We have a fire evacuation plan, and practice monthly fire drills with the children.  The 
school is inspected annually by a licensed fire inspection company that tests our smoke 
detectors, fire extinguishers, carbon monoxide detector and emergency lights. 

- Our playground and play structure are inspected annually by a licensed inspector and any 
concerns or deficiencies are dealt with in a timely manner by our property team. 
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- We provide nutritious snacks and beverages. All food and drink served meets the 
recommendations set out in the latest version of ‘Canada’s Food Guide’ and we strive to 
include three (3) food groups for each snack.  Snack schedules are prepared in 
three-month blocks, are provided to parents in advance and are posted at the school.  Any 
of the commonly choked on foods (i.e. carrots, grapes) must be cut before being served. 

- All duty parents follow safe food handling procedures, and adhere to a daily cleaning 
checklist to sanitize the food prep and serving areas.  

- All staff, children and duty parents are required to provide confirmation of 
immunizations (or an affidavit requesting exemption for medical or religious reasons) 
and we provide immunization schedules from Toronto Public Health to all families. 

- We have an exclusion (sick) policy and a toy cleaning schedule to help prevent the spread 
of communicable diseases, as per Toronto Public Health guidelines. 

- NTCNS is a centre of inclusion. We believe that every child deserves to be treated with 
dignity, respect and equality. It is the duty of the school to ensure that any child with 
special needs is given the opportunity to excel and flourish physically, socially, mentally 
and emotionally.  Our staff will work cooperatively in a professional partnership with all 
services in place for the well-being of the child.  
 

B. Supporting Positive and Responsive Interactions Among the Children, Parents and Staff: 

It is important to the success of our program to have positive and responsive interactions among 
the children, parents and our staff.  

- Teachers closely observe the children in order to step in as needed to facilitate positive 
interactions. 

- Duty parents are trained in positive child guidance techniques and are expected to use 
these strategies in the classroom. 

- We encourage engagement and communication with parents about our program and their 
children through written progress reports, monthly newsletters, calendars, parent/teacher 
meetings and yearly surveys. 

- Weekly program plans are also posted in the school. This plan offers more details about 
events and activities. Parents can use this tool for involvement by bringing in resources, 
such as books, pictures, costumes or music, which are relevant to the programming at that 
time. 

- We use the Hi Mama app, which allows the teachers to send weekly student observations, 
photos, notes, reminders and daily reports to all our parents. 

- As a parent-run co-operative, the board of directors provides a link between the parents 
and the teachers, and bi-monthly general meetings help keep everyone informed. 

- The Board of Directors follows a code of conduct, and all members are required to sign 
confidentiality agreements to protect everyone’s privacy. 
 

C. Encouraging the Children to Interact and Communicate in a Positive Way and Support 
Their Ability to Self-Regulate 
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At NTCNS, positive guidance techniques are used and modeled to encourage positive 
interactions and self-regulation.   

- Teachers and duty parents use positive role modelling, redirecting 
unacceptable behaviour, suggesting acceptable alternative behaviours and 
logical consequences as behaviour management techniques. 

- Duty parents are trained in these positive guidance techniques and are supervised by the 
teaching staff to ensure that they are being used. 

- Students are encouraged to speak for themselves, help manage their own disputes, and 
problem-solve disagreements.  

- Their empathy is developed by making amends, checking on their friends, and putting 
their feelings into words.  

- Students have daily opportunities to learn about taking turns, being patient and 
expressing their wants and needs. 

- Circle time and ‘show and tell’ give the children the chance to practice listening, public 
speaking, turn-taking and delayed gratification. 

- Students are allowed to make their own choices as to how and where they would like to 
play with the materials, as long as it’s safe and doesn’t interfere with another child’s play. 
They are encouraged to tidy up these items when finished. 

- Students are allowed to use play materials for as long as they like, and aren’t forced to 
share, but are encouraged to pass it along to a friend when finished. 

- Students are encouraged to develop their independence by being given the time to put on 
and take off their own shoes and coats, wash their own hands, and practice other self-care 
skills. 

- Teachers record notes and examples regarding children’s behaviour and development, 
and share these findings with parents through interviews, emails and phone calls. 

- If needed, teachers may create a Behaviour Support Plan, which details the specific 
strategies that will be used to help a particular child develop self-regulation and positive 
interactions.  This plan would be created in consultation with the parents, and would be 
monitored and reviewed in order to gauge improvement. 
  

D. Fostering the Children’s Exploration, Play and Inquiry 
The children are encouraged to make their own decisions during free play 
periods as to where to play and how to use materials.  During the first hour of the morning, all 
learning centres are open and children can circulate through the activities as they choose. 

- Along with “free play” times, there are adult-directed activities, such as small learning cir
cles and hands-on experiences.   

- During all activities, the children are integrated so they can learn from each other. 
- The math centre materials are rotated on a monthly basis and target a progression of 

skills, from number recognition, tracing, writing, and addition, to graphing, geometry, 
and sorting. 

- The literacy centre focus changes bi-monthly, and includes skills such as letter 
recognition, tracing and writing, to name practice and storytelling. 
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- The science centre activities are based on a monthly topic, and at least 2 activities are 
provided per week. 

- The learning environment is extended outdoors, and items such as magnifying glasses, 
binoculars and insect identification cards allow for exploration of nature. 
 

E. Providing Child-Initiated and Adult-Supported Experiences 

Play is the cornerstone of our curriculum – 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 
focusing on his or her 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.  

The prepared play environment includes: 

1. Art activities and creative materials for the child to experiment with and use, including 
painting, drawing, sculpting, and gluing; 

2. Sensory/manipulative materials such as sand, water and play dough; 
3. A home centre where the child may try different roles (mother, 

father, baby, repair person, doctor, etc.); 
4. Dramatic play set-ups, such as fruit/vegetable stand, hospital, fire 

station, puppet theatre, etc. 
5. Cognitive toys such as puzzles, Lego, Duplo, and peg boards to develop fine motor 

muscles and hand-eye coordination; 
6. Open-ended toys such as blocks in various textures (wood, foam, magnetic) that promote 

building and creative problem-solving; 
7.  Gross motor activities including games and an outdoor play area with playground; 
8. A well-stocked library for quiet reading and curriculum development; 
9. Circle and group times for music, creative movement, cooking, games, dramatizing 

stories, science activities, etc. 
F. Planning for and Creating Positive Learning Environments and Experiences in Which 

Each Child’s Learning and Development Will be Supported 

NTCNS understands that not all children develop the same skills at the same times.  Our 
planning and play environment takes into consideration a range of ages, abilities and 
interests, and activities are designed to build upon differing skills. 

- Weekly activities are planned based on children’s interests and abilities. 
- Toys, dramatic play centres and play materials are rotated to accommodate students’ 

interests and questions. 
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- Through active observation by the teachers, activities and play materials are enhanced as 
the days and week progress. 

- Art experiences are planned based on enhancing a variety of fine motor skills and 
exposing students to a variety of tools and mediums. 

- Independent Support Plans are created as needed, and are developed in conjunction with 
the teachers, parents and industry professionals (such as a special needs consultant). 
These support plans are shared with all staff and duty parents, and the teaching staff will 
monitor to ensure that the strategies are being used. 

- Weekly observations are recorded by the teachers, and these are inputted into the Hi 
Mama app.  These photos and notes include the ELECT skill(s) demonstrated, and are 
automatically added to the child’s digital portfolio, as a record of the skills they have 
mastered, demonstrated or are working on. 
 

G. Incorporating Indoor and Outdoor Play, as Well as Active Play, Rest and Quiet Time 

NTCNS boasts a beautiful playground with an uninterrupted view of Lake Ontario.  We 
spend the final 20-30 minutes of the morning outside every day, weather permitting. 

- Outdoors, in addition to our fenced in play space with grassy area, sand and the play 
structure, we have a wide variety of toys that are put out on a rotating basis.  These 
include, but are not limited to: shovels, buckets, trucks, wagons, wheelbarrows, balls, 
balance toys, science toys (binoculars, magnifying glasses, etc.), mud kitchen items 
(shopping carts, play food and dishes), teeter totters, large building blocks, and seasonal 
items. 

- Teachers also plan for specific adult-led activities, such as parachute games, soccer, 
basketball, what time is it Mr. Wolf, etc. 

- On inclement weather days, the learning centres are re-opened, and gross motor activities 
are offered on the carpet area (i.e. dancing, Simon Says, hopscotch, bean bag toss). 

- Indoors, we have the book nook as well as the large sofa area for quiet reading with a 
friend or adult. 

- For students wanting a peaceful escape, the art easel, book nook and sensory area allow 
for quiet time. 

- Note: rest time is not required for half-day programs. 
 

H. Fostering the Engagement of and Ongoing Communication with Parents About the 
Program and Their Children 

The co-operative is administered and maintained by parents on a non-profit, non-sectarian, 
volunteer basis.  All parents are expected to participate in the running of the co-operative by 
agreeing to a volunteer job (board of directors, fundraising, property maintenance, publicity, etc). 
As well, under the guidance of qualified leaders, the parents assist in the classroom and 
participate in various aspects of the children’s activities through Duty Days. 

This supportive environment may be seen as a stepping stone for both parent and child in prepara
tion for future educational experiences. 
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- During parent/teacher interviews, parents are given updates as to the development of their 
child, as well as common ages and stages milestones to watch for. 

- Teachers offer information and suggestions regarding kindergarten registration, and 
provide tip sheets for children heading to JK. 

- The teachers coordinate several community-building events throughout the year, 
including a welcome potluck, holiday concert, Mother’s Day Tea and Father’s Day Fun 
Day.  

- The board of directors coordinates several fundraising events (Mitten March for the Santa 
Claus parade, annual auction and lawn bowling night) which also promote engagement 
amongst parents. 

- All families have a “parent pocket” at the front door, where teachers, members and 
community representatives can leave information for families. 

- Teachers provide parents with positive guidance tip sheets during interviews, and have 
child guidance books and handouts available at the school. 
 

I. Involving Local Community Partners and Allowing Those Partners to Support the 
Children, Their Families and Staff 
 

NTCNS is open to all support services and aids in the community to train our staff, contribute to 
individual support plans or work in the program as additional support in the classroom.  
 

- NTCNS often involves local community partners to help support our children, their 
families and our staff and volunteers to ensure that each child’s specific care and needs 
are being met.  

- We are currently linked with The Etobicoke Children’s Centre, and the program 
consultant provides us with resources, tips and strategies for enhancing our program and 
meeting the needs of our students. 

- We arrange visits from community helpers (librarian, police officer, firefighter) and 
opportunities for community outings such as a visit to the fire hall, park, etc. in order to 
enrich the learning experiences.  

- Parents and their family members are also encouraged to come in to speak on specific 
topics at circle time (nurse, dentist, musician). 
 

J. Supporting Staff and Others Who Interact With the Children in Relation to Continuous 
Professions Learning 

NTCNS supports our staff in continuous professional learning opportunities to develop their 
knowledge and to stay current in the profession through regular workshops, seminars/webinars 
and conferences. 

- Staff update their First Aid/CPR-C training every three years. 
- Staff attend child guidance workshops, Toronto Public Health information sessions and 

Toronto Children’s Services conferences. 
- Staff contracts include provisions for financial compensation to attend workshops and 

qualification upgrade courses. 

Page 13 
 



NEW TORONTO CO-OPERATIVE NURSERY SCHOOL 
MEMBERSHIP MANUAL 

- The school also hosts and coordinates parent training workshops on topics such as first 
aid and child guidance. 
 

K. Documenting and Reviewing the Impact of the Strategies Set Out Above on the Children 
and Their Families 

NTCNS ensures that all new staff and volunteers review this program statement prior to 
interacting with the children, and that all staff and volunteers review this program statement at 
any time that it is modified or at least annually. 

Staff will document and review the impact on the children and their families of the strategies set 
out in the program statement. 

- Annual membership surveys allow the teachers and board of directors to gauge parents’ 
satisfaction with all aspects of the running of the school, including, but not limited to, 
policies and procedures, curriculum, child guidance, day-to-day operations, fees, etc.  

- Board meetings and general membership meetings are also a time to ask for feedback 
from parents, and teachers will record notes and add them to the review section of the 
manual binder. 

 

Early Learning Framework 

The New Toronto Co-operative Nursery School  applies the research and legislation in Ontario’s 
three major early learning documents: How Does Learning Happen?, The Early Learning for 
Every Child Today (ELECT) and Think, Feel, Act Lessons from Research about Young 
Children. 

How Does Learning Happen? 

Curriculum (the content of learning) and pedagogy (how learning happens) in early years 
settings are shaped by views about children, the role of educators and families, and relationships 
among them. The pedagogical document, How Does Learning Happen?, helps educators focus 
on these interrelationships in the context of early years environments in order to support 
curriculum/program development. 

How Does Learning Happen? is organized around four foundational conditions that are 
important for children to grow and flourish. These foundations are a vision for the future 
potential of all children and a view of what they should experience each and every day.  

Foundations Goals For Children Expectations for Programs 
Belonging Every child has a sense of 

belonging when he or she is 
connected to others and 
contributes to their world 

Early childhood programs 
cultivate authentic, caring 
relationships and connections 
to create a sense of belonging 
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among and between children, 
adults, and the world around 
them 

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

Early childhood programs 
nurture a child’s healthy 
development and support their 
growing sense of self, as well 
as self-regulation skills 

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

Early childhood programs 
provide environments and 
experiences to engage 
children in active, creative, 
and meaningful exploration 
and play to develop skills such 
as problem solving, creative 
thinking and innovating 

Expression or communication Every child is a capable 
communicator who expresses 
himself or herself in many 
ways 

Early childhood programs 
foster communication and 
expression in all forms 
including creativity, problem 
solving, mathematical 
behaviours and language 
development 

 

Early Learning for Every Child Today (ELECT) 

ELECT is recognized as a foundational document in the early years sector.  It provides a shared 
language and common understanding of a child’s learning and development for early years 
professionals.  ELECT sets out six principles to guide practice in early years settings and 
provides a continuum of development for children from birth to age eight. 

1. Early childhood development sets the foundation for lifelong learning, behavior and 
health. 

2. Partnerships with families and communities strengthen the ability of early childhood 
settings to meet the needs of young children. 

3. Demonstration of respect for diversity, equity and inclusion are prerequisites for 
optimal development and learning. 

4. A planned curriculum supports early learning. 
5. Play is a means to early learning that capitalizes on children’s natural curiosity and 

exuberance. 
6. Knowledgeable and responsive early childhood practitioners are essential to early 

childhood settings. 
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Think, Feel, Act Lessons 

Think, Feel, Act are six research briefs for educators working in early years settings which 
highlight the latest research in early childhood development, strategies to put the key ideas into 
practice and reflective questions for educators. 

There is a common thread throughout the briefs: a view of the child as competent, capable of 
complex thinking, curious, and rich in potential. 

1. The Power of Positive Adult Child Relationships:  Connection is the Key 
2. The Environment is a Teacher 
3. Pedagogical Leadership 
4. Calm, Alert and Happy (self-regulation skills) 
5. Making Learning Visible Through Pedagogical Documentation 
6. Everyone is Welcome:  Inclusive Early Childhood Education and Care 
 

 
D. CODE OF ETHICS 

BOARD OF DIRECTORS 

CODE OF ETHICS 

Terms and conditions of my tenure as a member of the Board of Directors of the New Toronto 
Co-Operative Nursery School: 

i. I will represent the interests of all members of this Organization 

ii. I will not use my services on this Board for my own personal advantage or for the                 
individual advantage of my friends and supporters. 

iii. I will keep confidential information confidential. 

iv. I will approach all Board issues with an open mind, prepared to make the best               
decision for the Organization. 

v. I will do nothing to violate the trust of those who elect me to the Board or of those                   
we serve. 

vi. I will focus my efforts on the mission of the Organization and not on my personal                
goals. 

vii. I will never exercise authority as a Board member except when acting in a              
meeting with the full Board, or as I am delegated by the Board. 
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E. ADMINISTRATIVE PROCEDURES 

a. Admission 

i. Maximum enrolment shall be governed by the number permitted under the terms            
of our licence under the Child Care and Early Years Act (CCEYA). 

ii. Children shall be eligible for enrolment at two and one-half years of age. 

iii. Applications may be taken at any time during the year for the current year, care               
being taken to inform the applicant as to his or her standing on the waiting list.                
Refer to the Waiting List Policy, Section K(q). 

iv. Applications for the subsequent year shall be accepted during a designated           
registration period. Returning families and siblings of the current year’s programs           
will be provided the first opportunity to register. Returning families and siblings            
of the current year’s programs and those families on the waiting list will receive a               
telephone call to advise them in advance of registration dates. The Registrar shall             
accept applications on a first-come basis during these dates (day and evening).            
Refer to the Waiting List Policy, Section K(q). 

v. School opening in the fall shall be on a staggered basis during the first few weeks                
for children new to the school. The child’s staggered entry date will be             
established after the parent/teacher/child interview in September. Classroom time         
may be shortened for new children the first few weeks of the fall term. 

vi. Some children under the age of two and one half years may be considered on an                
individual basis, but all children must be a minimum of two years of age when               
starting the program. No more than 20% of our attendance for the day may be               
made up of children aged 2 – 2.5 years, however we accept “of-age” children              
first. All underage students are accepted on a trial basis to see how they            
acclimatize to the program.  

b. Duties of Members 

i. Duty Day Parents are considered in the student/teacher ratio guidelines approved           
by the Ministry. Duty parents must be accessible and able to care for the children               
enrolled at all times. This will maintain the standards of the program and will              
encourage maximum involvement and stimulation for the children. 

ii. Duty day parents must be prompt for duty days, which generally means arrival at              
the school at 8:45 a.m. for set-up. It is the responsibility of the duty day parent to                 
ensure that he/she is on time and to make alternative arrangements should he/she             
not be able to do so. 
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iii. When a parent/caregiver is unable to work on a scheduled duty day, he/she must              
find his or her own replacement. It is recommended that the parent/caregiver call             
someone scheduled for a similar duty on another day, in an effort to switch days.               
Thus, if another parent works a duty day, it shall be repaid. Alternately, the              
parent can offer to pay another parent outright to do their duty day for them. If                
absolutely no replacement can be found, the Vice-President/PCPC Rep MUST be           
contacted.  Missed duty days shall be brought to the attention of the Board. 

The fine for missing a duty day is 1 extra duty day plus $30 (the $30 goes to the 
emergency parent who is called in to cover the day). In the event of a missed duty 
day, the teachers will inform a board member who will, whenever possible, call 
the emergency parents. 

iv. Attendance at all Membership meetings is mandatory. Attendance at organized          
functions is requested and encouraged. Failure to attend a general Membership           
meeting will result in a fine, determined by the board. Currently, this fine is 1               
extra duty day (or $30 if the parent is non-duty). If any member misses more than                
three (3) General Meetings, they may be expelled from the membership in            
accordance with By-Law Article 5, Section (2)(d). The only exception to this rule             
would be in the case of a family emergency.  

v. Attendance at all Board meetings is mandatory for those members of the Board of              
Directors. Failure to attend a Board meeting, without prior written notice to the             
President or Secretary/Treasurer, will result in a fine, determined by the Board.            
Currently, this fine is 1 extra duty day (or $20 if the parent is non-duty). The only                 
exception to this rule would be in the case of a family emergency. 

vi. Members may be asked to assist on field trips and special event outings. 

vii. Members must agree to fulfill a position first on the Board of Directors in              
accordance with By-Law Article 7 (1). If not elected to the Board of Directors,              
they much choose another available job. See Administrative Structure and Job           
Descriptions sections E (b) and (t). 

viii. Members shall also participate in one clean-up session per year. 

ix. Members shall pay fees as discussed further herein. 

x. Members must read this manual and sign a document stating they have read and              
understand all formal policies in section E. It is the responsibility of the Register              
to carry this out. 

xi. At a designated date at the end of the school year if the Children’s art bags and                 
show and tell bags are returned and the member has attended all the general              
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meetings and no other fines have been incurred for the year, then the deposit              
given at the time of registration will be refunded.  

c. Siblings on Duty Days 

The New Toronto Co-operative Nursery School is licensed for two and one-half year-old to five 
year-olds only, and non-registered children are not covered under our insurance policy.  The 
school is not a safe environment for infants, as the equipment and materials are geared for older 
children.  No siblings are allowed on duty days.  As we are a co-operative, however, we will 
make every effort to accommodate Members with infants, such as encouraging the formation of 
baby-sitting exchanges or flexible scheduling of duty days. 

PLEASE REMEMBER THAT THE SAFETY OF ALL CHILDREN 
IS OUR PRIMARY CONCERN 

d. Classroom Visit 

Family Members and special guests or siblings with their parent/guardian may visit the Nursery 
School with the approval of the Teaching Supervisor. 

e. Fees 

i. Membership fees shall be determined by the Board in accordance with the            
Constitution. 

ii. Registration fees shall be determined each year by the Board. 

iii. Post-dated cheques are mandatory. There is a non-refundable registration fee          
payable at the time of registration. As well, October’s fees will be payable at the               
time of registration as September fees are prorated according to the start date of              
your child. Parents whose children are registered in the current school year and             
are returning in the next consecutive year may be allowed to defer this October              
fee payment until June of the current school year in order to avoid having to pay                
double fees at the time of registration. The last month’s fees (June) are required              
on the first day of School with September fees. All necessary forms must also be               
completed before your child starts the program. 

iv. Ultimate acceptance into the program is dependent upon receipt of all fees,            
incidental fees, receipt of all required forms and successful completion of a police             
record check. 

v. Post-dated cheques are required at the beginning of the year on or before your              
child’s first day in the program.  A schedule of payments will be provided. 
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vi. Fees are paid monthly, commencing with the start of school. Fee schedules are             
approved by the Treasurer. The monthly period includes the Christmas and           
March Breaks for which there are no refunds. 

vii. Members starting after the September staggered entry (i.e. from the waiting list)            
will start on a day specified by the teaching staff. Fees will be adjusted              
accordingly. 

viii. If the need arises, an early drop off can be arranged ahead of time with the teacher                 
supervisor. Early drop off can be as early as 8:30am for a fee of $10 per morning.                 
A maximum of three children will be allowed to be dropped off early on any               
given day.  The family will be billed for early drop offs. 

ix. NSF charges for returned cheques must be covered by the Member within five             
days of the returned cheque. 

x. Outstanding fees beyond 30 days will be brought to the Board of Directors. While              
the Board will consider extenuating circumstances, failure to make timely          
payment of fees may result in an additional fee of $25 and/or expulsion of              
membership in accordance with By-Law Article 5 (d) (ii). 

In addition, the following information and suggestions may be helpful to Members: 

If I pay fees, why do I also have to fundraise? 

Membership fees do not pay operating costs.  As a parent-run co-operative, we keep our fees as 
low as possible but this means that we must raise additional funds to meet our expenses.  The 
Auction is our main fundraiser and requires the participation of all of the members.  There may 
be other fundraisers held throughout the year that are not mandatory. 

How are fees calculated? 

Fees are charged for every month, September to June.  Fee schedules will be given out at the 
beginning of the year.  The last month’s fees are due at the beginning of the school year.  Fees 
may be prorated depending on a child’s start date. 

How should I pay my fees? 

Post-dated cheques are required by the bookkeeper. 

Incidental Charges – Revised January 2016 

xi. $20 NSF charge for returned cheques 

xii. $75 per month additional charge for families that choose to do no duty days for               
the 3-day program. $125 per month additional charge for families that choose to             
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do no duty days for the 5-day program. (3 non-duty positions are available in              
total) 

xiii. Registration fee for a returning child is $50 when paid before the first Open              
House of the new year; after that, the fee is $75 

xiv. Registration fee for a returning family is $65 when paid before the first Open              
House of the new year; after that the fee is $75  

xv. Registration fee for a new student is $75 

xvi. Police Record Check/Vulnerable Sector Check cost is currently $20 per check 

f. Refunds 

i. No refunds will be made for absence due to illness, traveling or for any other               
reason. 

ii. No refunds will be made when the school is temporarily closed due to emergency              
conditions (e.g. snowstorms, loss of heat, etc.). 

iii. No refunds shall be given for the last three months of school – April, May, June. 

iv. No refund shall be given for the registration fee and Police Checks. 

g. Late Pick-up of Children 

i. Nursery school ends at 11:45 a.m. Please be on time to pick up your child. Any                
parent whose child is still at school under a teacher’s care after 12 noon will be                
fined. There is a $20.00 charge for every 15 minutes after 12 noon that a parent                
or caregiver is late. Therefore, a parent who picks up his/her child at 12:01 p.m.               
will be fined $20.00. A parent who arrives at 12:16 p.m. or later will be fined                
$40.00 and so on. The nursery school clock will be considered the right time.              
Emergency consideration will be given by the Board. 

h. Withdrawal 

i. When a parent wishes to withdraw his or her child, a written notice of thirty (30)                
days must be given to the Registrar, who will then notify the Membership and              
Staff. In order to receive a fee rebate, they must have completed all of their jobs                
(i.e. auction duties, clean up, and duty days to that point). A fee rebate will be                
effective thirty (30) days from the time of notice. As no refunds shall be given for                
the last three months of school, a parent must give notice by February 28th, if the                
parent wishes to have their last month’s fees rebated. 

ii. A parent may be asked to withdraw his or her child due to the child’s inability to                 
adjust to the school program. This decision will be made by the Board and after               
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consultation with the teaching staff, and after every effort has been made by staff              
and parents to assist in the adjustment to the program. A rebate will be made               
from the child’s last day at school. 

iii. A parent may be asked to withdraw from the school if he/she has failed to meet                
their obligations in the operation of the school, as set out in the Volunteer              
Agreement.  This decision shall rest solely with the Board of Directors. 

iv. A parent may be asked to withdraw from the school if they have failed to meet the                 
obligations and standards set out by the Health Department of the City of Toronto. 

i. Health Regulations 

i. A medical certificate distributed by the Registrar will be required for each child             
before admission to school and all immunizations must be up-to-date, unless           
parents have chosen not to immunize their child, in which case a notarized             
affidavit stating such must be provided. Children who are not immunized may be             
excluded during an infectious outbreak. 

ii. A medical certificate will be required from each parent/guardian/caregiver         
fulfilling a duty day, before admission to the school. Adult boosters must be             
up-to-date, dated, and a TB test is required. 

iii. Teachers and Parents are required to have one initial TB test prior to the start of a                 
school year and only require one in subsequent years if it becomes a greater              
concern or is recommended by the City of Toronto Public Health or if your              
children have not been in the nursery school for consecutive years. Recommended            
for all teachers and parents: Hep B, annual influenza vaccine, MMR, Tdap, and             
varicella vaccines. 

iv. Communicable diseases or prolonged illness shall be reported at once to the            
Teaching Supervisor. In some instances, a note from a doctor is required before a              
child may return to school. In the interest of all of the children we must be very                 
careful about the spread of infection. For this reason, a child cannot be in the               
school if they have: 1) an undiagnosed or contagious rash, 2) an eye infection              
(child must be on antibiotic eye drops for at least 48 hours before returning to               
school), 3) a fever in the last 24 hours, 4) diarrhea in the last 24 hours, 5)                 
vomiting in the last 24 hours, and/or 6) significant congestion or cough, problems             
breathing or a severe cold. 

v. The City of Toronto Public Health Department visits the school and checks the             
health forms, making recommendations as required. 
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vi. Each parent is asked to keep at home any child showing signs of illness (onset of                
cold or fever, etc.). If a child becomes ill at school, every effort shall be made to                 
reach the parent and/or the emergency contact person. 

vii. Adequate clothing shall be worn for the prevailing weather. Outdoor clothing,           
boots and mittens, etc. for outdoor play and rubber-soled shoes or slippers are             
required for indoor play at all times. ALL CLOTHING MUST BE CLEARLY            
LABELLED WITH EACH CHILD’S NAME. 

j. Insurance and Liabilities 

i. The school shall carry insurance through the group plan provided by the            
Cooperators in conjunction with the Parent Co-operative Preschool Corporation         
(PCPC). The policy is based on the number of children registered in the program,              
plus staff and duty day parents. 

ii. Siblings of registered children may not participate in regularly scheduled          
programs due to the limitations of our license, program and insurance policies.            
All family members are welcome on special days during scheduled events. Such            
invitations will be posted. 

iii. A permission form will be provided by the Registrar and must be signed for a               
child to participate in field trips. This form, entitled “Release, Indemnity           
Agreement and Declaration” must be returned to the Registrar prior to           
commencement of the school year. 

iv. Police record checks/Vulnerable Sector checks by the Metropolitan Toronto         
Police Dept. are required for all Members of the Co-operative i.e. parents doing             
duty days, as well as all Board Members. This ensures, to the best of our ability,                
that all children registered in our nursery school program are being supervised by             
appropriate adults with no record of any crimes against children. See Section            
K(m) - Formal Policies. The Board is entitled to rely entirely on the results of the                
search and is not responsible if the results are incorrect or were obtained             
fraudulently. Any cost for police record checks are the responsibility of the            
parents involved. For guardians, caregivers living outside the City of Toronto           
who wish to do duty days, police record checks must be completed in the City or                
Town where they live. 

k. School Sessions 

i. The hours of the school morning program shall be from 9:15 a.m. to 11:45 a.m.               
on three consecutive days of the week. 
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Beginning September 2016, the school will offer a second program option,           
running from Monday to Friday, from 9:15 a.m. to 11:45 a.m. This program             
requires a minimum of eight students to run. 

ii. The Board shall decide on the length of the term, which shall closely follow that               
of the Toronto District School Board. (check current school year for exact dates as              
each year varies slightly.) 

iii. The school shall close on all statutory and public school holidays, (i.e. Labour             
Day, Thanksgiving, Christmas Day, Boxing Day, New Year’s Day, Family Day,           
Good Friday, Easter Monday and Victoria Day) and also will be closed during             
Christmas and March Break as well as the months of July and August. 

iv. Additional programs may run separately from the core program based upon           
community needs and as structured by the Board and Staff. 

v. No refunds are made for travel or illness during the school session. (Please see              
section (f) pg. 14) for full explanations of refunds. 

l. Staff 

i. The staff shall consist of a Teaching Supervisor, one other Teaching Assistant,            
and duty day parents, as required (two to four, depending on Membership in the              
program). 

ii. The Teaching Supervisor’s qualifications must be approved by the Licensing          
Specialist of the Ministry of Education, Early Learning Division, Child Care           
Quality Assurance & Licensing Branch and must hold a current membership in            
the College of Early Childhood Educators (CECE). 

iii. The staff shall have certification in Early Childhood Education or the equivalent            
as approved by the Ministry or should be studying same. 

iv. The New Toronto Cooperative Nursery School encourages professional        
development of its teaching staff. The New Toronto Cooperative Nursery School           
may pay for registration and workshop fees for the teachers to attend related             
workshops or academic courses, as determined by the Board of Directors.  The            
teachers will advise the Board of Directors of the intent to register. For courses or               
conferences given free of charge, the teachers may be paid at a regular rate of               
hourly pay for time spent attending said course or conference, pending the            
approval of the Board of Directors to determine the financial practicality. 
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m. General Staff Duties 

i. The Teaching Supervisor shall be authorized and responsible for duties as           
outlined in the attached job description. 

ii. The Teaching Assistant shall be authorized and responsible for duties outlined in            
the attached job description. 

iii. In case of illness of the Teaching Supervisor, the Teaching Assistant shall assume             
that role, and a substitute teacher shall be called in to assume the role of the                
Teaching Assistant. A substitute teacher shall also be called in should the            
Teaching Assistant become ill. 

n. Duties of the Teaching Supervisor 

NOTE:  The staff and the parents together are responsible for the total educational 
program of the School. 

The Teaching Supervisor shall: 

i. Have overall responsibility with the Teaching Assistant for the daily operation of            
the nursery school program, including various administrative duties. 

ii. Work closely with the Teaching Assistant and parents to ensure the smooth            
organizational functioning of the nursery school. 

iii. Be responsible for all nursery school equipment and supplies, in conjunction with            
the Teaching Assistant, always aiming to enlist the resourcefulness and creativity           
of each parent (while drawing upon the education and experience of the teachers). 

iv. Help supervise the duty parents and volunteers in carrying out the daily program. 

v. Conduct regular curriculum planning meetings with the Teaching Assistant to          
plan and evaluate the program, giving due consideration to suggestions from the            
parents. They shall attend staff meetings with the Teaching Assistant for program            
planning and evaluation. Both meetings are to be held outside of regular school             
hours. 

vi. Be responsible for daily general communication regarding programming and the          
overall operation of the School to the Board, the City or Lawn Bowling Club (if               
necessary), and all Members of the general Membership. This includes writing           
and distributing monthly curriculum sheets and working closely with various          
committees within the Membership. 

vii. Attend all general meetings, held at times other than regular school operating            
hours.  This attendance would be in an advisory and non-voting capacity. 
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viii. Attend all board meetings, unless otherwise requested by board Members. 

ix. Help in the planning of an orientation program for parents and shall keep parents              
aware of their children’s progress through verbal communication and/or written          
progress notes as requested by the Board and the General Membership. 

x. Prepare classrooms prior to school start and at school end (three days of set-up              
and three days of wind-down). 

xi. Prepare classrooms on a daily basis, excluding those activities designated to duty            
parents. 

xii. Maintain a personal daily attendance record as well as records of the children’s             
attendance. 

xiii. Contribute to the School’s newsletter. 

xiv. Try to support extra-curricular nursery school functions but is not obligated to            
fundraise. 

xv. Update the inventory of supplies and equipment, as needed throughout the year            
and for insurance purposes. This includes initial inventory of supplies in           
September, update and organization of supplies during March, and final inventory           
in June.  This is done outside of regular classroom time. 

xvi. Request and order supplies as needed with the Teaching Assistant. 

xvii. Comply with all medical requirements of the Child Care and Early Years Act. 

xviii. Ensure first aid equipment is up-to-date and materials are current. They will also             
be responsible for reporting to the general Membership any communicable          
diseases that may be present in the school. 

xix. Be responsible for reporting to the Board any hazardous conditions and situations            
or unsafe and dangerous equipment and shall have the right to refuse to use any               
such equipment. 

xx. Conduct interviews with the Teaching Assistant of all new children and parents            
prior to the first day of school. Returning children and parents have the option of               
an interview.  The interviews shall take place at the nursery school. 

xxi. Will be responsible for carrying out all directives issued by the Ministry of             
Education, Early Learning Division, Child Care Quality Assurance & Licensing          
Branch and the City of Toronto, including annual licensing requirements.          
(Familiarizing parents and children with fire drill procedures on a monthly basis is             
of utmost importance-see Formal Policies section K). 
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xxii. Attend any meetings with outside agencies as required concerning children’s          
special needs. They shall be responsible for writing any individual reports on            
these children as requested. 

xxiii. Collect and distribute mail to various board Members as necessary. 

xxiv. Be responsible for organizing and attending two open houses a year (usually held             
in February and June) with the Registrar and other Members. May be requested             
to organize and attend an activity day outside regular school hours (e.g. Parents’             
Day on a Saturday). 

xxv. If any supplementary programs are running separate from the core program, the            
Teaching Supervisor shall have overall responsibility for these, including various          
administrative tasks (e.g. A Kindergarten Enrichment Program, Play2Learn and         
Preschool Enrichment). 

NOTE: The staff and the parents together are responsible for the total educational program of 
the School. 

o. Duties of the Teaching Assistant 

The Teaching Assistant shall: 

i. Have responsibility with the Teaching Supervisor for the daily operation of the            
nursery school program, including various administrative duties. 

ii. Assume all supervisory responsibilities in the absence of the Teaching Supervisor. 

iii. Be responsible for all nursery school equipment and supplies, in conjunction with            
the Teaching Supervisor, always aiming to enlist the resourcefulness and          
creativity of each parent (while drawing upon the education and experience of the             
teachers). 

iv. Help supervise the duty parents and volunteers in carrying out the daily program. 

v. Attend all curriculum planning meetings and staff meetings with the Teaching           
Supervisor for program planning and evaluation. Meetings are to be held outside            
of regular school hours. 

vi. Be responsible for daily general communication regarding programming or the          
overall operation of the School to the Board, and any Members of the             
Membership. This includes writing and distributing monthly curriculum sheets         
and working closely with various committees within the Membership. 

vii. Attend all general meetings, held at times other than regular school operating            
hours.  This attendance would be in an advisory and non-voting capacity. 
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viii. Attend board meetings, when requested to do so by Board Members. 

ix. Attend any meetings with outside agencies concerning children’s special needs, as           
requested by the Teaching Supervisor. 

x. Assist the Teaching Supervisor in the planning of an orientation program for            
parents and shall keep parents aware of their child’s progress through verbal            
communication and or written progress notes as requested by the Board and the             
General Membership. 

xi. Assist in the preparation of the classrooms prior to school start and at school end               
(three days of set-up and three days of wind-down). 

xii. Prepare the classroom on a daily basis, excluding those activities designated to            
duty parents. 

xiii. Maintain a record of personal attendance. 

xiv. Is encouraged to contribute to the School’s newsletter. 

xv. Tries to support extra-curricular nursery school functions but is not obligated to            
fundraise. 

xvi. Assist in updating the inventory of supplies and equipment, as needed throughout            
the year and for insurance purposes. This includes initial inventory of supplies in             
September, update and organization of supplies during March, and final inventory           
in June.  This is done outside of regular classroom time. 

xvii. Request and order supplies as needed with the Teaching Supervisor. 

xviii. Comply with all medical requirements of the Child Care and Early Years Act. 

xix. Be responsible with the Teaching Supervisor for reporting to the Board any            
hazardous conditions and situations or unsafe and dangerous equipment and shall           
have the right to refuse to use any such equipment. 

xx. Conduct interviews with the Teaching Supervisor of all new children and parents            
prior to the first day of school. Returning children and parents have the option of               
an interview.  The interviews shall take place at the nursery school. 

xxi. Be responsible for organizing and attending two Open Houses a year (usually held             
in February and June) with the Registrar and other Members. May be requested             
to organize and attend an activity day outside of regular school hours (e.g. Parents              
Day on a Saturday). 

Page 29 
 



NEW TORONTO CO-OPERATIVE NURSERY SCHOOL 
MEMBERSHIP MANUAL 

 

 

  

If any supplementary programs are running separate from the core program, the Teaching             
Assistant shall work with the Teaching Supervisor in daily administration and overall            
responsibility of these. 

p. Program Evaluation 

i. All members of the co-operative are asked to fill out a brief program evaluation 2               
times throughout the school year – Section 1 during the fall term, and Section 2 at                
the end of the year. The process of an on-going evaluation enables the Board and               
Teachers to maintain a high standard of programming and allows for a forum for              
concerns and new ideas to be addressed. 

q. Additional Programs 

With sufficient enrolment, New Toronto Co-operative Nursery School may run additional           
programs to meet the needs of the community. These programs must be run with a               
minimum number of students to cover their operating costs. 

i. For the Preschool Enrichment program, the maximum number of students is 12            
and the minimum number of students is 10. An afternoon class may be offered.              
The current time is Monday afternoons from 1:15 p.m. - 3:30 p.m. Fees will be               
discounted by 10% for early registration for all additional programs (date for early             
registration for any program will be determined by the Registrar or Assistant            
Registrar in conjunction with the Teaching Supervisor). The Preschool         
Enrichment program operates much differently from the Core program. Parents          
are only required to provide snack on their assigned day. Late pick-up fees apply              
as per the Core program. 

ii. The Preschool Enrichment program is intended for children who are already in the             
Core or Play 2 Learn programs. This is an extra class that, because of the smaller                
class size, will start to focus on academics to ready the students for Kindergarten.              
If the student is willing, the teachers will teach them how to write their name,               
learn the alphabet, numbers, colours, etc.  

r. Additional Job Descriptions of Staff 

NOTES:  

These job descriptions are intended as guidelines only.  Duties change as circumstances require 
them.  Occasionally, the board appoints people to perform ad hoc jobs. 

As a rule, directors and volunteers are responsible for any typing associated with their jobs; 
typing for others is not a responsibility of the Secretary/Treasurer. 

The Board of Directors meets monthly. General Membership meetings are held approximately 
every 2 months. 
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With regards to Professional Liability, a director who works in a profession that includes: health 
care, mental health care, child care, law, and construction, may be liable at a higher level than 
other directors due to “tort”. Directors are advised that they should be aware of their professional 
association/insurance policies. They are not required to purchase additional insurance. 
Amendments 

i. Amendments made to these Policies and Procedures may be made at any time by              
a simple majority of the Board. 

ii. The Constitution shall take precedence over the Policies and Procedures of the            
nursery school. 

s. Board of Directors (7 Positions) 

The Board holds monthly (ten in total) meetings in the evening.  All Board Members are 
required to attend all meetings. 

PRESIDENT ● Board Member. 
● The President is responsible for the overall operation of the nursery school.   He/she prepares the agenda and 
chairs all General and Board Meetings, is a signing officer, chairs a Hiring Committee (if necessary), and 
coordinates negotiations of teachers’ contracts and building lease contracts in May.  
● The President works closely with the Secretary/Treasurer and reviews all draft minutes, making changes where 
necessary prior to their final distribution to members.  
● The President works closely with teachers and other members of the Board to ensure the smooth running of the 
school and its programs. The President also acts as a support person for the Property  Chair and the Teaching 
Supervisor in any negotiations between the City of Toronto and the Nursery School and the 
New Toronto Lawn Bowling Club.   
● The President manages all members of the Cooperative to ensure that members are aware of their jobs and 
responsibilities and keeps lines of communication open.  
● The President ensures that all amendments to the corporation status, 
bylaws, articles, and other membership manual changes are updated on a regular basis.  
● 
Any issues jeopardizing the existence or reputation of New Toronto Cooperative Nursery School are the responsibili
ty of the President and the Board as a whole.  
 
VICE-PRESIDENT● Board Member. 
● The Vice President takes on the President’s responsibilities in 
his/her absence and provides general assistance to the President as needed.  
● The VP is responsible for managing the Scheduler.  Prior to each term, the VP will communicate any relevant 
Board information to the Scheduler so that they can prepare the duty day/snack schedule.  Along with the Teachers, 
the VP will review the duty schedule prior to it being sent out to the membership. The VP is responsible 
for following up on any missed duty days and ensuring that the appropriate penalties are enforced.  
● The VP is responsible for organizing an orientation day for all new duty day volunteers.  They will also be 
responsible for training any new members throughout the year. 
● As our representative to the Parent Co-operative Preschool Corporation (PCPC), the Vice-President must review 
any PCPC updates and changes that may affect the school’s bylaws and operations. He/she may be asked to research 
other cooperatives using the PCPC network. 
● The PCPC Representative represents the school and therefore is responsible 
for performing all requirements of the PCPC Corporation.  
● In the spring, the VP compiles a list of everyone’s job selections for the following year’s membership to be 
reviewed by the board and teachers. 
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● 
Any issues jeopardizing the existence or reputation of New Toronto Cooperative Nursery School are the responsibili
ty of the President and the Board as a whole. 
 
SECRETARY/TEASURER● Board Member. 
● The Secretary/Treasurer is a signing officer (along with President).  
● The Secretary/Treasurer prepares and distributes the minutes of both board and general meetings to the whole 
membership and teachers within one week of the meeting.  The Secretary/Treasurer must ensure there are copies of 
all minutes on file at the school.  
● The Secretary/Treasurer takes attendance at all meetings and collects 
all penalties associated with missed meetings or late pick up of children.  
● The Secretary/Treasurer prepares the annual budget.  He/she reviews financial statements provided by the 
Bookkeeper prior to General/Board meetings.  
● The Secretary/Treasurer may be asked to attend occasional City of Toronto meetings in relation to grants or other 
financial matters.  
● The Secretary/Treasurer is responsible for getting all floats for any fundraising events from the Bookkeeper. 
 
FUNDRAISING CHAIR● Board Member. 
● Fundraising projects are undertaken on an annual basis to supplement fee revenue and meet budget expense 
requirements.  The role of the Fundraising Chair is to determine, with the Board, the goal amount of funds that need 
to be raised in the school year and the projects or events that will be done to raise the target amount.                            
  
● The Fundraising Chair oversees the members of the Fundraising 
Team and ensures their individual duties are being completed.  Meetings are recommended to ensure all fundraising 
projects are on track.  
● Responsible for reviewing last year’s projected and actual fundraising amounts and setting target amounts for the 
current year.  Responsible for preparing an annual report of all fundraising initiatives and maintaining a 
binder/Google Drive of relevant information to be passed from one year to the next. 
 
 
 
REGISTRAR● Board Member. 
● The Registrar organizes and coordinates all registrations. The Registrar coordinates changes to registration 
material and procedures under Supervisor’s direction.   He/she ensures that all registration packages are complete 
and filed at the school prior to the children’s first day.   
● He/she maintains the school membership list and distributes copies to the teachers and membership when there 
have been changes. The membership list must be distributed no later than the first week of September.  
● The Registrar puts potential members in touch with the Supervisor if they would like a tour of the school.  
● It is the Registrar’s responsibility to inform the teachers and Board members about any changes in the membership 
(i.e. new families joining the program or families leaving).  
● The Registrar is one of the Police Record Check contact persons.  
 
PROPERTY CHAIR● Board Member. 
● The Property Chair coordinates maintenance/housekeeping matters for the school.  He/she is the liaison for the 
cleaning company and snow removal service.  He/she assesses housekeeping, maintenance and repair needs with the 
teachers as they arise, and completes required work or informs the City as appropriate. As the principal contact with 
the City of Toronto and the New Toronto Lawn Bowling Club, he/she monitors the 
occupancy agreement and recommends any amendments required to the Board.  
● The Property Chair manages the Property Team and ensures that their duties are carried out. 
● The Property Chair is responsible for the building’s water testing (every 3 years).  
● The Property Team is responsible for the Monthly and Seasonal playground inspections, under direction of the 
Supervisor, prior to the first school day of each month/season. 
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● The Property Team is responsible for classroom set-up on Labour Day and tear-down the week after school ends 
in June. (All equipment is stored in the shed over the summer.)  
● The Property Team will steam clean the carpet 3x/year (prior to Labour Day, Winter Break and March break) and 
power wash the outdoor play structure & toys 2x/year (prior to Labour Day and March break).  
● The Property Team must ensure that locks are lubricated and that light bulbs, fuses, furnace filters and all 
housekeeping supplies are kept up to date.      
● The Property Team is responsible for seasonal clean-up of the walkways, porch and playground (raking leaves, 
weeding, shoveling snow, salting walkways).  They may also need to arrange for new wood chips for the walkway 
and/or fresh sand for the playground.     
● The Property Team is responsible for coordinating the monthly toy cleanings (part of everyone’s membership 
agreement), making sure that all members participate during their scheduled month. 
 
PUBLICITY CHAIR● Board Member. 
●The Publicity Chair/Website manager is responsible for the overall operation of the school’s    website.  
Content updating as well as enabling more online resources such as .pdf documents    (application  
package, parent handbook, etc.) as required.  They may be asked to arrange for new photos to be taken. 
● He/she will be responsible for updating and maintaining the school Facebook page by posting details of upcoming 
events and sharing photos and information (no photos of children to be posted without express permission from their 
parents). 
●The Publicity Chair will take out ads in the local papers to advertise our Open House and Registration Nights. 
● He/she will oversee the creation of all necessary publicity flyers, posters & banners. 
●The Publicity Chair oversees the Publicity Assistant and ensures their duties are being completed.  
● He/she will assist the teachers in maintaining and/or updating the school laptop if required.  
●The Publicity Team may be asked to conduct market research into other schools so that the Board can make 
decisions about fees, hours, duty days, etc. 
 
t. Non-Board Positions (12+ Positions) 

 
SCHEDULER 
● The Scheduler organizes the Duty Day/Snack Schedule and distributes it on a timely basis, giving the membership 
enough advance notice to make arrangements for duty days.  The schedule should be done in block periods of time 
corresponding to the three terms of school. The first schedule distributed should cover September to December, the 
second should cover January to March Break and the final schedule should cover from March Break until the end of 
the school year in June.  In setting up the schedule, the Scheduler will make every reasonable effort to accommodate 
a member’s general or ongoing scheduling problems in advance.  The Scheduler is not responsible for adjusting the 
schedule once it is established (individual members must make their own arrangements at that point).  
● The Scheduler reports to the VP.  Prior to each term, the VP will communicate any relevant Board information to 
the Scheduler so that they can prepare the schedule.  The Teachers and the VP will review the duty schedule prior to 
it being sent out to the membership. 

 

ASSISTANT REGISTRAR/MEETING HOST 
● The Assistant Registrar takes on the Registrar’s duties in his/her absence.  
● The Assistant Registrar is responsible for submitting and tracking all police checks for duty parents.  Parents 
cannot begin duty days until their police check has been received by the Teaching Supervisor and all police checks 
will be kept on file at the school for the entire school year (locked in the file cabinet to ensure confidentiality).  
● As meeting host, the Assistant Registrar is responsible for arriving half-an-hour early to unlock the gates, turn on 
the flood lights and porch light, and set-up the chairs prior to all general meetings, open houses and registration 
nights.  They are also in charge of tidying up the classroom, putting away the chairs, turning out the lights and 
locking the gates. If the Host is unable to attend a meeting, it is his/her responsibility to find a replacement.  
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● The Assistant Registrar is responsible for sending invitations to the current, alumni and interested families for all 
open houses and registration events. 
● Responsible for adding all current members to our Mail Chimp list. 
 

PUBLICITY ASSISTANT  
● Creating, printing and distributing flyers for fundraising events, Open Houses and registration days 
throughout the year to community organizations (e.g. libraries, pools, drop-ins, rinks, etc.) as well as door-to-door 
flyer-ing if necessary.  
● The Publicity Assistant will help the teachers host a welcome event (for example, a potluck) in September.  
● The Publicity Assistant will prepare and copy parent surveys for distribution and collection once/year (template on 
file at school). 
●The Publicity Team may be asked to conduct market research into other schools so that the Board can make 
decisions about fees, hours, duty days, etc. 
 

SHOPPING PARENT 
● The Shopping Parent is responsible for buying basic supplies for the school, such as coffee, tea, cleaning and 
paper products, etc. as needed. The teachers will also provide regular shopping lists relating to classroom needs (e.g. 
special craft materials and bags of sand for the sand table).  
● The Shopping Parent will receive a float from the Bookkeeper and must keep all receipts.  He/she will complete 
an expense report listing all purchases.  The Shopping Parent is expected to make every reasonable attempt to 
purchase goods at the best prices.   
● The Shopping Parent may also be asked to pick up supply orders from vendors once or twice a year (such as 
Scholar’s Choice in Mississauga and Avron in Vaughan). 
● Costco membership and vehicle are required.  
 

SCHOLASTIC PARENT 
● The Scholastic Parent coordinates orders for Scholastic Books once a month. Scholastic is a company that sells 
quality children’s books at reasonable prices through schools. Reading is promoted to children and the school 
benefits by receiving free books based on the number of books sold. Parents are not obligated to make purchases.  
● This job involves: 

- collating and distributing the flyers to parents along with a letter listing suggestions and a submission 
deadline 

- collecting parents’ orders and payments and submitting orders online 
- distributing books to parents when they’ve arrived  
- liaising with teachers to order books for the classroom, create wish lists, etc. 

 
FUNDRAISING TEAM (4 FAMILIES) 
● Tasks related to the auction may include, but are not limited to: creation of event materials i.e. posters, 
information packages, tickets, etc; maintenance of lists;  sourcing and liaising with event locations re: payment, 
permits, date availability, etc; requesting and coordinating donations, purchasing and/or collecting supplies; thank 
you letters, preparing tax receipts, sourcing/ liaising with entertainment: face painter, balloon artists etc. as required. 
● Other non-auction tasks may include coordination of Samko/Miko sale fundraiser (3x/year), food fundraisers (i.e. 
MacMillan’s) as per Board’s direction, Mable’s Labels etc.  
● Will be expected to attend fundraising and subcommittee meetings as required.  
● Although everyone has assigned tasks, you will be required to attend and assist with all fundraising events. 
 

PROPERTY TEAM (3 FAMILIES) 
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● The Property Team assists the Property Chair with building maintenance and repairs. 
● The entire Property Team will be called on by the Property Chair to help with setting up and putting away 
equipment and furniture in September and June.   
● The entire Property Team will be called on by the Property Chair to help with snow shoveling and salting the 
walkways before 9:15 am in winter months.  
 
 
 
 
 
(u) Program Statement Implementation Policy 
 

The New Toronto Cooperative Nursery School ensures that all new staff and volunteers review 
the program statement prior to interacting with the children and annually after that; and that all 
staff and volunteers review the program statement at any time that it is modified.  Staff and 
volunteers will sign the Formal Policies Declaration Form annually to confirm understanding and 
compliance.  These records will be kept for 2 years. 

The Program Statement will be reviewed at least annually by the Teaching Supervisor and 
President, or sooner, based on Ministry of Education information, policy changes or board 
suggestions. 

Initial implementation of this program statement is as follows: 

● Ensure program statement is complete and reviewed by board members by January 2016 
● The program statement will be emailed to the Ministry of Education advisor in April for 

review 
● Ensure all aspects of statement are being followed by May 2016 

How we ensure the Program Statement is being implemented: 

- Teachers meet monthly to discuss program implementation and student observations. 
- Teachers record weekly student observations, photo documentation and ELECT skills 

using the Hi Mama app to be sent to parents. 
- Teachers prepare Individual Support Plan as well as Behaviour Guidance Plans, as 

needed, working with parents and outside support staff. 
- Teachers prepare annual progress reports in May, and will meet with parents at any time 

throughout the year to discuss their child’s development. 
- Teachers will maintain a portfolio for each child that will contain work samples, photos 

and art. 
- Teachers post the weekly program plans and monthly newsletters on the bulletin board, 

as well as sharing newsletters via email. 
- Teachers provide regular classroom updates to families at the Board and General 

Membership meetings. 
- Teachers prepare photo documentation displays that are posted in the classroom. 
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- Teachers monitor all duty parents/volunteers to ensure proper child guidance techniques 
are being used and that they are providing children with opportunities for independence 
and inquiry.  A written report will be completed for each duty parent/volunteer, who will 
sign it to acknowledge receipt (as per Behaviour Management Monitoring Policy, section 
K (n)).  Any contravention to the Child Guidance Policy (section K (d)) will be addressed 
according to Board policy. 

- Teachers attend regular training days provided by Toronto Children’s Services, the 
Ministry of Education, and Toronto Public Health, as well as workshops regarding child 
guidance and development.  

- Teaching Supervisor arranges annual fire inspection, playground inspection, and pest 
control measures. 

- Teaching Supervisor verifies annual review of all policies and procedures with staff and 
ensures their police checks, First Aid/CPR-C certificates and immunizations are 
up-to-date. 

- Teaching Supervisor files all staff/duty parent police checks, and ensures everyone has 
signed annual offense declarations. 

- Teaching Supervisor and Board President review membership manual and all policies 
and procedures annually, or sooner if needed. 

- Board President ensures all members sign confidentiality agreements, coordinates 
meetings, and ensures all members are following procedures. 

- Board President conducts annual review of Teaching Supervisor and ensures Staff 
Training and Development Policy is being followed. 

- Board President and/or Publicity Chair provide members with a survey at least once per 
year so they can give feedback.  Teachers will use this survey to review the impact on the 
children and their families of the strategies set out in the program statement. 

- Board Vice-President coordinates duty parent training day, and Teachers facilitate. 
- Board Vice-President ensures all duty parents have signed the Formal Policies 

Declaration Form prior to their first day. 
- All volunteers/duty parents follow strategies set out in the program statement, as well as 

all formal policies as outlined in the manual.  
- Board Registrar collects all immunization and student/duty parent records, and ensures 

they’re filed at the school. 
- Board Registrar submits police checks and tracks progress. 
- Scheduler creates the snack schedule as per Canada’s Food Guide recommendations. 

Policy & Procedure Compliance and Contraventions 

In order to ensure that all Staff and Members are in compliance with our policies, procedures and 
individualized plans, all Staff and Members are required to read the manual annually and sign the 
Formal Policies Declaration Form (Appendix E) stating that they have read and understand all 
formal policies in sections E & K.  

Members sign a Volunteer Agreement (Appendix A) as part of their registration package, which 
outlines the responsibilities of members of the cooperative.  This form states “Failure to comply 
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with the Volunteer Agreement may result in expulsion of a member, as outlined in the by-laws of 
the New Toronto Cooperative Nursery School.” (See Appendix Article 5: Expulsion of 
Members). 

Compliance will be monitored through: 

- Duty parent orientation day (facilitated by Vice-President and Teachers) 
- Membership general meetings (Board President to provide reminders regarding rules, 

routines, expectations) 
- Teacher reminders and training on duty days (guidance, supervision, directions) 
- Performance checklists/feedback provided to all duty parents and staff regarding 

Behaviour Monitoring Policy (completed by Teaching Supervisor and shared with Board 
of Directors as needed)  

- Performance review for Teaching Supervisor completed by Board President  

Any contraventions to the policies and procedures will be brought to the Board’s attention, and 
will be handled according to the individual policy descriptions (i.e. Child Guidance Policy, 
section K(d); Behaviour Management Monitoring Policy, section K(n); Child Behaviour 
Assessment Policy, section K(r)). 

Any contraventions to the Program Statement or other policies will be recorded in Appendix J, 
and the full description of the incident and resolution will be found in the board meeting minutes. 

 
(v) Employee Training and Professional Development Policy 
 
Training and Development is defined as any initiative to increase or improve employee job skills, 

enabling employees to enjoy maximum levels of career achievement and job satisfaction. 
 
NTCNS is committed to providing the highest quality child care through ongoing employee 
training and development. It is our belief that the quality of the program depends on employees 
having knowledge of current theory and practice in the early childhood profession.  
 
It is the responsibility of the Supervisor to ensure that opportunities for employee training and 
development occur. Employee training and development can occur through orientation, regular 
supervision, special workshops or meetings, and through attendance at courses or conferences.  
 
NTCNS will support employees in relation to continuous professional learning.  
 
NTCNS will make available funds, in amounts to be approved by the Board, for employee 
training and development. Employees wishing to pursue training and development opportunities 
will submit a written request to the Board, which may or may not grant the request at its 
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discretion. Employees will be required to reimburse NTCNS for funds paid out for employee 
training and development opportunities which they do not attend.  
 
Approval for courses is at the discretion of the Board, and payment is upon successful 
completion of the course. A receipt and pass mark must be provided. 
 
 
EXPECTATIONS OF DUTY DAY PARENTS 

i. ARRIVE ON TIME.  8:45 a.m. 

ii. Follow your duty card carefully for set-up and other responsibilities. 

iii. Become involved with children in your area(s) of supervision, keeping safety of            
children a priority. 

iv. Keep talking to other adults to a minimum. 

v. Remind and help children to tidy up an activity before they move on to another               
one. 

vi. Ask a teacher for clarification or direction if you are unsure of something. 

vii. Stay until all clean-up of the school is complete and all children have been picked               
up. (Arrange with another parent to take over your responsibilities if you must             
leave before finishing). 

viii. Members are responsible for finding a replacement from the Membership when           
unable to do their duty day. In the co-operative spirit, it is hoped that people will                
‘trade’ duty days to meet last minute scheduling needs if necessary. There is a              
fine for missed duty days when a replacement is not found as the quality of the                
program is affected. The fine is 1 extra duty day plus $30 (the $30 goes to the                 
emergency parent who is called in to cover the day). If 3 duty days are missed                
without finding an appropriate replacement, the family’s membership in the          
school will be reviewed by the Board. 

If we are to achieve a high quality program, the meeting of these expectations is crucial!  Your 
role on duty days is to act as an assistant to the teachers, and this is important.  We can be 
proud of this school environment and of the rich experience provided for our children when 
we strive to do our best and keep the standards high!! 

G. DUTY DAY SKILLS 

u. Unacceptable Behaviour of Children 

i. Any unsafe behaviour (danger to child, others, or environment). 
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ii. Behaviour that interferes with other children’s play. 

iii. Behaviour that is inappropriate for the environment or particular situation. 

1. When limiting this kind of behaviour, let the child know the reason why. 

2. Most inappropriate behaviour has an acceptable alternative and, when at          
all possible, offer it. 

Examples: 

“Running is an outside activity.  Please use your walking feet.  Let’s try it.” 

“Blocks are for building with, so let’s build a tower instead of throwing them.” 

v. Setting Limits 

i. Sometimes you need to set a limit for a child. 

ii. Put the onus on the child. 

iii. Limits are not intended to be punitive. 

Example: 

“If you can’t remember not to crash into the other cars and trucks, then you’ll 
have to leave the cars and trucks and I will help you find something else to do.” 

w. Social Skills 

Here are some of the main social skills we would like to instill in our children: 

i. Sharing 

ii. problem-solving skills 

iii. self-control 

iv. consideration for others 

v. independence and dependence (in healthy balance) 

vi. co-operation skills (giving and getting help) 
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x. Handling Disputes 

i. Stop, watch and listen to what is happening before jumping in to solve problems              
(unless children are being hurt). 

ii. Ask yourself: “Can they solve these themselves?” and “What social skills can            
they learn from this situation?” 

iii. If they seem to need adult help, ask them: “Is there a problem?” Do this at their                 
eye level. 

iv. Listen to both sides. If you don’t know who had it first or who hit first, don’t try                  
to guess. That is not really the issue. Try to state for them the real problem. For                 
example, “The problem is that you were using that hat, Robin, and Alex wanted it,               
so he grabbed it from you.” 

v. See if they can come up with an acceptable behaviour to replace the unacceptable              
one, e.g.  asking instead of grabbing. 

vi. Give them the words to do this if necessary. For example, “Alex, ask Robin if               
you may use that hat when she is finished.” 

vii. Try to avoid lectures on sharing or self-control. 

viii. Let the child who is performing the unacceptable behaviour know that you            
understand what he or she is feeling. For example, “You would really like to              
wear that hat right now, wouldn’t you Alex? But Robin seems to be using it.               
What could you do?”  Give the child the opportunity to suggest a solution here. 

y. Snack Schedule 

i. The snack menu is prepared by the Scheduler and can be found on the duty day                
schedule. Snacks are based on Canada’s Food Guide and typically include           
something from three (3) of the four food groups. Examples include: cheese,            
crackers, fruit, raw vegetables, rice cakes, muffins, small sandwiches, dry cereals,           
etc. If you must substitute an item on the snack schedule (if it’s too costly or out               
of season), please remember to note the substitution on the calendar in the             
kitchen. 

ii. The children will be given water to drink at snack time unless otherwise             
requested. 

iii. Please be aware of allergies.  

iv. No peanut butter or nut products of any kind are allowed in the school. 
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v. Snack portion size should be considered, and a child should not be given an              
amount of snack that interferes with appetite for lunch time. Please bring enough             
snacks for 16 children.  They may ask for seconds. 

vi. It is a good idea to prepare food items ahead of time if possible (e.g. slice cheese,                 
cut grapes in half, etc.) If you prepared ahead of time, please keep in mind the                
peanut allergies while preparing. (Sanitize utensils and prep area). Any food that            
is a choking hazard (especially grapes and carrots) should be cut in half.  

vii. Some days, cooking or food preparation may be part of the curriculum. If you are               
responsible for snack on one of these days, the teachers may request you bring in               
specific items. 
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H. SAMPLE DUTY DAY CARD (WE MAY HAVE 1 OR 2 PARENTS/DAY DEPENDING ON             
NUMBERS) 

 
DUTY DAY CARD:  WHEN 1 PARENT IS ON DUTY  

  
IN CASE OF EMERGENCY: 

ASSIST TEACHERS IN TAKING CHILDREN OUTSIDE USING CLOSEST EXIT. 
ENSURE EXIT DOORS/WINDOWS ARE CLOSED.  CONGREGATE IN SAFE AREA 
AS DESIGNATED BY TEACHER OR AT EMERGENCY EVACUATION SITE – 155 

LAKESHORE DRIVE. 
  

PLEASE TELL TEACHERS ABOUT ANY INJURY TO A CHILD. 
ONLY TEACHERS ARE TO ADMIT OR DISMISS CHILDREN AT THE GATE OR 

DOOR. 
  

-  Write any adjustments to the day's snack on the schedule posted in kitchen.  
-  Check class list for food allergies and diet restrictions and prepare substitutions if 
necessary.  
-  Fill red art bucket ½ full of warm water and a little detergent. Place on counter.  
-  Fill Brita pitcher of water for snack. Put your snack on the two trays and place in fridge.  
-  Prep snack table: spray table with bleach/water solution. Let air dry.  
-  Stock snack trolley with: tray of clean glasses half full of water, tray for dirty dishes, bin 
(with a bag) for compost, refill napkins. Finish all snack prep by 9 am.  
-  IF PLAYGROUND IS OPEN: Rake sand, check for debris, wipe down slides & teeter 
totters if wet, sweep spider webs off playground and pull out toys from the shed using the 
cue cards. When you return inside, fill out the playground checklist and return the shed 
key to the hook.  
-  IF PLAYGROUND IS CLOSED: Clean the washrooms:  Wearing rubber gloves use 
spray cleaner  around bathroom sink and taps, on toilet seats, on top of step stools and 
floor area around base of toilets. Wipe dry with clean paper towels.  Check for adequate 
supplies of toilet paper, paper towels and liquid soap.  Empty garbage cans.  
-  Please return to the classroom by 9:15 for the children’s arrival.  
-  SNACK STATION: Once children have settled in, take out one of the snack trays from 
the fridge and let teachers and children know that the snack station is open. As children 
come over, help them to wash their hands and serve themselves from the tray – with 
tongs or spoons!  Children must stay seated while they eat.  Children should clear their 
own cup and garbage and wash hands before they leave.  Place a checkmark beside 
their name on the chalkboard so we know who has eaten. Replenish snack tray as 
needed.  
-  If there’s no one at snack: help in the art area. Print children’s names on back of artwork 
in lowercase letters. Check spelling list on wall and use last initial if needed.  Help them 
wash hands.  
-  At 10:15, announce last call for snack.  Encourage any children who haven’t come over. 
Remove snack tray at 10:30.  Then close sand table, art easel and the two activity tables. 
Spray round tables & snack table with disinfectant and let air dry. 
-  At 10:40, teachers and children will tidy up play area and head to circle time.  During 
circle time, you can begin your clean up routine: sweep around tables, wash dishes, 
wash art materials.  
-  After circle, assist the children to get ready to go outside.  Help with outside supervision.  
-  At 11:30, put all toys away in the shed while the teachers supervise dismissal. 
CHILDREN SHOULD NOT ENTER THE SHED.  Ensure shed is locked.  
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-  After children have been picked up, return inside to finish cleaning.  Follow kitchen 
cleaning checklist and sign. (If playground is closed, don’t mop until after children have 
left at 11:45).  THANK YOU FOR YOUR HELP! 

FORMAL POLICIES 
a. Emergency Management Policy and Procedures 

This policy will provide clear direction for staff and duty parents to follow to deal with emergency                 
situations in order to support the safety and well-being of everyone involved. 

Staff will follow the emergency response procedures outlined by following these three phases: 
1. Immediate Emergency Response; 
2. Next Steps during an Emergency; and 
3. Recovery. 
Staff will ensure that children are kept safe, are accounted for and are supervised at all times during an                   
emergency situation.  

For situations that require evacuation of the child care centre, the meeting place to gather               
immediately will be located at: 155 Lakeshore Dr. (the apartment building next door).  

If it is deemed ‘unsafe to return’ to the child care centre, the evacuation site to proceed to is located                    
at: 110 Eleventh St. (New Toronto Public Library). 

Note: all directions given by emergency services personnel will be followed under all circumstances,              
including directions to evacuate to locations different than those listed above. 

For any emergency situations involving a child with an individualized plan in place, the procedures in the                 
child’s individualized plan will be followed. If any emergency situations result in a serious occurrence,               
the serious occurrence policy and procedures will also be followed. All emergency situations will be               
documented in detail by Teachers in the daily written record. 

 Fire Drill Policy Statement 

The Teachers will practice fire drills with the staff and children once a month. 

NOTE:  The Fire Drill Procedure is to be posted in each room of school. 

1. The Teaching Supervisor sounds bell, picks up the emergency file binder           
and attendance list and walks toward exit door to be used. 

2. Children put all toys down, and quietly walk toward a teacher or duty             
parent, who will then direct them toward the proper exit. 

3. Children proceed with the Teaching Supervisor and duty parents out          
designated exit, walking quickly and quietly. The Teaching Supervisor is          
responsible for all children at this time. 
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4. The Teaching Assistant rechecks all nursery school rooms (including         
washrooms), for children and adults, and directs any remaining people out           
the designated exit. 

5. The Teaching Supervisor and Teaching Assistant ensure that the children          
are quiet, and names are called to ensure all are out of building safely. 

6. The Teaching Supervisor, Teaching Assistant and duty parents escort the          
children back into classrooms to resume activities. 

A complete fire safety plan, approved by the Etobicoke Fire Department, is kept in the 
Nursery School file along with copies of annual safety checks for all fire safety 
equipment, monthly fire drill records, and extinguisher and alarm checks. 

 

 Emergency Procedures 

For the purposes of these procedures, “staff” refers to the teachers and/or duty parents. Tasks to be                 
carried out specifically by the teachers will be referred to as such. 

 Phase 1: Immediate Emergency Response 

Emergency 
Situation 

Roles and Responsibilities 
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Lockdown 
When a threat is on,     
very near, or inside    
the child care centre.    
E.g. a suspicious   
individual in the   
building who is   
posing a threat. 

  

1) The staff member who becomes aware of the threat must inform all             
other staff of the threat as quickly and safely as possible. 
2) Staff members who are outdoors must ensure everyone who is outdoors            
proceeds to a safe location. 
3)    Staff inside the child care centre must: 
•       remain calm; 
•       gather all children and move them away from doors and windows; 
•       take children’s attendance to confirm all children are accounted for; 
• take shelter in the bathroom and/or under furniture with the children, if             
appropriate; 
•       keep children calm; 
•       ensure children remain in the sheltered space; 
•       turn off/mute all cellular phones; and 
•       wait for further instructions. 
4)    If possible, staff inside should also: 
•       close and lock all window coverings and doors; 
•       barricade the room door; 
•       gather emergency medication; and 
•       join the rest of the group for shelter. 
Note: only emergency service personnel are allowed to enter or exit the            
child care centre during a lockdown. 

Hold & Secure 

When a threat is in     
the general vicinity of    
the child care centre,    
but not on or inside     
the child care   
premises. E.g. a   
shooting at a nearby    
building. 

1) The staff member who becomes aware of the external threat must            
inform all other staff of the threat as quickly and safely as possible. 
 
2) Staff members who are outdoors must ensure everyone returns inside           
immediately. 
 
3) Staff inside must immediately: 
•       remain calm; 
•       take children’s attendance to confirm all children are accounted for; 
•       close all window coverings and windows; 
•       close and lock all entrances/exits of the child care centre; 
• place a note on the external doors with instructions that no one may              
enter or exit the child care centre; 
•       continue normal operations of the program; and 
•       wait for further instructions. 
 

Note: only emergency services personnel are allowed to enter or exit           
the centre during a hold and secure. 
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Bomb Threat 

A threat to detonate    
an explosive device   
to cause property   
damage, death, or   
injuries E.g. phone   
call bomb threat,   
receipt of a   
suspicious package. 

1)    The staff member who becomes aware of the threat  must: 
•       remain calm; 
•       call 911 if emergency services is not yet aware of the situation; 
•       follow the directions of emergency services personnel; and 
•       take children’s attendance to confirm all children are accounted for. 
 
A. Where the threat is received by telephone, the person on the phone             
should try to keep the suspect on the line as long as possible while another               
individual calls 911 and communicates with emergency services personnel. 
 
B. Where the threat is received in the form of a suspicious package, staff              
must ensure that no one approaches or touches the package at any time. 

Disaster Requiring  
Evacuation 

A serious incident   
that affects the   
physical building and   
requires everyone to   
leave the premises.   
E.g. fire, flood,   
power failure. 

  

1) The staff member who becomes aware of the disaster must inform            
all other staff of the incident and that the centre must be evacuated,             
as quickly and safely as possible. If the disaster is a fire, the fire              
alarm pull station must be used and staff must follow the centre’s fire             
evacuation procedures. 
 
2) Staff must immediately: 
•       remain calm; 
• gather all children, the attendance record, children’s emergency contact          
information, any emergency medication; 
• exit the building with the children using the nearest safe exit, bringing             
children’s outdoor clothing (if possible) according to weather conditions; 
•       escort children to the meeting place; and 
•       take children’s attendance to confirm all children are accounted for; 
•       keep children calm; and 
•       wait for further instructions. 
 
3) If possible, staff should also: 
•       take a first aid kit; and 
•       gather all non-emergency medications. 
 
4) Designated staff will: 
• help any individuals with medical and/or special needs who need           
assistance to go to the meeting place (in accordance with the procedure in a              
child’s individualized plan, if the individual is a child); and 
• in doing so, follow the instructions posted on special needs equipment or             
assistive devices during the evacuation. 
•       wait for further instructions. 
 
5) If possible, the site designate must conduct a walk-through of the child             
care centre to verify that everyone has exited the building and secure any             
windows or doors, unless otherwise directed by emergency services         
personnel. 
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Disaster – External   
Environmental 
Threat 

An incident outside   
of the building that    
may have adverse   
effects on persons in    
the child care centre.    
E.g. gas leak, oil    
spill, chemical  
release, forest fire,   
nuclear emergency. 

1) The staff member who becomes aware of the external environmental           
threat must inform all other staff of the threat as quickly and safely as              
possible and, according to directions from emergency services personnel,         
advise whether to remain on site or evacuate the premises. 
  
If remaining on site: 
1) Staff members who are outdoors with children must ensure everyone           
returns inside immediately. 
 
2)    Staff must immediately: 
•       remain calm; 
•       take children’s attendance to confirm all children are accounted for; 
•       close all windows and all doors that lead outside (where applicable); 
•       seal off external air entryways (where applicable); 
•       continue with normal operations of the program; and 
•       wait for further instructions. 
 
3)    Staff  must: 
• seal off external air entryways not located in program room (where            
applicable); 
• place a note on all external doors with instructions that no one may              
enter or exit the child care centre until further notice; and 
• turn off all air handling equipment (i.e. heating, ventilation and/or air            
conditioning, where applicable). 
  

If emergency services personnel otherwise direct the child care centre          
to evacuate, follow the procedures outlined in the “Disaster Requiring          
Evacuation” section of this policy. 
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Natural Disaster: 

Tornado / Tornado 
Warning 

1) The staff member who becomes aware of the tornado or tornado           
warning must inform all other staff as quickly and safely as possible. 
  
2) Staff members who are outdoors with children must ensure everyone           
returns inside immediately. 
  
3) Staff must immediately: 
•       remain calm; 
• gather all children; 
• take shelter in small interior ground floor rooms such as          
washrooms or closets; 
•       take children’s attendance to confirm all children are accounted for; 
• keep children away from windows, doors and exterior walls; 
•       keep children calm; 
•       conduct ongoing visual checks of the children; and 
•       wait for further instructions. 

Page 48 
 



NEW TORONTO CO-OPERATIVE NURSERY SCHOOL 
MEMBERSHIP MANUAL 

Natural Disaster: 

Major Earthquake 

1)    Staff must immediately: 
•       remain calm; 
•       instruct children to find shelter under a sturdy desk or table and away 
from unstable structures; 
•       ensure that everyone is away from windows and outer walls; 
•       help children who require assistance to find shelter; 
•       for individuals in wheelchairs, lock the wheels and instruct the 
individual to duck as low as possible, and use a strong article (e.g. shelf, 
hard book, etc.) to protect their head and neck; 
•       find safe shelter for themselves; 
•       visually assess the safety of all children.; and 
•       wait for the shaking to stop. 
 

2) Staff members who are outdoors with children must immediately ensure           
that everyone outdoors stays away from buildings, power lines, trees, and           
other tall structures that may collapse, and wait for the shaking to stop. 

3)    Once the shaking stops, staff must: 
•       gather the children, their emergency cards and emergency medication; 
and 
•       exit the building through the nearest safe exit, where possible, in case of 
aftershock or damage to the building. 
  
4)    If possible, prior to exiting the building, staff should also: 
•      take a first aid kit; and 
•       gather all non-emergency medications. 
 
5) Individuals who have exited the building must gather at the meeting            
place and wait for further instructions. 
  
6)    Designated staff will: 
• help any individuals with medical and/or special needs who need           
assistance to go to the meeting place (in accordance with the procedure in a              
child’s individualized plan, if the individual is a child); and 
• in doing so, follow the instructions posted on special needs equipment            
or assistive devices during the evacuation. 
•       wait for further instructions. 
 

7) The site designate must conduct a walkthrough of the child care           
centre to ensure all individuals have evacuated, where possible. 
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Phase 2: Next Steps During the Emergency 
1) Where emergency services personnel are not already aware of the situation, staff must notify              
emergency services personnel (911) of the emergency as soon as possible. 

2) Where the child care centre has been evacuated, emergency services must be notified of              
individuals remaining inside the building, where applicable. 

3) If the licensee is not already on site, the site designate must contact the licensee to inform them of                   
the emergency situation and the current status, once it is possible and safe to do so. 

List of Emergency Contact Persons:  

Local Police Department: 416-808-2222 

Site Supervisor: Jennifer Schmelter, 416-259-7874, 647-229-0697 

Board of Directors, President: Sandra Pachas, 416-827-2578 

4) Teachers must wait for further instructions from emergency services personnel. Once instructions            
are received, they must communicate the instructions to staff and ensure they are followed. 

5) Throughout the emergency, staff will: 

• help keep children calm; 
• take attendance to ensure that all children are accounted for; 
• conduct ongoing visual checks and head counts of children; 
• maintain constant supervision of the children; and 
• engage children in activities, where possible. 
  
6) In situations where injuries have been sustained, staff with first aid training will assist with               
administering first aid. Staff must inform emergency personnel of severe injuries requiring immediate             
attention and assistance.  
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8a) Procedures to Follow When “All-Clear” Notification is Given 

Procedures 1) The individual who receives the ‘all-clear’ from an authority must           
inform all staff that the ‘all-clear’ has been given and that it is safe to               
return to the child care centre. 
2) Designated staff who have assisted individuals with medical and/or          
special needs with exiting the building will assist and accompany these           
individuals with returning to the child care centre. 
3)   Staff must: 
•       take attendance to ensure all children are accounted for; and 
•       re-open closed/sealed blinds, windows and doors. 
4) The supervisor will determine if operations will resume and          
communicate this decision to staff. 

Communication with  
parents/ guardians 

  

1) As soon as possible, staff must notify parents/guardians of the           
emergency situation and that the all-clear has been given. 

2) Where disasters have occurred that did not require evacuation of the            
child care centre, teachers must provide a notice of the incident to            
parents/guardians verbally at pick-up and written through the Hi Mama          
notification app. 

3) If normal operations do not resume the same day that an emergency             
situation has taken place, the Supervisor and/or Board President must          
provide parents/guardians with information as to when and how normal          
operations will resume as soon as this is determined. 
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8b) Procedures to Follow When “Unsafe to Return” Notification is Given 

Procedures 1) The individual who receives the ‘unsafe to return’ notification from           
an authority must inform all staff of this direction and instruct them to             
proceed from the meeting place to the evacuation site, or the site            
determined by emergency services personnel. 

2) Staff must take attendance to confirm that all children are accounted            
for, and escort children to the evacuation site. 

3) Designated staff who have assisted individuals with medical and/or          
special needs with exiting the building will assist and accompany these           
individuals to the evacuation site. 

4) Staff will post a note for parents/guardians on the child care centre             
entrance with information on the evacuation site, where it is possible and            
safe to do so. 

5)    Upon arrival at the evacuation site, staff must: 

•       remain calm; 
•       take attendance to ensure all children are accounted for; 
•       help keep children calm; 
•       engage children in activities, where possible; 
•       conduct ongoing visual checks and head counts of children; 
•       maintain constant supervision of the children; 
• keep attendance as children are picked up by their parents, guardians            
or authorized pick-up persons; and 
•       remain at the evacuation site until all children have been picked up. 

Communication with 
parents/ guardians 

  

1) Upon arrival at the emergency evacuation site, staff will phone           
parents/guardians to notify them of the emergency situation, evacuation         
and the location to pick up their children. 

2)  Where possible, the supervisor will update the child care centre’s 
voicemail box as soon as possible to inform parents/guardians that the 
child care centre has been evacuated, and include the details of the 
evacuation site location and contact information in the message. 
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Additional Procedures for Next Steps During an Emergency 

As with any injury to a child, the teachers will fill out an incident report for any child who has                    
suffered an accident or injury related to the incident. Parents/caregivers will sign the report and               
will receive a copy via email. Teachers will fill out such paperwork once everyone is settled at                 
the evacuation site and/or after the children have been picked up. If the incident report isn’t ready                 
in time for pick-up, teachers will notify parents verbally in the meantime. 

  

Phase 3: Recovery (After an Emergency Situation has Ended) 

Procedures for 
Resuming 
Normal 
Operations 

  

The Supervisor will contact the Ministry of Education Program         
Advisor to notify her of the situation (and will complete the Serious            
Occurrence report directly after the incident, if needed). The         
Supervisor will also contact the insurance company regarding any         
claims. The President will review any legal documents (lease         
agreement, insurance contract, etc.) and will be prepared to update          
the Board on any such matters. The Property Chair will notify the            
Lawn Bowling Club and the City of Toronto building maintenance          
department should any repairs be needed. The Property Chair will          
oversee any such repairs. Should the school have to temporarily          
relocate during renovations, the Board will handle all relocation         
arrangements (including, but not limited to, finding a temporary         
space, signing a lease, arranging for furniture to be moved/stored,          
etc. The Publicity Chair will respond to any media and community           
inquiries, and will prepare a press release if appropriate.  

Procedures for 
Providing 
Support to 
Children and 
Staff who 
Experience 
Distress 

Teachers and duty parents will watch children for behaviours or          
questions stemming from stress. If deemed appropriate by the         
teaching staff, a special needs consultant will be brought in to work            
with any children suffering from emotional trauma. Teachers and         
duty parents who were involved will be encouraged to seek          
counselling either through their own medical insurance providers or         
through the LAMP Community Centre. 
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Procedures for 
Debriefing Staff, 
Children and 
Parents/ 
Guardians 

  

The teachers must debrief staff and children after the emergency,          
answering any questions and addressing any concerns. This will be          
done verbally during the next regularly scheduled classroom day.         
Duty parents/volunteers will be instructed on any items/behaviours        
to watch for and told to notify the teachers of any concerns (i.e.             
children’s stress, fears, anxieties). 

The Board President or Vice-President must debrief       
parents/guardians after the emergency, answering any questions and        
addressing any concerns. This may be done either via email, phone           
or in person, depending on the nature of the emergency. The           
incident should also be addressed at the next Board and General           
Meetings and any concerns or suggestions should be included in the           
meeting minutes. 

  

b. Medication and Medical Needs Policy 

It is the policy of the New Toronto Co-operative Nursery School to administer no medication to 
children, other than emergency medications for a life threatening illness or disease.  In these 
circumstances, only the Teaching Supervisor may administer medication.  No parent/caregiver 
on duty in the School will administer medication to children under any circumstances, with the 
exception of EpiPens. 

The following requirements under the Child Care and Early Years Act must be met: 

1. All medication must be kept in a locked container, with the exception of EpiPens. 

2. Written authorization and a schedule of administration for the medication must be            
given by the parent of that child, clearly stating times and amounts to be given. 

3. All medication to be administered to a child must be only from the original              
container or package, which is labelled with the child’s name, name of the             
medication, dosage, date of purchase, and instructions for storage and          
administration. Clear instructions from a doctor on the administration of masks,           
puffers, EpiPens, etc., must be provided to the Teaching Supervisor. 

4. If non-prescription medication is ordered by a doctor, it must also be labelled as              
above and written authorization from the doctor must accompany the medication. 

5. No medication requiring refrigeration will be administered as the refrigerator          
cannot be locked. 
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6. Only medication that meets all of the above requirements will be allowed in the              
School. 

7. The Teaching Supervisor only will administer any medication if necessary. In the            
Teaching Supervisor’s absence, the Teaching Assistant will be responsible for          
administering any medication. 

Regarding Children with Medical Needs 

Under the Child Care and Early Years Act, the teachers at NTCNS are required to develop an                 
individualized plan for each child with medical needs (including, but not limited to, asthma,              
diabetes, seizures, medical supports, and any acute or chronic medical conditions). This plan             
will allow the teachers to take all necessary steps to support the child’s medical needs and ensure                 
his or her inclusion in the program. 

The review of each individualized plan by employees and duty day volunteers supports the              
child(ren)’s ability to participate in the child care program, and provides staff with all necessary               
information to deal with any medical situation pertaining to the child. 

The individualized plan shall be developed in consultation with a parent of the child and with                
any regulated health professional who is involved in the child’s health care and who, in the                
parent’s opinion, should be included in the consultation.  

The plan shall include, 

(a) steps to be followed to reduce the risk of the child being exposed to any causative agents or                   
situations that may exacerbate a medical condition or cause an allergic reaction or other medical               
emergency; 
(b)  a description of any medical devices used by the child and any instructions related to its use; 
(c) a description of the procedures to be followed in the event of an allergic reaction or other                  
medical emergency; 
(d) a description of the supports that will be made available to the child in the child care centre                   
or premises where the licensee oversees the provision of home child care or in-home services;               
and 
(e) any additional procedures to be followed when a child with a medical condition is part of an                  
evacuation or participating in an off-site field trip. (*see Appendix M for template) 
 
For anaphylactic allergies, see the Anaphylactic Policy, section K(t). 
 
c. Serious Occurrence Policy 

SERIOUS OCCURRENCE POLICY AND PROCEDURES 

 
“Serious Occurrence” is defined as: 
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a) the death of a child who received child care at a home child care premises or child care 
centre, whether it occurs on or off the premises; 

b) abuse, neglect or an allegation of abuse or neglect of a child while receiving child care at 
a home child care premises or child care centre; 

c) a life-threatening injury to or a life-threatening illness of a child who receives child care 
at a home child care premises or child care centre; 

d) an incident where a child who is receiving child care at a home child care premises or 
child care centre goes missing or is temporarily unsupervised; or, 

e) an unplanned disruption of the normal operations of a home child care premises or child 
care centre that poses a risk to the health, safety or well-being of children receiving child 
care at the home child care premises or child care centre. 

 
The staff at NTCNS delivers services that promote the health, safety and welfare of the children 
in their care. As outlined in the Ontario Child Care and Early Years Act, it is the Centre’s 
responsibility to document by entering the information about the occurrence into the Child Care 
Licensing System (CCLS).  
 
In the event that the President, and/or Designate, is unable to access CCLS within the required 
time, they will inform the assigned Program Advisor directly via telephone or email within 
twenty-four (24) hours of becoming aware of the incident and complete a Serious Occurrence 
report in the CCLS as soon as the system becomes available. 
 
NTCNS will post a Serious Occurrence Notification Form (in the parent resource area near our 
licence) at the Centre when a serious occurrence has happened, within twenty-four (24) hours - 
including allegations of abuse or neglect. If NTCNS is unsure about when to post the Serious 
Occurrence Notification form in situations of allegations of abuse, they will contact their 
Ministry of Education Program Advisor. 
 
This notice will be posted for a minimum of ten (10) business days or from the date of the last 
update to the form as required. This form will ensure that all parents and visitors to NTCNS are 
aware of the Serious Occurrence. 
 
*Note: NTCNS will not post any identifying information on the Serious Occurrence Notification 
Form. 
 
Information posted must protect personal information and privacy and must not include: 

● Child or staff names, initials, and age or birth dates 
● Age group identifiers (e.g. preschool room; toddler room) 
● Allegations of abuse/mistreatment or unverified complaints will be posted at completion 

of follow up / investigation 
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This form is to be retained for at least three (3) years from the date of the occurrence and forms 
are available for current and prospective parents, licensing and municipal children’s services 
staff upon request. 
 

 
 
An annual summary and analysis report of all serious occurrences that occurred in the previous 
year is to be conducted and maintained on site for Ministry review. 
 
The annual analysis is to be used as a method of identifying issues, trends and actions taken. The 
analysis and record of actions taken in response to the analysis must be kept on file at NTCNS. 
In addition to ongoing reviews and follow-up to serious occurrences, licensing ministry staff will 
review the serious occurrence annual analysis during licence renewal inspections.  
 
Serious Occurrence categories include, but are not limited to: 

1. Death of a Child 
2. Allegation of Abuse and/or Neglect 
3. Life-threatening Injury or Illness 

a) Injury 
b) Illness 

4. Missing or Unsupervised Child(ren) 
a) Child was found 
b) Child is still missing 

5. Unplanned Disruption of Normal Operations 
a) Fire 
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b) Flood 
c) Gas Leak 
d) Detection of Carbon Monoxide 
e) Outbreak 
f) Lockdown 
g) Other Emergency Relocation or Temporary Closure 

 
The Supervisor and staff members are only required to notify the program advisor of a serious 
occurrence if the alleged abuse or neglect occurred while the child was receiving care at NTCNS.  
 
It is also important to note that registered early childhood educators (RECEs) are expected to be 
accountable for their actions as early childhood educators and to abide by the College of Early 
Childhood Educators’ Code of Ethics and Standards of Practice as well as all applicable 
legislation, regulations, by-laws and policies that are relevant to their professional practice.  
 
The Early Childhood Educators Act, 2007 and the Professional Misconduct Regulation state that 
it is an act of professional misconduct to “[contravene] a law, if the contravention has caused or 
may cause a child who is under the member’s professional supervision to be put at or remain at 
risk.”  
 
RECEs should familiarize themselves with reporting requirements under the Child and Family 
Services Act, and abide by them as the failure to do so is contrary to the law and may constitute 
professional misconduct.  
 
This policy will be reviewed with all staff members, students and volunteers of NTCNS at least 
annually, or as updates/changes occur. 
Lost Child Procedure: If a staff member, student or volunteer discovers a child missing they 
must: 

● Inform the Supervisor, or in the case of their absence, their delegate, immediately 
● Alert all staff members, students and volunteers 
● Provide a description of the child and how the child is dressed 

 
The Supervisor or delegate will: 

● Take charge of the situation 
● Direct staff members, students and volunteers available to search the Centre, playground 

and surrounding areas 
● Inform the Director of the Centre (if applicable) 
● A staff member who is not searching the premises will immediately contact the family 

(this is especially important as the family might have additional information about the 
child’s whereabouts) 

● If the child is not found within a reasonable amount of time, the local Police will be 
notified 
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● Record all actions taken and the times they occurred 
● Notify Board of Directors 
● Report as a Serious Occurrence to the Ministry within twenty-four (24) hours; copies 

should be sent to the Board of Directors; two (2) copies should be kept on file at the 
Centre, one (1) in the child's file and one in the Serious Occurrence file 

 
To follow up, the Supervisor should review with staff, students and volunteers, the reasons for 
the child's disappearance, and this should then be reviewed with the Board and recommendations 
made to prevent further incidents from occurring.  
 
Safety of the Building: In the event of an emergency in which the building has to be evacuated 
(fire, flood, bomb threat, etc.) the following steps will be taken: 

● Keep calm control of the children 
● Use methods outlined in the fire drill procedure to evacuate the building, meeting at the 

designated safe area (Lobby of 155 Lakeshore Dr.) 
● Count children and adults; ensure everyone is evacuated safely 
● Report to the Supervisor or their delegate if anyone is missing 
● Do not re-enter the building yourself 
● If the building is not safe to re-enter (the will only be deemed safe to re-enter by 

emergency personnel (i.e. fire, police, etc.), walk calmly to the emergency shelter 
location – if possible, notify the emergency shelter location before arriving 

● The emergency file must be taken 
● Upon arrival at the emergency shelter, families should be notified and advised of the 

situation 
● The Board of Directors should be notified as soon as possible 
● Document the incident thoroughly and complete a Serious Occurrence Form 

 
The Serious Occurrence Form should be sent to President of the Board. One (1) copy should be 
kept on file at the Centre. 
 
Provide follow up information as necessary. 
 
Accident/Medical Emergency at Centre: 

● Assess the situation and the environment 
● Apply appropriate first aid; do not move child/adult if unsure of injury; clear the area 

around the unwell/injured person 
● Keep the injured/unwell person calm; reassure and comfort; other staff, students or 

volunteers should comfort and support the other children; call for additional staff help if 
needed 

● Inform the Supervisor or delegate 
● Call appropriate emergency service (i.e. ambulance), if required 
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● The staff member, student or volunteer who witnessed the incident should go to the 
hospital with the injured/unwell person (if the incident involves a child and was 
witnessed by a student or volunteer, then a staff member must also go with the 
injured/unwell); the emergency treatment consent form and emergency card must be 
taken to the hospital; children should never be transported in a staff's vehicle, a taxi must 
be called, if an ambulance is not needed 

● Contact the family and advise them of the situation; notify the family as to where the 
child/adult is being taken, and arrange for them to meet at this location 

● The staff member at the hospital will call the school periodically to give updates of 
situation 

● The staff member will stay at the hospital until the parent or contact person arrives, and 
may need to stay longer if this person needs support 

● Inform the President of Board of Directors as soon as possible 
● An accident report will be filled in, signed by the family and filed, (in the case of 

sickness, a sickness report); if applicable, a Serious Occurrence Report will be filled out 
and copies sent to Board of Directors and Children's Services. 

 
Two (2) copies will be kept on file at the Centre, one (1) in the appropriate child or staff 
members file, and one (1) in the Serious Occurrence file.  
Provide follow up information as necessary. 
 
All accidents to children, no matter how minor they appear, must be reported immediately to the 
Supervisor. An accident form must be filled in and signed by the family and the Supervisor. One 
(1) form should be kept in the child's file, and one (1) in the completed accident form file. 
Playground accidents are kept in separate file. Accident forms are filed in child's files at the end 
of the school year. 
 
A deep bite that draws blood must be reported to the Public Health Department.  
 
Lost Child Off-Site: Before leaving the Centre, staff members, students and volunteers should 
know the number of children in the group, complete frequent head checks throughout the trip, 
especially during transitions, i.e. when getting on and off of transport, arrival at destination and 
departure. 
 
On trips, staff members should ensure they have with them at all times: first aid kit, attendance 
form, emergency cards, quarters and at least $10.00 in cash, as well as EPI- pens and asthma 
medication if applicable. 
 
If a child is discovered to be missing, the following steps should be followed; 

● The Supervisor or most senior staff member will take charge immediately 
● Children should be gathered in a group and supervision maintained in a secure and calm 

manner 
● A staff member, student or volunteer will be assigned to check the immediate area 
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● Inform any official in the area, i.e. park official: give description and ask for assistance 
● One (1) person should telephone the Centre to inform the Supervisor (if the Supervisor is 

not with the off-site group) and the Supervisor will call for Emergency Assistance – 911 
(if the Supervisor is with the group off-site, they will conduct the responsibilities 
included in this policy off-site); the Supervisor will send additional staff members, if 
necessary (and applicable), and arrange for safe return of all children to the Centre; the 
Supervisor will also call the family and advise them of the situation; set up a 
communication number with trip site if possible 

● If the Supervisor is not with the group off-site, a staff member should call the Supervisor 
with updates on the situation 

● If the Supervisor is not off-site with the group, the most senior staff member will 
continue to take charge of the situation, and the search will continue to broaden with all 
staff members, students and volunteers available, as directed by the Supervisor or 
emergency officials 

● Clear communication is essential 
● The Supervisor should notify Board of Directors as soon as possible 
● Report as a Serious Occurrence to Children's Services within twenty-four (24) hours 
● Complete a written Serious Occurrence Report; copies must be sent to Children's 

Services and President of the Board; two (2) copies should be kept on file at the Centre, 
one (1) in the child's file and one (1) in the serious occurrence file 

● Record all actions taken and times they occurred; as a follow up, the Supervisor should 
review with the staff, students and volunteers the reasons for the child's disappearance, 
this should then be reviewed with the Board, and recommendations made to prevent 
further incidents from occurring. 
 

d. Child Guidance Policy  

While assisting at the Nursery School as a duty parent, I shall never physically discipline by                
shaking, spanking or hitting, or restraining a child. Neither shall I use harsh or degrading               
measures with a child. A child must never be locked or isolated in a room for the purpose of                   
confining them. Locked exits are never permitted in order to confine children. Deprivation of a               
child’s basic needs including food, shelter or clothing are not permitted. Children shall not be               
made to eat or drink against their will. 

Child guidance is necessary and effective methods are to: 

1. re-direct unacceptable behaviour; 

2. suggest alternatives; 

3. set limits; 
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4. model acceptable behaviour; and 

5. seek the assistance of the teacher. 

If it is brought to the Supervisor’s and/or the Board’s attention that any parent is using 
inappropriate child guidance techniques, the following steps will be taken: 

1. The incident will be noted and depending upon the severity and specific            
circumstances, a representative of the Board and/or the staff may meet with the             
parent involved. 

2. If there is a reoccurrence with the same parent Member, a written description of              
the incident will be placed on file, signed by the Supervisor, the parent involved              
and the President. 

3. Any further reoccurrence of inappropriate child guidance may result in the Board            
asking the parent (family) involved to leave the program. 

4. If the initial incident of inappropriate child guidance is considered to be severe             
enough, the parent (family) involved may be asked to leave the Nursery School             
program after the initial incident. 

The investigation and findings process should not exceed seven (7) days and will include the 
following principles: 

1. All information collected must remain confidential; 

2. Staff and the Board must treat all complaints seriously and with sensitivity; 

3. Interference with an investigation or an attempt to coach or intimidate a witness             
should not be tolerated; 

4. Resolution of both formal and informal complaints should be documented. 

 (e) Sanitary Policy 

Effective hand hygiene removes transient bacteria on the skin and maintains good hand health. 
There are two methods of removing microorganisms on hands: 

1. Using a hand sanitizer containing 70% to 90% alcohol is the preferred method             
when hands are not visibly soiled and has been shown to be more effective than               
washing with soap and water. Hand sanitizer is available for use in various areas              
of the classroom. 

2. Using a hand sanitizer containing 70% to 90% alcohol is the preferred method             
when hands are not visibly soiled and has been shown to be more effective than               
washing with soap and water. Hand sanitizer is available for use in various areas              
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of the classroom. Children may use hand sanitizer, as long as there is parental              
consent. 

Indications for Hand Hygiene 
 
There may be several hand hygiene indications in a single care sequence or activity. 
 Examples are: 

- upon arrival to nursery school 
- before initial contact with children or handling items in the room; this should be done upon entry 

to any room 
- before putting on gloves when changing diapers or assisting with toileting (please follow specific 

instructions on Toronto Public Health signs posted in the children’s bathroom) 
- before preparing, handling or serving food 
- after care involving contact with blood, body fluids, secretions and excretions of children or 

staff, even if gloves were worn 
- immediately after removing gloves and before moving on to another activity 
- before and after handling pets 
- whenever in doubt 

 
Hand hygiene posters must be posted in each room as a constant reminder to staff, parents and 
children. If you see a child with their hands in their mouth or fingers up their nose, they must 
wash their hands while being supervised before continuing in any activities. 
 
Hand Care  
 
 Intact skin is the body’s first line of defence against bacteria. Therefore careful attention to skin 
care is important. All staff members and parents should be aware  of the presence of dermatitis, 
cracks, cuts or abrasions that can trap bacteria and compromise hand hygiene. Moisturizing skin 
care lotion is available at school for all staff and parents to use. Children may use hand 
moisturizer as long as there is parental consent. 
 
Gloves must be worn when it is anticipated that the hands will be in contact with mucous 
membranes, broken skin, tissue, blood, body fluids, secretions, excretions, or contaminated 
equipment and environmental surfaces. Gloves should be task specific and single use only. 
 
Pets and Animals 
 
Children may have contact with the following animals: dogs, cats, rabbits, birds, rodents (mice, 
hamsters, gerbils, guinea pigs), and fish. These animals must have an appropriate temperament to 
be around children and show no signs of disease. 
 
The following animals are prohibited: reptiles, amphibians, live poultry, ferrets, farm animals. 
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(f) Environmental Cleaning and Disinfecting 

Environmental cleaning and disinfecting is an important part of infection control. Surfaces are 
cleaned daily using various disinfectants, and/or a bleach water solution as explained in our daily 
classroom routines, and are completed by the duty parents or teaching staff.  
Tables and countertops used for food preparation and food service must be cleaned and 
disinfected before use, and before and after eating.  A bleach/water solution is used. 
Floor cleaning must be performed daily. 
Carpets must be vacuumed as necessary, cleaned promptly if spill occurs and shampooed/steam 
cleaned a minimum of 3 times a year (September before school starts, Christmas break and 
March break). 
 As well as daily cleanings, a weekly cleaning of the nursery school is provided by a caretaker.  
Duty parents complete a monthly general cleaning of  toys and equipment  while the school is 
open from September to June and on a daily basis, any contaminated toys, surfaces are cleaned 
immediately at the time of contamination.  
Reference is made to Toronto Public Health’s information sheet “Blood and Body Fluids” posted 
in the classroom for cleaning any blood or body fluids in the school. 
Any wooden toys, furniture or other equipment that cannot be soaked are carefully wiped down 
and disinfected with a clean cloth and bleach/water solution. 
High touch surfaces that have frequent contact with hands such as door knobs, computer mouse, 
light switches, and certain toys, require more frequent cleaning and disinfection than minimal 
contact surfaces and should be cleaned and disinfected at least daily, especially during any 
illness outbreak at the school. 
 
Frequency and Responsibility for Toy Cleaning and Disinfection 
 
Toys that are mouthed or that are otherwise contaminated by body secretions must be 
immediately removed and cleaned with water and detergent and then disinfected before handling 
by another child. 
All parents must sign up for a monthly clean up of toys in the classroom. All toys and equipment 
are cleaned following the Toy Cleaning Procedure in the monthly clean up binder. Parents 
complete the cleaning of toys and equipment as requested and sign off on the items cleaned.  
All toys are inspected for damage, cracked or broken parts as these may compromise cleaning. 
Any toy that is damaged is discarded unless a clean repair can be completed by the property 
team.  
Frequently used items will be cleaned weekly by the teachers. 
Toys must be washed in hot, soapy water prior to disinfection. A 1:100 dilution of bleach is used 
for disinfecting. The toys are then allowed to air dry before being stored. 
Any wooden toys that cannot be submerged are wiped down with a clean cloth and a 1:100 
dilution of bleach. 
Regarding sensory play, store-bought playdough will be discarded according to manufacturer’s 
directions. The sensory bin will be cleaned and disinfected each time sensory materials are 
replaced. The water table will be cleaned and disinfected after each use. 
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(g) Management of Infectious Disease Outbreaks 

Exclusion Policy 
 
NTNCS follows all guidelines established by Toronto Public Health in their publication 
“Guidelines for Common Communicable Diseases” (see section k below). 
Communicable diseases or prolonged illnesses shall be reported at one to the Teaching 
Supervisor. In some instances a note from a doctor may be required before a child is 
allowed to return to school. In the best interest of all children, staff and/or duty parents, 
we must be very careful about the spread of infection. For this reason, a child cannot be 
at school if they have: 
   

1. an undiagnosed or contagious rash 
 

2. an eye infection (a child must be on antibiotic eye drops for at least 48 hours 
before returning to school.) 
 

3. fever in the last 24 hours (if a child has a fever and you administer Tylenol or 
similar medication, please do not bring them to school.) 
 

4. diarrhea in the last 48 hours 
 

5. vomiting (your child should be symptom free for 24 hours) 
 

6. significant congestion or cough, problems breathing or a severe cold 
 

7. any other infectious diseases such as impetigo, hepatitis A, strep throat, chicken 
pox, etc. 
 
If in doubt, please err on the side of caution and keep your child at home. 

  
A child must be excluded from the nursery school program until it is clear that they are well and 
symptoms are gone. If there is concern that a child has not recuperated after an illness, the 
Teaching Staff or Board of Directors may request a doctor’s note, and the child may be excluded 
from the school until such time that the requested note is received. 
 
If a child becomes ill while at school, he/she will be isolated, and a parent or emergency contact 
will be notified to come and pick up the child as soon as  possible. Names, symptoms, dates and 
times of illness will be documented. 

 
A suspect outbreak exists when there is an increase in the baseline incidence indicating there 
are a higher than expected number of children and staff or duty parents who are experiencing 
similar symptoms of illness. Toronto Public Health Communicable Diseases Surveillance Unit 
should be consulted if there is a suspicion of outbreak at 416 392-7411. 
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Documentation must be kept on dates and times of illness and numbers of people involved, as 
well as types of symptoms and control measures taken. 
 
NTCNS is legally responsible for reporting outbreaks to TPH, and once the outbreak has been 
reported, NTCNS is required to: 
 

- follow all TPH recommendations and requirements 
- provide TPH the necessary information pertaining to children and staff and/or duty 

parents 
- facilitate the collection of stool specimens if necessary (after obtaining consent from a 

parent). This may be required if there  is a high proportion of ill children and/or staff/duty 
parents, or the symptoms are severe. 

- immediately report changes associated with the outbreak and provide updated 
information about the outbreak on a daily basis using the TPH Outbreak Line List (a tool 
that allows TPH to evaluate the extent of the outbreak by monitoring the number of new 
cases that occur each day). 

- communicate necessary information to the families of children attending NTCNS. TPH 
will provide NTCNS with a letter for parents once an outbreak has been declared. 

 
Ill children and staff/duty parents are to be excluded from the nursery school. In the case of an 
outbreak, AS A MINIMUM children and staff/duty parents can return to the nursery school 
when they have been symptom free of vomiting and/or diarrhea for 48 hours.  TPH will 
give updated directions regarding exclusion as required. 
 
Additional control measures include a review of hand hygiene practices, increasing the 
frequency of cleaning and disinfecting surfaces and toys, increasing the concentration of 
disinfectant and suspending certain communal activities such as sensory play. 
 
Any infectious disease outbreak will be declared over when the nursery school is clear of new 
cases that meet the case definition for the period of communicability of the causative agent plus 
the incubation period. 
 
(h) Child Biting Policy 

Human bites can be a very emotional issue for the children, parents and staff involved because of 
the small risk of transmitting blood-borne diseases like AIDS and Hepatitis B.  Therefore the 
staff and volunteer parents should take child biting seriously.  Any parents witnessing an incident 
of child biting must report it immediately to the Teaching Supervisor. 

The children involved will be examined to ascertain the extent of the injury.  If it is determined 
that the skin is not broken, the injury area will be thoroughly washed with soap and water and an 
ice pack may be applied to reduce swelling and discomfort.  The children will be spoken to about 
the incident in order to encourage more appropriate problem resolution.  If a child is known to 
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have bitten before, he/she will be supervised more closely in hopes of intervening before a 
disagreement escalates to a level of biting. 

Parents of children involved will be notified by the teaching staff of the incident and 
documentation of the incident will be done in the form of an incident report. 

Any incidents involving a bite where there is a break in the skin will be reported to Toronto 
Public Health at (416) 392-7411 only if the child is known to have HIV or Hepatitis.  When skin 
is broken by a bite, the area will be thoroughly cleansed with soap and water and antibiotic 
cream and bandages will be applied. 

(i) Infection Policy 

Routine Practices and Additional Precautions for the Prevention of Infection (Toronto Public            
Health) 

Routine Practices are the manner in which all body fluids from any individual should be 
handled in order to prevent the spread of infection. Routine practices recognize that infectious 
disease does not have to be evident to be present. 

Routine Practices are based on an understanding of the chain of infection which shows disease 
causing organisms must first be transmitted in the environment from an infected person, 
contaminate a new person and enter that person’s body. 

The single most important method of reducing the spread of infectious diseases is frequent and 
thorough hand washing with soap and water or hand disinfection with an alcohol based hand 
sanitizer. This activity prevents us from contaminating ourselves or those we care for with the 
germs picked up on our hands. 

Another way to protect yourself is by using barriers.  Barriers include disposable impervious 
gloves and aprons or gowns.  When used appropriately barriers reduce the risk of transmission of 
infectious diseases. 

Always remember to wash your hands thoroughly with soap and water prior to putting on gloves 
and after removing them.  Barriers are not a substitute for hand washing!  Hand washing with 
soap and water or hand disinfection with alcohol based hand sanitizers is the easiest and most 
convenient means available to protect against the acquisition and spread of a majority of 
diseases. 

 

Dealing With A Body Fluid Spill 

Potentially infective material should be handled in the following manner: 

1. Wash hands and put on protective barriers (gloves and/or gowns); 
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2. Wipe up or absorb the spill (minimize direct contact with the spill); 

3. Wash down the contaminated area with soap and water; 

4. Disinfect the area with a 1:10 bleach solution (1 part bleach to 9 parts water)               
allowing it to soak the area for 20 minutes; 

5. Dispose of any contaminated articles in a sealed plastic bag that can be placed              
into the regular garbage; and 

6. Wash hands thoroughly after cleaning up a spill and/or after removing the            
protective barrier(s). 

 Toileting and Diapering 

The following elements are necessary in order to prevent the spread and control of diseases while                
diapering: 

1. A designated diaper changing area with a suitable diaper change table/mat 

2. A separate and designated hand wash sink within the diaper changing area 

3. Single-use disposable gloves 

4. Separate diapers and ointments/creams for each child 

5. A suitable disinfectant 

6. Garbage disposal unit(s) 

Staff and parents will follow Toronto Public Health guidelines as posted in the washroom. These               
procedures will also be followed when helping children with their toileting. 

 

(j) First Aid Policy 

http://www.ontario.ca/laws/regulation/r15137#BK67  
Ontario Regulation 137/15, Section 58(2) states that: 
 

● Every licensee shall ensure that every employee working at a child care centre and every 
provider of home child care or in-home services has a valid certification in standard first 
aid, including infant and child CPR, issued by a training agency recognized by the 
Workplace Safety and Insurance Board or otherwise approved by a director. 

 
● The certification shall be a 2-Day Standard First Aid & CPR-C (adult/child/infant CPR) 
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● Time Required: 16 Hours 
● Standard First Aid qualifications are valid for three years. Recertification is then 

required. 
 
In accordance with this regulation, New Toronto Nursery School will require that as of 
September 1, 2016, all staff have valid First Aid Training as stated above. If duty parents are to 
be counted for the child:teacher ratio, they must also have valid First Aid Training as stated 
above.  In this case, it will be the responsibility of the duty parent to pay for First Aid training 
and provide proof of valid First Aid Certification to the Registrar. Proof of valid certification in 
Standard First Aid & CPR-C will be required before the first duty day. Where possible, NTCNS 
will facilitate organization of group training in Standard First Aid & CPR-C. 

 

(k) Guidelines for Common Communicable Diseases (Toronto Public Health) 

Please see table attached. 

Reportable 

Disease Signs & Symptoms Transmission Infectious Period Exclude? 

Chickenpox(Varicella-Z
oster virus) 

Generalized, itchy 
rash: Crops of small 
red spots turn into 
fluid-filled blisters that 
crust as they resolve. 
Other systemic 
symptoms such as 
fever. 

Airborne: Spreads 
easily from 
person-to-person 
through the air 
(coughing/sneezing). 
Contact:Direct 
contactwith the fluid 
from the blisters or 
respiratory secretions. 

1 to 2 days before 
the rash develops, 
until crusting of all 
lesions (usually 5 
days). 

No - If child 
feels well 
enough to 
participate. 

Norwalk(Norovirus) Sudden onset of 
watery diarrhea, 
abdominal cramps and 
nausea. Symptoms 
last from 24 to 60 
hours. 

Contact:Direct 
contactwith bodily 
fluids (contaminated 
hand to mouth). 
Indirect contact with 
contaminated food, 
water or other objects 
or surfaces 
contaminated with 
stool. 

For duration of 
diarrhea. 

Yes -24 hrs 
symptom free 
Or 
48 hrs 
symptom free 
during an 
outbreak. 

MeaslesAlso known 
asRubeola, Red 
Measles(Morbillivirus) 

High fever, cough, 
runny nose, red eyes 
for 2 to 4 days before 
rash starts. Rash 
begins on face as 
small red spots, which 
enlarge and clump 

Airborne: Spread 
easily from 
person-to-person 
through the air (Highly 
contagious). 
Contact: Direct 
contactwith respiratory 

3 to 5 days before 
onset of rash until 
4 days after onset 
of rash. 

Yes - Until 4 
days after 
beginning of 
rash and when 
the child is able 
to participate. 
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together and spreads 
down body. 

secretions of an 
infected person. 

Mumps(Rubulavirus) Swollen and tender 
glands at the jaw line 
on one or both sides of 
the face. May include 
fever, malaise, 
headache, inflamed 
testes and respiratory 
symptoms (especially 
for children aged five 
and under.) 

Droplet: From coughs 
and sneezes of an 
infected person to a 
distance of < 2 metres. 
Contact: Direct 
contactwith the saliva / 
respiratory secretions of 
an infected person. 

7 days before to 9 
days after onset of 
swelling. 

Yes - Until 5 
days after 
onset of parotid 
gland swelling. 

Pertussis Also known 
asWhooping 
Cough(Bordetella 
pertussis) 

Usually begins with 
runny nose and cough. 
Cough progressively 
becomes frequent and 
severe and may result 
in a high-pitch whoop 
sound. Loss of breath 
or vomiting after 
coughing bouts may 
occur. May last 6 to 10 
weeks. 

Droplet: From coughs 
and sneezes of an 
infected person to a 
distance of < 2 meters. 

Highly infectious in 
the early stages of 
runny nose and 
cough to 3 weeks 
after onset of 
whooping cough 
(paroxysms), if not 
treated. Or after 5 
days of treatment. 

Yes - Until 5 
days of 
appropriate 
antibiotics have 
been 
completed. If 
untreated, until 
21 days after 
onset of cough. 

RubellaAlso known 
asGerman 
Measles(Rubivirus) 

Characterized by a red 
rash, low-grade fever 
and swelling of the 
glands in the neck and 
behind the ears. 
Usually uncomplicated 
illness in children. 

Droplet: From coughs 
and sneezes of an 
infected person to a 
distance of < 2 meters. 
Contact: Direct 
contactwith respiratory 
secretions of an 
infected person. 

7 days before to 7 
days after onset of 
rash. 

Yes -For 7 
days after 
onset of rash. 

Non-reportable Critters 

Critters Signs & 
Symptoms 

Transmission Infectious 
Period 

Exclude? 

Head Lice Also known 
asPediculosis 
capitis (Pediculus humanus 
capitis is the head louse) 

Itchy scalp, nits 
(whitish-grey egg 
shells) attached to 
hair shafts, live 
lice. 

Contact: Direct 
contacthead-to-head 
(live lice). 
Indirect contact by 
sharing hats, hair 
brushes, headphones, 
etc. 

While nits or 
lice are 
present. 

No - Children with 
head lice can 
attend school/day 
care and should be 
treated. Children 
should avoid close 
head-to-head 
contact. 

Pinworms Also known 
asEnterobius 
vermicularis(Enterobius 

Itching around the 
anus, disturbed 

Contact: Direct 
contactfrom fingers 
contaminated from 
scratching. 
Indirect contact from 

Until 
treatment is 
completed. 

No - Re-infection 
from contaminated 
hands is common, 
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vermicularis is a nematode 
or roundworm) 

sleep and 
irritability. 

contaminated bed linens, 
clothing, toys, etc. 

therefore reinforce 
hand washing. 

Scabies(Sarcoptes scabiei 
is a mite) 

Red, very itchy 
rash which usually 
appears between 
fingers, on palms, 
underarms, wrists, 
soles, elbows, 
head and neck. 
Itchiness is usually 
worse at night. 

Contact: Direct 
contactfrom 
person-to-person,prolon
ged, close and intimate 
skin-to-skin 
contact. Mites are 
almost invisible to the 
naked eye. 

Until treated, 
usually after 
1 or 2 
courses of 
treatment, a 
week apart. 

Yes - Exclude until 
after 24 hours of 
the first treatment 
given. 

Non-reportable Disease 

Disease Signs & 
Symptoms 

Transmission Infectious Period Exclude? 

Common 
Cold(Rhinoviruses) 

Runny nose, 
sneezing, sore 
throat, cough, 
fever, 
headache, 
decrease of 
appetite and 
lack of energy. 
Most colds last 
for 7 to 10 days. 

Droplet: From cough and 
sneeze of an infected 
person to a distance of < 
2 meters. 
Contact: Direct 
contact with respiratory 
secretions. 
Indirect contactwith 
toys, other objects or 
surfaces contaminated 
with respiratory 
secretions. 

Highest during the first 2 
to 3 days of symptoms 
and until 7 to 10 days 
after onset of symptoms. 

No - If child 
feels well 
enough to 
participate. 

Hand, Foot & Mouth 
Disease(nonpolio 
enteroviruses) 

Fever, loss of 
appetite, 
malaise, sore 
throat, small 
painful mouth 
ulcers and a 
rash (small red 
spots or blisters 
on hands, feet 
and in mouth) 
and headache. 
May last 7 to 10 
days. 

Contact: Direct 
contact with stool, saliva, 
nose and throat 
secretions or fluid from 
the blisters of an infected 
person. 
Indirect contactwith 
contaminated toys, 
objects or surfaces. 

For duration of illness and 
up to several weeks after 
onset of illness. 

No - If child 
feels well 
enough to 
participate. 

Impetigo(Streptococcus 
pyogenes or 
Staphylococcus aureus) 

Cluster of red 
bumps or 
fluid-filled 
blisters, which 
may ooze a 
clear fluid or 
become 
covered by an 
itchy 
honey-coloured 

Contact: Direct 
contact with skin lesions. 
Indirect contactwith 
contaminated bed linens 
or clothing. 

From onset of rash until 1 
day after start of 
treatment. 

Yes - Until 
24 hours 
after 
treatment 
has been 
initiated. 
Lesions on 
exposed skin 
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crust. Usually 
appears around 
a child's mouth, 
nose or on 
exposed skin of 
the face or 
limbs. 

should be 
covered. 

Fifth DiseaseAlso 
known as"Slapped 
Cheek" erythema 
infectiosum(Parvovirus 
B19) 

A very red rash 
on a child's 
cheeks 
(slapped face 
appearance). A 
red, lace-like 
rash develops 
on torso and 
arms, then over 
the rest of the 
body. Rash may 
itch 
occasionally. 
May have 
low-grade fever, 
malaise, or a 
mild cold before 
rash starts. 
Rash may last 1 
to 3 weeks. 

Contact: Direct 
contact with respiratory 
secretions. 

Several days before the 
appearance of the rash. 
Not infectious once rash 
appears. 

No - If child 
feels well 
enough to 
participate. 

ConjunctivitisAlso 
known asPink Eye 
Bacterial ( nontypable 
Haemophilus influenzae 
and S. pneumoniae) 
Viral ( adenoviruses) 

Purulent: Pink 
or red eyeballs, 
white or yellow 
discharge, 
matted or red 
eyelids and eye 
pain. Usually 
caused by a 
bacterial 
infection. 
Non-Purulent: 
Pink or red 
eyeball, clear 
and watery 
discharge, mild 
or non pain. 
May be caused 
by virus or 
non-infectious 
condition. 

Contact: Direct 
contact with eye 
secretions.Droplet: From 
coughs and sneezes of 
an infected person to a 
distance of < 2 meters. 

Bacterial:Infectious until 
24 hours of appropriate 
antibiotic 
treatment.Viral:Infectious 
as long as there is eye 
discharge. 

Yes - Until 
assessed by 
their health 
care 
provider. For 
bacterial 
conjunctivitis 
exclude until 
24 hours 
after 
appropriate 
antibiotics 
has started. 

Ringworm (of the body) 
Also known as Tinea 
Corporis (various types 
of fungi) 

Itchy, flaky 
ring-shaped 
rash, on face, 
trunk, limbs, 
scalp, groin or 
feet. 

Contact: Direct 
contact (skin-to-skin). 
Indirect contactsharing 
combs, unwashed 
clothes, shower or pool 
surfaces and under 
fingernails from 

As long as rash is 
untreated or uncovered. 

Yes - Until 
the 
appropriate 
treatment 
has been 
started. 
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scratching. Can also be 
acquired from pets. 

Scarlet 
Fever(Streptococcus 
pyogenes) 

Sore throat, 
fever, swollen 
tender neck 
glands with 
widespread 
bright red rash 
covering the 
entire body. 
Commonly seen 
on neck, chest, 
underarms, 
elbow, groin 
and inner thigh, 
tongue 
(strawberry 
tongue). 
Typically rash 
does not 
involve face, 
but there may 
be flushed 
checks. Rash 
feels like 
sandpaper. 

Contact: Direct 
contact with 
saliva. Droplet: From 
coughs and sneezes of 
an infected person to a 
distance of < 2 meters. 

Until 24 hours after 
appropriate antibiotic 
treatment started. 
 
In untreated cases, 10 to 
21 days. 

Yes - Until 
24 hours 
after 
treatment 
has started 
and the child 
is able to 
participate in 
activities. 

Strep 
Throat(Streptococcus 
pyogenes) 

Sore throat, 
fever and 
swollen tender 
neck glands. 

To notify Toronto Public Health of a reportable diseases or outbreak: 
Call: 416-392-7411 
Fax: 416-392-0047 
For all other inquiries call 416- 338-7600. 

This information can be found at 
http://www1.toronto.ca/wps/portal/contentonly?vgnextoid=09985ce6dfb31410VgnVCM10000071d60f89RCRD 

 

 
(l) Non-Discrimination Policy 
The New Toronto Co-Operative Nursery School upholds equal opportunity and will not            
discriminate on the grounds of race, ancestry, place of origin, colour, ethnic origin, citizenship,              
creed, sex, sexual orientation, gender identity, age, marital status, family status, receipt of public              
assistance, political or religious affiliation, disability or level of literacy 

(i) Anti-Racism Policy 

The New Toronto Co-operative Nursery School is a co-operative pre-school committed to the 
physical, emotional, social and cognitive growth and development of children through a quality 
play-based program. 
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We recognize and value the ethno-racial and linguistic diversity of our community. This 
diversity enriches and strengthens our community socially, culturally and economically. We also 
recognize the barriers that aboriginal and ethno-racial communities face in accessing services. 

The New Toronto Co-operative Nursery School is committed to the elimination of systemic and 
personal discrimination and to the principles of equity.  The New Toronto Co-operative Nursery 
School will not tolerate racism, prejudice, discrimination or harassment of any kind and will take 
an active role in the elimination of all forms of discrimination among Staff, Board and Member 
families. 

Curriculum and practices in our programs will actively promote an anti-racist approach by 
respecting the beliefs, values and practices of all. 

Discriminatory or racist incidents may include any comment or behaviour by a staff Member, 
Board Member, or Member which is intimidating, annoying, hurtful or malicious.  This includes 
such behaviour as gestures, jokes, innuendoes, or remarks based on racial or ethnic background, 
colour, place of birth, citizenship or ancestry.  The behaviour may be intentional or unintentional, 
verbal, written, non-verbal, physical assault/abuse, subtle or passive in nature. 

The staff, Board and Members will be educated on what constitutes discriminatory or racist 
incidents and how to handle them. All will be held accountable to this policy, through a process 
of performance review and development. 

This policy will be administered in conjunction with the New Toronto Co-operative Nursery 
School policies and the Ontario Human Rights Code. 

Complaints Procedures: 

Complaints must be submitted in writing to the Board. 

Separate fact-finding meetings will be held with the complainant and the instigator. 

If the parties agree, a joint meeting will be held to resolve the problem. 

If the problem is not resolved to the complainant’s satisfaction, then the complainant should 
contact the Children’s Services Division for the City of Toronto. 

The initial investigation and findings process should not exceed seven days and should include 
the following principles: 

1. All information collected must remain confidential; 

2. Staff, Board and Members must treat all complaints seriously and with sensitivity; 

3. Interference with an investigation or an attempt to coach or intimidate a witness             
should not be tolerated; 
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4. Resolution of both formal and informal complaints should be documented; 

5. Persistent violations will result in the instigator’s Membership being revoked; and 

6. This policy will be administered in conjunction with the New Toronto           
Co-Operative Nursery School policies and the Ontario Human Rights Code. 

 (ii)  Special Needs / Individual Support Plan Policy 

                The New Toronto Co-operative Nursery School is a centre of inclusion. We believe 
that every child deserves to be treated with dignity, respect and equality. It is the duty of the 
school to ensure that any child with special needs is given the opportunity to excel and flourish 
physically, socially, mentally and emotionally.  NTCNS is open to all support services and aids 
in the community to train our staff, contribute to individual program plans or work in the 
program as additional support in the classroom. Our staff will work cooperatively in a 
professional partnership with all services in place for the well-being of the child.  NTCNS often 
involves local community partners to help support our children, their families and our staff and 
volunteers to ensure that each child’s specific care and needs are being met. 

Should it be deemed appropriate, an Individualized Support Plan will be created with the 
parent/caregiver, our teaching staff and other health care professionals. This plan would include 
instructions regarding supports and/or aids, an adapted or modified environment, social and/or 
learning adaptations and a description of how we will support the child to function and 
participate in a meaningful and purposeful manner. 
 
The Individualized Support Plan will be created as soon as possible, either upon being notified 
by the parents/caregivers of their child’s individualized needs and/or following a consultation 
with a healthcare professional regarding the child. 
  
The Individualized Support Plan will be reviewed by all staff, volunteers and/or duty parents 
before they interact with children at the school and/or whenever the plan is updated or modified. 
They will be required to sign the plan to confirm that they understand the strategies set out and 
agree to abide by them. 
 
The Individualized Support Plan will be reviewed by the Teaching Supervisor and parents after 
each consultation, and/or within 6 months of its creation date, to ensure that the services, 
requirements, adaptations and/or modifications are deemed appropriate. 
 

(iii)  Accessibility Standards Policy 

1.0 Purpose 

 

The purpose of this policy is to develop, implement, and enforce accessibility standards in order to 

achieve accessibility for persons with disabilities with respect to goods and services.  
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2.0 Scope 

 

This policy has been developed in accordance with the Accessibility Standards for Customer 

Service, Ontario Regulation 429/07 - Accessibility for Ontarians with Disabilities Act, 2005 (AODA). 
The regulation requires accessibility standards for customer service if the organization provides 

goods or services to the public or other third parties. 

 

All legislated changes impacting this policy will be reflected in New Toronto Cooperative Nursery 

School’s policy through updates, on an on-going basis.  The policy will be reviewed annually in 

accordance with applicable legislation. No changes will be made to this policy before considering 

the impact on people with disabilities.  

 

This policy applies to all employees of New Toronto Cooperative Nursery School who interact with 

the public and other third parties. 

 

Our Commitment  

New Toronto Cooperative Nursery School strives to provide our goods and services in a respectful 

and accessible manner to all members and students, including persons with disabilities. Persons 

with disabilities will benefit from the same services, in the same place, in a similar way, as other 

members. It is the commitment of New Toronto Cooperative Nursery School to provide equitable 

treatment, with respect to providing our goods and services without discrimination in accordance 

with the provisions of the Ontario Human Rights Code.  

 

When providing our goods and services to a person with a disability, we are committed to the 

following four core principles:  

 

● Dignity – Our service should be provided in a method that allows a person with a disability 

to maintain self-respect and the respect of others.  

 

● Independence – We strive to provide an environment that allows a person with a disability 

to access our services without help from others.  

 

● Integration – A person with a disability should be able to benefit from the same services 

as others. Only use an alternative method when it is necessary to allow a person with a 

disability to access our goods and services. If we are unable to remove a barrier, we need 

to offer other methods to provide services to people with disabilities, always remembering 

these principles.  

 

● Equal Opportunity – We will use methods to provide goods and services to persons with 

disabilities such that they have the same opportunity as others to access our goods and 

services 

 

3.0 Responsibilities 

 

3 Centre Supervisor, HR Chair and Employees 
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3.1 Centre Supervisor, HR Chair are responsible for and must do the following: 

● Be knowledgeable of all related legislation 

● Provide training to all employees who interact with the public or other third parties  

● Establish a process for people to provide feedback on how goods or services are 

provided to people with disabilities and outline how you will respond and take 

action 

● Ensure policies, practices, and procedures are consistent with core principles of 

the standard 

 

3.2 Employees are responsible for and must do the following: 

● Comply with this policy 

● Attend training 

 

4.0 Definitions 

 

Disability (as per the Ontario Human Rights Code) 

(a) any degree of physical disability, infirmity, malformation or disfigurement that is caused by 

bodily injury, birth defect or illness and, without limiting the generality of the foregoing, includes 

diabetes mellitus, epilepsy, a brain injury, any degree of paralysis, amputation, lack of physical 

co-ordination, blindness or visual impediment, deafness or hearing impediment, muteness or 

speech impediment, or physical reliance on a guide dog or other animal or on a wheelchair or 

other remedial appliance or device, 

 

(b) a condition of mental impairment or a developmental disability, 

 

(c) a learning disability, or a dysfunction in one or more of the processes involved in 

understanding or using symbols or spoken language, 

 

(d) a mental disorder, or 

 

(e) an injury or disability for which benefits were claimed or received under the insurance 

plan established under the Workplace Safety and Insurance Act, 1997 

 

Persons with Disabilities  

Individuals who have a disability as defined under the Ontario Human Rights Code.  

 

Barrier 

Anything that prevents a person with a disability from fully participating in all aspects of society 

because of his or her disability, including a physical barrier, an architectural barrier, an information 

or communications barrier, an attitudinal barrier, a technological barrier, a policy or practice. 

 

Accessible  

Accessibility is the degree to which a product, device, service, environment, or facility is usable by 

as many people as possible, including persons with disabilities. 

Page 77 
 



NEW TORONTO CO-OPERATIVE NURSERY SCHOOL 
MEMBERSHIP MANUAL 

 

Goods and Services 

The goods and services provided by New Toronto Cooperative Nursery School. 

 

Assistive Devices 

A device used to assist a person with a disability in carrying out activities or in accessing the 

services of persons or organizations covered by the customer service standard. (i.e. canes, 

hearing aids, wheelchairs, etc.)  

 

Service Animals 

A service animal is an animal for a person with a disability:  

● If it is readily apparent that the animal is used by the person for reasons relating to his or 

her disability; or 

● If the person provides a letter from a physician or nurse confirming that the person 

requires the animal for reasons relating to the disability 

 

Guide Dog 

A dog trained as a guide for a blind person and has the qualifications prescribed by the regulations 

of the Blind Persons’ Rights Act. 

 

Support Person  

A support person is an individual hired or chosen by a person with a disability to accompany him or 

her in order to help with communication, mobility, personal care, medical needs or with access to 

goods or services. 

 

Premises 

Includes the buildings, land or grounds where goods or services are provided.  

 

5.0 Procedure 

 

Communication 

5.1 We will communicate with a person with a disability in a manner that takes into account his 

or her disability and offer communication methods that are suitable to their communication 

needs (i.e. e-mail, website, catalogue, telephone, or in-person, etc.) 

5.2 New Toronto Cooperative Nursery School  employees are required to take into 

consideration the person’s disability when making meeting arrangements and 

accommodate accordingly. 

 

5.3 Marketing materials, invoices, and other printed materials will be made available in 

alternative formats upon request (i.e. large print, Braille, etc.). 

 

5.4 Employees are asked to open the front main doors if a person with a disability is entering 

our premises. 
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5.5 Promotional materials, such as our brochures and catalogues, will be available in an 

accessible format upon request (i.e. small print vs. large print, offering an in-person or 

telephone meeting to read and read materials, if requested, etc.). 

 

5.6 Upon request, information provided on our website will be offered in video or recorded 

format, phone support  will be provided to read website material. 

 

Use of Guide Dogs and Service Animals 

5.7 We are committed to welcoming persons with disabilities accompanied by their guide dog 

or service animal in those areas of the company premises that are open to the public and 

other third parties, unless the animal is otherwise excluded by another law. If a service 

animal is excluded by law, use other measures to provide services to the person with a 

disability. 

 

New Toronto Cooperative Nursery School is permitted to ask for proof that the animal is a 

service animal. The person with a disability is required to provide a letter from a physician 

or nurse confirming that the person requires the animal for reasons relating to the 

disability. 

 

All employees will be trained on the different types of service animals, as well as how to 

properly interact with those using service animals. 

 

Support Persons 

5.8 We are committed to welcoming persons with disabilities who are accompanied by a 

support person. A person with a disability will be allowed to enter the school premises with 

his or her support person that are open to the public or third parties. At no time will a 

person with a disability who is accompanied by a support person be prevented from having 

access to his or her support person while on our premises.  

 

Assistive Devices 

5.9 We are committed to serving people with disabilities who use assistive devices to obtain, 

use or benefit from our goods and services. We will ensure employees are trained on and 

familiar with various assistive devices that may be used by customers and members with 

disabilities while accessing our goods and services.  

5.10 We are committed to serving people with disabilities who use assistive devices to obtain, 

use or benefit from our goods and services. We will ensure employees are trained on and 

familiar with various assistive devices that may be used by customers and members with 

disabilities while accessing our goods and services.  

 

5.11 Persons with disabilities shall be permitted to obtain, use, or benefit from our goods and 

services through the use of their assistive devices.  

 

5.12 It is the responsibility of the person with a disability to ensure that his or her own assistive 

device is operated in a safe manner at all times.  
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5.13 All employees will be trained as required to use assistive devices and New Toronto 

Cooperative Nursery School will maintain accurate records of training delivered to our 

employees. These records will be made available upon inspection as may be required. 

 

Notice of Temporary Disruption of Service 

5.14 We will provide notice when facilities or services that people with disabilities rely on to 

access or use goods or services are temporarily disrupted. The notice will be placed in a 

conspicuous place in areas open to the public or third parties. The notice will include the 

reason for the disruption, its anticipated duration, and a description of alternative facilities 

or services, if available. 

 

Modifications to this policy and other policies 

5.15 New Toronto Cooperative Nursery School will reassess how we provide goods and 

services to persons with disabilities as often as is necessary to ensure our goods and 

services are fully accessible. No changes will be made to this policy or other policies 

before considering the impact on persons with disabilities. 

 

Feedback Process 

5.16 Feedback regarding the way New Toronto Cooperative Nursery School provides goods or 

services to people with disabilities can be made through the Feedback Form. The 

Feedback Form can be submitted to New Toronto Cooperative Nursery School by e-mail, 

mail, or verbally. Our ultimate goal is to meet and surpass member expectations while 

serving members with disabilities.  

 

 

Training 

5.17 All employees will be trained on this policy and New Toronto Cooperative Nursery School 

will maintain accurate records of training delivered to our employees. These records will be 

made available upon inspection as may be required. 

 

 

 

7.0 References 

 

Accessibility Standards for Customer Service, Ontario Regulation 429/07 – Accessibility for 

Ontarians with Disabilities Act, 2005 (AODA). 

Ministry of Community and Social Services 

 

 (m) Criminal Reference / Vulnerable Sector Check Policy 
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A Police Record Check and Vulnerable Sector Check will be required for all staff and volunteers 
having direct contact with children at the New Toronto Co-operative Nursery School.  

The sole objective for mandating this policy within childcare programs licensed and funded by 
the Ministry of Education, Early Learning Division, Child Care Quality Assurance & Licensing 
Branch is to minimize any risk of mistreatment of the children. This policy will provide 
increased safety, protection and well-being of the children within the program. 

At the commencement of each school year, all returning staff and volunteers (including Duty 
Day staff) whose Vulnerable Sector Check is less than five (5) years old will be required to 
execute a Volunteer Offence Declaration certifying the absence or presence of convictions under 
the Criminal Code since their last Vulnerable Sector Check was conducted. Each Offence 
Declaration shall address the period since the most recent Offence Declaration or Vulnerable 
Sector Check and must be obtained no later than fifteen (15) days after the anniversary date of 
the most recent Offence Declaration or Vulnerable Sector Check.  
 
Where fifteen (15) days after the anniversary of the previous Offence Declaration or Vulnerable 
Sector Check (whichever is the most recent), have passed, the individual’s file contains an 
offence declaration that: 

● Addresses the time period since the previously obtained Vulnerable Sector Check or 
Offence Declaration, whichever is the most recent, and 

● Was obtained no more than fifteen (15) days after the anniversary date of the previous 
Offence Declaration or Vulnerable Sector Check, whichever was the most recent 

 
NTCNS will obtain an Offence Declaration as soon as reasonably possible any time an 
employee, volunteer or student is convicted of an offence under the Criminal Code of Canada. 
 
A new Vulnerable Sector Check must be completed by every employee and applicable volunteer 
every five (5) years regardless of the individual’s Offence Declaration schedule. The individual’s 
file will contain documentation that indicates that a new Vulnerable Sector Check was obtained 
that was: 

● Conducted by a police force 
● Conducted no more than six (6) months ago from the date it was obtained by NTCNS 
● Obtained on or before the fifth anniversary of the previously obtained Vulnerable Sector 

Check 
 
Current employees and volunteers of the Centre will be required to submit to a new Vulnerable 
Sector Check when offered a new position within the school (for example, an Early Childhood 
Education (ECE) teacher who is offered a position as a Supervisor), unless a Vulnerable Sector 
Check was completed within the preceding twelve (12) months. Duty Day staff will be required 
to submit to a new Vulnerable Sector Check when registering a new child (such as a sibling) 
with the Centre. If an employee or volunteer has terminated their relationship with NTCNS for 
longer than six (6) months, a new Vulnerable Sector Check is required. If the termination of the 
relationship with NTCNS has been for less than six (6) months, the pre-existing Vulnerable 
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Sector Check would be valid. If a new Vulnerable Sector Check or Offence Declaration came 
due during the time of separation, that information must be updated upon the return of the 
employee or volunteer. For employees who return after six (6) months, a new Vulnerable Sector 
Check is required. For students/ volunteers returning after the six (6) month mark, an Offence 
Declaration must be completed addressing the period since the Vulnerable Sector Check was 
completed. 
 
Police Record Checks for Members of the Board of Directors 
Members of the Board of Directors are required to provide evidence of a clear Police Record 
Check (or a Vulnerable Sector Check if they will have any interaction with the children of the 
Centre) following the Annual General Meeting they were elected onto the Board. The purpose of 
Police Record Checks for Board members is to report on any criminal convictions under the 
Criminal Code, however, for Board members the Police Record Check does not need to include 
records of voluntary and involuntary apprehensions and transfers to a mental facility, incident 
reports, charges, or having been a victim, suspect or witness to an occurrence. Police Record 
Checks (or Vulnerable Sector Checks in the case where the Board member will be in contact 
with the children) are necessary to ensure that the children under our care remain safe. They also 
ensure that staff, volunteers and/or Board of Directors have not engaged in harmful behaviour in 
the past that could put our children, staff and/or the business at risk. 
 
Human Rights Code training: 
Amendments to the Memorandum of Understanding between NTCNS and the local Police 
Services, effective April 2009, require that our agency must certify that at least one (1) Agency 
member whose responsibilities include the review and assessment of the suitability of Applicants 
for positions within the Agency has received training on the Human Rights Code and the 
Agency’s obligations there under with respect to offering employment or volunteer 
opportunities, has read the current Ontario Human Rights Commission policy or policies 
applicable to this issue. This training requirement may be met through training delivered by a 
consultant, the OHRC or through a self-study program undertaken by the responsible Agency 
member using resources available on the Commission’s website (www.ohrc.on.ca). 
 
Procedures 
All candidates will be advised of the requirement of the Vulnerable Sector Check during the 
interview. If a conditional offer or registration of child is made, the successful candidate/duty 
parent will sign a form consenting to the Vulnerable Sector Check (‘Consent to Disclosure 
Form’). NTCNS will supply the necessary forms and will submit them to the Toronto Police 
Service. 
 
The successful candidate/duty parent is responsible for the cost of securing the Vulnerable Sector 
Check however; NTCNS may decide to cover the costs for staff members. 
 
Any information obtained from the candidate or the police shall be restricted to the Hiring 
Committee (the Vice-President and/or Registrar and the Supervisor). 
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The Toronto Police Service will complete the Vulnerable Sector Check (which is a six (6) to 
eight (8) week process) and will forward information concerning the results of the search by mail 
directly to the candidate/duty parent. 
 
The Vulnerable Sector Check is an enhanced type of Police Record Check that may include:  

● Criminal convictions 
● Findings of guilt under the Youth Criminal Justice Act 
● Outstanding charges 
● Arrest warrants 
● Certain judicial orders 
● Absolute discharges 
● Conditional discharges 
● Other records as authorized by the Criminal Records Act 
● Findings of not criminally responsible due to mental disorder 
● Record suspensions (pardons) related to sexually-based offences 
● Non-conviction information related to the predation of a child or another vulnerable 

person (i.e. charges that were withdrawn, dismissed or stayed, or that resulted in 
acquittals) 

In addition to the above categories of records, Service databases also document contacts that the 
candidate has had, if any, with the Service under the Mental Health Act; specifically, there are 
provisions under the Mental Health Act according to which police officers may apprehend a 
person and take them to the hospital for assessment by a medical professional. When police 
apprehend someone under the Mental Health Act, this is noted in the police database. 
 
The Toronto Police Service does not, however, disclose contact, if any, that the candidate has 
had with the Service pursuant to the Mental Health Act as part of the Vulnerable Sector Check, 
unless NTCNS specifically requests such information and certifies to the Service on the Consent 
to Disclosure Form that the information is required by the Centre to properly complete its 
evaluation of the candidate’s suitability for the position. 
 
NTCNS will request this information when filling positions which require the candidate: 

● To exercise a supervisory function in the program (i.e. bear overall responsibility for a 
group of children, which includes responsibility for planning and directing the group’s 
activities, and monitoring and reviewing the children’s experiences in the program); or 

● To be routinely alone with children without the presence of another adult for a significant 
segment of the program. 

 
The candidate/duty parent may start to work before a Vulnerable Sector Check response is 
received but it will be made clear on the contract that their position is conditional on a negative 
Vulnerable Sector Check. Candidates will not be left alone with the children until there has been 
a satisfactory outcome of the Vulnerable Sector Check process, and no volunteer or duty parent 
will ever be left alone with the children. 
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Procedure for a Negative Vulnerable Sector Check 
When a Vulnerable Sector Check results in no findings of a police record, the Toronto Police 
Service will send a copy of the original Consent to Disclosure Form with a stamp identifying ‘No 
Findings’ to the candidate directly. The candidate must retain a copy of the form and 
immediately submit the original to NTCNS. The form must be forwarded to the Teaching 
Supervisor as soon as it is received. 
 
If the form is not received by the Centre within eight (8) weeks, the candidate and/or the 
Registrar will be asked to follow up with the Toronto Police Service. 
 
If twelve (12) weeks pass and the form has still not been received, the candidate may be relieved 
of their responsibilities until it arrives. 
 
Procedure for a Positive Vulnerable Sector Check 
In the event of a positive Vulnerable Sector Check, the candidate will be provided with the 
police response and may be asked for written particulars surrounding the charges/convictions 
listed. 
 
The candidate must retain a copy of the findings, and immediately submit the original to 
NTCNS. 
 
The candidate may be requested to authorize the Toronto Police Service (Records Management 
Services) to speak with a member of the Board of Directors to confirm the general nature of the 
information included in the summary of findings. 
 
Upon receipt of the findings, the candidate will be given an opportunity to meet with the Board 
of Directors to discuss the results of the check. 
 
In the case of a positive Vulnerable Sector Check, the position may be withdrawn (and the 
employee or volunteer may be required to cease work, if applicable) until a final decision of the 
Board has been made. 
 
The Board will review the offence(s), taking into consideration: 

● The nature of the offence(s) 
● Sentencing received 
● The length of time since the offences were committed 
● The candidate’s employment record, qualifications and references 
● Any rehabilitative efforts made 
● Whether a pardon has been requested 
● If the finding concerns an apprehension under the Mental Health Act, the circumstances 

surrounding and following the apprehension, and the length of time since the 
apprehension 
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● The specific duties and responsibilities associated with the position applied for and the 
relevance of the particular conviction to the position 

● The risk posed to the Centre and the children if the candidate were hired 
 
A decision will be made based on the Board’s assessment. 
 
The Board will document its discussion and the reasons for its decision. 
 
The candidate will be advised verbally and in writing of the Board’s decision. 
 
Documentation & Retention of Files 
All information obtained through a Vulnerable Sector Check is confidential. Only the Teaching 
Supervisor and Registrar will have access to this information. 
 
The Supervisor will note in the employee’s, student’s or volunteer’s file the date of the 
Vulnerable Sector Check and the date the check was accepted by the school. Any other 
documentation, including that of the Vulnerable Sector Checks, summaries of findings, and 
records of the Board’s discussion, will be kept in a secured file. 
 
Because these police reference checks are to be viewed with the strictest confidentiality, each 
Member of the Board of Directors and Teachers will sign a Confidentiality Form annually. 

Original Police Checks/Vulnerable Sector Checks will be returned to Members at the end of the               
school year. Any additional information/documentation shall be destroyed at the end of every             
school year, unless the Employee/Member is returning in the next consecutive year. 

Past Conduct 

No individual shall provide child care or operate a premises where child care is provided if:  

1. The individual has been convicted of any of the following offences:  

i. An offence under this Act.  

ii. An offence under any of the following sections of the Criminal Code (Canada):  

A. Section 151 (sexual interference).  

B. Section 163.1 (child pornography).  

C. Section 215 (duty of persons to provide necessaries).  

D. Section 229 (murder).  

E. Section 233 (infanticide).  

iii. Any other federal or provincial offence prescribed by the regulations.  
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2. The individual has been found guilty of professional misconduct under the Early Childhood 
Educators Act, 2007, the Ontario College of Teachers Act, 1996, the Social Work and Social 
Service Work Act, 1998 or another prescribed Act, and based on that finding,  

i. the individual’s membership in the regulatory body established under that Act was 
revoked and the individual has not been readmitted since that time,  

ii. a certificate or documentation issued to the individual under that Act that authorized 
the individual to practice was revoked and has not been reissued since that time, or  

iii. the individual’s authority to practice was restricted in any other way prescribed by the               
regulations. 

 (n) Behaviour Management Monitoring Policy 

On a daily basis, the teaching staff will informally monitor the performance of all volunteers and 
duty day persons in the nursery school to ensure that the child guidance policy (signed by all 
duty parents and caregivers) is being upheld. 

Teaching staff will also be informally monitored by other staff, and duty day parents. Any 
contravention of the child guidance policy will be dealt with and documented as per the 
procedures followed in the child guidance policy. The occurrence will be reported to the Board 
of Directors who will address the situation in a timely and responsible manner. 

The documentation for the duty day person observations shall be completed at least annually by 
the Teaching Supervisor, and will be signed by each duty parent stating that they understand they 
are being observed.  Records will be kept on site. The Board of Directors will review the records 
as required. Documentation of staff appraisals will be completed annually by the President, with 
input from Board Members and/or the general Membership.  Staff Members will each receive a 
copy of their own appraisal, and a copy will be left on site in the current personnel file. 

(o) Hiring Policy 

1. The Board of Directors and/or a Hiring Committee designated by the Board shall             
be responsible for hiring any paid staff. Teaching staff in good standing with the              
Board shall have input in the hiring of a new staff member. It is the responsibility                
of the Hiring Committee to offer a position of employment to the candidate who              
best meets the needs of the New Toronto Co-operative Nursery School. The            
quality of the program and focus of our mission statement must never be             
compromised. 

2. Candidates for a position must meet all of the Ministry of Education, Early             
Learning Division, Child Care Quality Assurance & Licensing Branch licensing          
requirements. The Teaching Supervisor must have the E.C.E. (Early Childhood          
Education) or equivalent qualifications, be a current member of the College of            
Early Childhood Educators (CECE), plus have a minimum of two years related            
experience (or be otherwise approved by the Ministry). The specific requirements           
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for the Teaching Assistant are experience with children, E.C.E. (Early Childhood           
Education) qualifications or intending to work towards the same. 

3. All of the necessary medical forms as required by the City of Toronto Public              
Health Department must be completed by the candidates. 

4. All candidates must complete a standard Police Record Check before an offer or             
employment is made. 

5. All candidates must read and understand the New Toronto Co-operative Nursery           
School’s Membership Manual and the responsibilities of the Teaching Supervisor          
and Teaching Assistant. 

6. If possible, a period of visitation during school hours is requested of all             
candidates. This is a time when they can familiarize themselves with the program             
and their skills and comfort level with children can be evaluated by the general              
Membership and Hiring Committee. 

Once an offer of employment is made, a contract is signed by the new employee and appropriate 
Board Members for the duration of the school year.  This initial contract serves as a probationary 
period and termination shall be possible by either party upon 30 days written notice or earlier 
upon Board approval, provided that there is just cause. 

(p) Playground Safety Policy 

7. Playground Supervision Statement 

The New Toronto Co-operative Nursery School is required to provide a safe outdoor play 
environment, promoting creative and constructive play for children while enhancing gross motor 
skills.  At the same time, the New Toronto Co-operative Nursery School is committed to meeting 
necessary requirements for supervision. 

Each day that the outdoor playground is used, the following MUST happen: 

(a) The playground must be inspected, removing any garbage, debris, etc.          
BEFORE the children arrive. This inspection must be recorded on the           
Daily Playground Checklist. Any broken or damaged equipment is to be           
immediately reported to the Teaching Supervisor. 

(b) The gate to the playground area must be kept closed. Any equipment to             
be used from the shed must be removed BEFORE children are allowed in             
the playground area. CHILDREN ARE NEVER TO BE IN THE          
PLAYGROUND AREA ALONE. 

(c) All children using the playground and equipment must be appropriately          
supervised. Ratios are not to be reduced. All children must be kept in             
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sight at all times. Check children’s clothing for draw strings or toggles,            
necklaces, scarves, etc., which may get caught in equipment. 

(d) Any injuries or accidents (no matter how insignificant) MUST be reported           
to the Teaching Supervisor immediately. The Teaching Supervisor will         
log these injuries on a Playground Accident Report. 

(e) When outdoor play has ended and all the children have been dismissed or             
are indoors, any equipment removed from the shed is put back. Please            
ensure the shed is locked and the key is returned to the Teachers. 

Any new equipment or renovations, repairs or replacements will be installed to meet the CSA               
Standard. It is understood that confirmation is to be on file, verifying that all changes meet the                 
Standard and is verified in writing by a Certified Playground Safety Inspector. 

A Playground Safety Log has been developed containing daily inspections of the outdoor play              
space and equipment, reports of any playground injuries, monthly and seasonal inspections and             
annual inspections and action plans related to the findings of these inspections. 

The Teaching Staff or Duty Parents (under Staff supervision) will be responsible for logging the               
daily inspections. Logging any injuries and other inspections are the responsibility of the             
Teaching Supervisor. Any maintenance or repairs are also logged by the Teaching Supervisor as              
well as ensuring that annual inspections by a third party inspector are up to date in conjunction                 
with the Property Chairperson. 

As the nursery school program runs for half days only, the Ministry does not require the school                 
to provide outdoor play, and there will be days when the use of the outdoor play space is left up                    
to the discretion of the Teachers. 

A written record of the Playground Safety Policy will be maintained for all staff’s review upon                
employment and annually thereafter. This document will be signed by the staff, witnessed and              
kept for two years. All parents assisting staff in the supervision of the children at the school                 
must also be made aware of the Playground Safety Policy at the time of admission and sign a                  
document stating the policy has been read, understood and reviewed annually. 

 

(q) Waiting List Policy 

NTCNS is aware of the shortage of child care spaces within our community and of the frequent 
long wait periods to gain access to child care. We aim to develop a wait list policy and practices 
that are transparent, fair and consistent. 
NTCNS’s wait list will be made available, upon request, to any member of the public, free of 
charge. 
* Only the registration number will appear on the public wait list in order to 
protect the personal information of the family. 
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NTCNS will form a wait list when full enrolment has been reached in the Centre. To gain access 
to the wait list, families must complete a registration form by contacting the Registrar to provide 
the required information. The application form will require the following information: 
· Child’s name and date of birth 
· The date required for care 
· Contact information (parent/guardian’s name, address, telephone 
number, email address, etc.) 
*Please Note: All personal information will remain confidential and the family 
will be given a registration number that they will be able to use to track their 
position on the wait list. 
 
It is the family’s responsibility to contact NTCNS to bring changes to their contact information. 
 
*Please Note: Families will be removed from the wait list upon the following 
reasons: 
· At a family’s request 
· Contact telephone number is no longer in service and an update to the 
contact information was not provided by the family 
 
Two lists shall be in place for enrolment into an NTCNS morning program. There is no fee                 
associated with being added to the waiting list. 
  
The first list (Waiting List) is for openings/spaces that occur throughout the current school year               
(i.e. for children who are of enrolment age). If an opening becomes available during the current                
school year, filling the vacancy on a first come/first serve basis will be considered, but the                
family’s ability to fill the available position becomes important. As well, the child’s ability to               
integrate into the existing program is important (e.g. social skills, separation problems, etc.).  
  
Offer of Space: 
There may be situations where a space is currently available, but the family next on the waiting                 
list wants their child to start at some date in the future. If there is another family that is                   
interested in starting immediately, the space will be offered to the first family for first right of                 
refusal, and then to the second family.  Spaces cannot be held for later dates. 
 
When a space becomes available, the family at the top of the wait list will be contacted, whether 
the space is 2,3, or 5 day. Once a child is registered, it becomes possible to eventually 
accommodate for more specific needs, for example, going from a 2-day to 3 or 5-day space. 
The family will either accept the child care space (start the child in the Centre or pay the tuition 
until they are ready for their child to start) or decline the spot, in which case NTCNS will go to 
the next child of the appropriate age on the waiting list. Due to these factors, NTCNS cannot 
guarantee or predict a start-date at the time of application. 
 
Any child left on the Waiting List at the end of the year, who is still eligible for the new school                     
year commencing in September, will be contacted to register at the first open house. 
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The second list (Contact List) will be for the new school year commencing in September.               
Children must be a minimum of 2 years old to be entered onto the Contact List. 
  
However, any children already enrolled in the program in the current year (returning members              
and their siblings) shall have first priority to enrol (with the parent jobs also) as long as a                  
commitment is made prior to the first open house (i.e. complete registration package and all               
required cheques are given to the Registrar). 
  
Families wanting to register their child for the program at the first open house and after that will                  
be accepted on a first come/first serve basis with complete registration packages and all required               
cheques given to the Registrar. 
  
Some children under the age of two and one half years may be considered on an individual basis,                  
but all children must be a minimum of two years of age when starting the program. 
  
The Waiting List will be revisited monthly as children from the Contact List become eligible for                
enrolment. Both lists will include the date that the child’s name was first entered onto the list to                  
ensure fairness. This date will determine ranking when names are moved from the Contact List               
to the Waiting List. 
 
 

(r) Child Behaviour Assessment Policy.  

New Toronto Co-operative Nursery School’s main objective is to provide a safe and nurturing 
environment for all children enrolled in their programs.  The following policy outlines steps and 
procedures that will be taken, if a child’s behaviour either threatens the safety of others, or 
significantly disrupts the operation of the program. 

Teachers will not use physical restraint of a child for the purpose of discipline, unless the 
physical restraint is for the purpose of preventing a child from hurting himself, herself or 
someone else, and is only used as a last resort and only until the risk of injury is no longer 
imminent. 

Documentation 

Teachers will document all acts of aggression towards other children and staff, which result in 
injury or damage to property.  (Examples of inappropriate aggressive behaviour include hitting 
that causes bruising or swelling, scratching, biting, drawing blood, choking, punching, and 
kicking). 

Documentation will include: 

(a) A description of the child’s behaviour. 
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(b) Names of children/staff involved. 

(c) What was happening within the program prior to the incident. 

(d) Steps taken by the teachers to control and secure a safe environment. 

Teachers will discuss each documented incident with the child’s parents at the time it occurs, and 
copies of the incident will be given to the child’s parents.  Documentation will be kept in the 
child’s file. 

If medical attention is required, a Serious Occurrence Report must be completed following 
Ministry of Family & Children’s Service’s guidelines.  If the severity of the behaviour requires 
Ministry involvement, the following steps may not be applicable. 

2. Meetings 

If a number of incidents have been documented, the teachers will meet with the child’s parents to 
discuss the problem.  A behaviour management plan will be developed for the child with clear 
time lines established to review progress. 

If incidents continue to occur, or increase in severity, the teachers will notify the President of the 
Board of Directors, and a second meeting will take place including the teachers, the child’s 
parents, and the President.  The President will review steps that have been taken to resolve the 
child’s behavioural problem, and further recommendations will be generated.  Once again, a 
behavioural management plan will be implemented with clear time lines.  Minutes of these 
meetings will remain in a secure file for a period of two years, and then be destroyed.  A copy 
will be given to the child’s parents. 

3. Referral to Agencies 

If the child’s behaviour does not improve, the child’s parents, teachers and President will meet to 
discuss other available options, so that they can make informed decisions for their child (i.e. 
behavioural, speech, language and hearing, etc.). 

In addition to referrals, the child’s parents, teachers, and the President will discuss alternative 
options for maintaining the child’s participation in the program.  Examples of these options 
might be: the parent may be able to attend the program on a regular basis (space permitting in the 
classroom); or, a behavioural assistant may be hired by the parents to assist in the classroom. 
Each option will be discussed with the child’s parents to find a solution to best suit their 
individual needs. 

4. Suspension and Withdrawal 

If the child’s behaviour does not improve with the implementation of recommendations or 
outside resources, within the timelines set, the teachers, the President, and the child’s parents 
may decide to have the child withdrawn from the program. 
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This policy must be reviewed and signed by all parents participating in the program. 

 

(s) Child Abuse Policy 

The New Toronto Co-operative Nursery School is committed to a proactive position regarding 
the prevention of child abuse. This includes physical, sexual and emotional abuse. The following 
policies and procedures are designed to make staff and volunteers aware of their responsibilities 
for the recognition, documentation, and reporting of suspicions of child abuse. 

In accordance with the Child and Family Services Act, it is the responsibility of every person in 
Ontario to immediately report to a Children’s Aid Society if he or she suspects that child abuse 
has occurred, or if a child is at risk of abuse. This includes all staff, parents and caregivers in our 
nursery school programs. An individual’s responsibility to report suspected abuse cannot be 
delegated to anyone else. 

It is an offence under the Child and Family Services Act to contravene one’s reporting 
responsibilities. The duty to report suspicions of child abuse overrides the provisions of 
confidentiality in any other statute. The only exception to this is solicitor/client privilege. All 
persons making a report of suspected child abuse are protected against civil action, unless that 
person is proven to have acted maliciously or without reasonable grounds for the belief of 
suspicion. 

Reporting Procedures 

Any staff or volunteer who suspects that a child in the New Toronto Co-operative Nursery 
School has been abused or is at risk for abuse should inform the Teaching Supervisor of the 
intention to immediately call a Children’s Aid Society. The person who suspects the abuse 
must call him/herself. Suspicions should not be discussed with anyone other than the 
Teaching Supervisor until you have spoken to a Children’s Aid Worker. No staff, volunteer 
or member(s) of the Board of Directors will advise someone NOT to report suspicions of 
child abuse, or try to stop the person from reporting or consulting with a Children’s Aid 
Society. The Teaching Supervisor will support the staff or volunteer through the appropriate 
reporting procedures, including all necessary documentation. 

The New Toronto Co-operative Nursery School has a Behaviour Management Monitoring Policy 
in place (section K(n) of the Membership Manual) to ensure that the Discipline Policy (section 
K(d) of the Membership Manual, and signed by all staff, duty parents and caregivers annually) is 
being upheld. If any staff member or volunteer is suspected of abusing a child while under the 
care of the New Toronto Co-operative Nursery School, the City of Toronto, Children’s Services 
Division will be notified within 24 hours as outlined in the Serious Occurrence Policy (section 
K(c) of the Membership Manual). 
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 (t) Anaphylaxis Policy 

1. Definition of Anaphylaxis 

(a) Anaphylaxis is a severe allergic reaction that can be fatal, resulting in            
circulatory collapse or shock. The allergy may be related to food, insect            
stings, medicine, latex, etc. 

2. Purpose of the Policy and Procedures 

(a) New Toronto Co-operative Nursery School is committed to taking a          
pro-active position regarding the prevention of anaphylaxis. The purpose         
of the policy is to provide a process for dealing with anaphylaxis in the              
school. 

3. Strategies to Reduce Risk of Exposure 

(a) The New Toronto Co-operative Nursery School reduces the risk of          
exposure to anaphylactic causative agents by not allowing any nuts or nut            
products in our school. Posters stating that the school is a nut free             
environment are posted on both entry doors and in the kitchen. If we do              
have a child in the program that does have a life- threatening allergy,             
including anaphylactic allergies, this information will be clearly        
communicated to all teachers and duty parents in the school verbally at            
general meetings, and in the school newsletter. The information will also           
be posted in both the kitchen and classroom area as well as being included              
on the child’s file and emergency card. 

(b) Staff members and Duty parents will be trained annually by          
parent/guardian or physician of each child with anaphylaxis. Duty parents          
will not administer medication unless under extreme circumstances. 

(c) Staff will conduct a check to confirm that each child has required            
medication each time they leave the classroom. 

4. Individual Plan and Emergency Procedures 

(a) An individual written plan for each child with an anaphylactic allergy will            
be developed and include suggested healthy snacks and emergency         
procedures to be followed in respect of the child. All teaching staff and             
parent volunteers will receive training from the parent involved on          
procedures to be followed if the child in question has an anaphylactic            
reaction. This plan will be clearly explained to each individual and both            
the staff and parent volunteers and the parent who is training will sign a              
document stating that the information has been clearly covered as per the            

Page 93 
 



NEW TORONTO CO-OPERATIVE NURSERY SCHOOL 
MEMBERSHIP MANUAL 

 

parent’s instructions. These emergency procedures will be posted in the          
classroom. 

(b) Each individual plan, which includes emergency procedures for a child          
with anaphylaxis, must be reviewed by all employees and duty parents or            
parent volunteers before they begin employment/volunteering and at least         
annually after that. 

(c) The emergency plan should include, but is not limited to: 

● Description of the child’s allergy; 
● Monitoring and avoidance strategies; 
● Signs and symptoms of an anaphylactic reaction; 
● Staff and duty parent roles and responsibilities; 
● Parent/guardian consent for administering allergy medication, sharing information        

and posting Emergency Plan; 
● Emergency contact information; 
● Location of EpiPen and back-up EpiPen; 
● Physician’s note to carry own EpiPen. 

 
(d) Parents are requested to advise the Teachers and the Board if their child             

develops an allergy, requires medication and/or of any change to the           
child’s individual plan or treatment. Individual Plans will be revised          
annually and as directed by parent or physician. 

(e) All documentation pertaining to a particular child will be retained on the            
child’s file for 2 years after the child has withdrawn from the program. 

5. Emergency Protocol 

(a) While a specific emergency protocol should be developed for each child,           
following is a suggested Emergency Protocol: 

● One person stays with the child at all times; 
● One person goes for help or calls for help (calls 911); 
● Follow emergency procedures as outlined in child’s individual plan (i.e.:          

Administer epinephrine at first sign of reaction); 
● Have the child transported to hospital even if symptoms have subsided.           

Symptoms may occur hours after exposure to allergen; 
● Administered EpiPen is to accompany child to hospital and to be given to hospital              

or child’s parent for disposal; 
● One staff member must stay with child until parent or guardian arrives. The             

child’s back-up EpiPen should also be taken with the child. 
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 (u) Child Care Supervision Policy for Volunteers, Participating Parents and Students 

New Toronto Cooperative Nursery School (NTCNS) is committed to providing a high quality, 
safe and secure environment for all children enrolled in our programs. The safety and well-being 
of children who are being supervised on our premises is one of NTCNS’s highest priorities. 
 
Reg.262 under the Child Care and Early Years Act (CCEYA) provides that every owner/operator 
shall ensure every child who is in attendance in a day nursery or in a private home day care 
location is supervised by an adult at all times. 
 
NTCNS ensures that every volunteer or student is supervised by an employee at all times and is 
not permitted to be alone with any child who receives child care at the Centre. 
 
NTCNS has developed the following policy and programs in order to comply with the direction 
of the Ministry and Regulation 262. 

This policy sets the framework and the program which applies to all agency volunteers and 
placement students who have been approved or accepted by NTCNS. 

Policy: 

NTCNS may have volunteers and/or Early Childhood Education students working within the 
organization along with staff throughout the year. At all times, volunteers and placement 
students must be under the direction and supervision of NTCNS staff. 

No child or children will be supervised by a person less than 18 years of age. 

No child or children will be supervised by someone who is not an employee of NTCNS. 

Only employees of NTCNS will have direct unsupervised access to children. 

OR 

Co-operative Nursery Schools where Ministry Director Approval has been given; the policy will 
allow for two (2) participating parents to take place of an unqualified staff for the purposes of 
staff ratios. 

 

Procedures 

All staff are required to review the organization’s policies, procedures and practices regarding 
the supervision of volunteers, participating parents, and placement students at NTCNS. 

All staff will review their roles and responsibilities when directly supervising and working with 
volunteers, participating parents and/or placement students in their classrooms annually. 
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All staff ensure that volunteers, participating parents (who are not included in staff-child ratios) 
and placement students are to be never left alone with the children and are supervised by an 
employee of NTCNS at all times. 

The Vice President of NTCNS is responsible for ensuring that volunteers, participating parents, 
and placement students are provided an orientation to the Centre, appropriately trained, and 
supervised. The Vice President will decide which employee will be responsible for the 
supervision of volunteers, participating parents and placement students and will inform the 
employee and the volunteer, participating parent or placement student of this relationship. 

Volunteers, participating parents, and placement students have a responsibility to contribute to 
their orientation by seeking information, asking questions and assistance as required. 

All volunteers, participating parents, and placement students must agree to follow all policies 
and procedures of the NTCNS. 

All volunteers, participating parents, and placement students must agree to follow the directions 
and guidelines provided by staff and management of NTCNS. 

In the case of a disagreement over the direction provided by a staff member; the volunteer, 
participant parent or placement student may address this issue in person or in writing with the 
President (or in the case of their absence, the Vice President or other board member). 

Vulnerable Sector Checks: 

All volunteers, participating parents and placement students who will have direct contact with 
the children must have a negative Vulnerable Sector Check. 

If a volunteer or placement student is under eighteen (18) years of age, they are required to 
provide two (2) positive reference letters from persons over eighteen (18) years of age (in place 
of a Vulnerable Sector Check), and will not be left alone with children at any time, and cannot 
accompany children to the washroom without a staff member in attendance. 

Mandatory Orientation and Training: 

Prior to starting in the classroom at NTCNS all volunteers, participating parents, and placement 
students will have a detailed orientation which will include: 

● Coverage of the NTCNS philosophy 
● Child Care and Early Years Act requirements 
● Information regarding roles and responsibilities within the organization 
● Review of Code of Ethical Behavior (College of ECE Code of Ethics and Standards of 

Practice) prior to working with children in the classroom 
 
All volunteers, participating parents, and placement students are required to review and sign off 
on all policies and procedures prior to working with children for the first time and at least 
annually thereafter. 
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All volunteers, participating parents, and placement students will have ongoing training through 
impromptu daily meetings and scheduled staff meetings. 
 
All volunteers, participating parents, and placement students are required to read all applicable 
memos and organizational updates. 
 
Volunteers, participating parents, and placement students will be made aware of all applicable 
policies and procedures in the organization including but not limited to: 

● Behavior Management Policy 
● Occupational Health and Safety 
● Emergency policies and procedures 
● Anaphylaxis Policy and Procedures 
● Workplace Violence and Harassment Policies 
● Serious Occurrence Policy 
● Parent Policies 
● Confidentiality Policies 
● Volunteer or Placement Student Job description 
● Code of Conduct 
● Centre Handbooks 

 
All accidents, injuries and hazards must be reported immediately to any staff member supervisor, 
or Executive Director. Incidents include violence, theft, threatening behavior, abuse, or any 
(potentially) unsafe situation. 
 
Record Retention: 

All records documenting that the volunteer, participating parent and/or placement student has 
reviewed and signed off on all applicable policies and procedures will be kept on file at the 
Centre for two (2) years. 

Confidentiality – All volunteers, participating parents and placement students must sign a 
confidentiality agreement. 

All volunteers, participating parents, and placement students are responsible for maintaining the 
confidentiality of all propriety or privileged information to which they are exposed while 
at NTCNS, involving children and families, staff, or other volunteers and students. 

Discipline: 

All volunteers, participating parents, and placement students who fail to adhere to the policies 
and procedures of NTCNS may face disciplinary action, up to and including dismissal. 
 
NTCNS believes in fairness and openness and where volunteers, participating parents, and 
placement students can expect a commitment to resolving conflict and receiving supportive and 
constructive criticism. If disciplinary action is required, the organization follows the same steps 
as its staff practices: 
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● Performance Review 
● Verbal Warning 
● Written Warning 
● Suspension 
● Dismissal 

 

 (v) Water Flushing and Testing Policy 

All taps will be flushed daily to remove any chemicals that may contaminate the water supply. 
This includes all taps in the kitchen, bathroom and classroom area. The water will be run until 
cold, or for approximately 10 minutes. The flushing is to be completed before nursery school is 
open for the day. Once complete, this flushing process will be documented and include the date 
and time of flushing and be signed off by a staff member as requested by the Ministry of 
Children & Youth Services/Ministry of Education, Early Learning Division, Child Care Quality 
Assurance & Licensing Branch  as per our licensing requirements. 

Sampling and testing of the water supply for lead will be completed annually (between May 1st 
and October 31st) as the plumbing that serves the building has parts that were installed before 
January 1, 1990. Drinking water samples must be sent to a laboratory licensed by the Ministry of 
the Environment for lead testing, and the instructions for sample collection provided by the 
licensed laboratory must be followed. Based on information collected from the Ministry of 
Children & Youth Services, the Ministry of the Environment has assigned a unique Drinking 
Water Information System number to our facility. 

If the laboratory that tests the samples detects a lead exceedance (greater than 10 micrograms per 
litre), or an exceedance of any other drinking water quality chemical standard, it must provide a 
written report on the exceedance within 24 hours of the laboratory’s internal approval of the test 
result. New Toronto Co-operative Nursery school must then complete all necessary 
documentation required and give a copy of it within 24 hours to Toronto Public Health, the 
Ministry of the Environment Spills Action Centre and the Ministry of Children and Youth 
Services (through the Serious Occurrence Reporting Line). In cases where there is no exceedance 
of a provincial drinking water quality chemical standard, the licensed laboratory is still required 
to send all test results within 28 days. Documentation will be kept for at least 6 years. 

As of March, 2010, the Nursery school can reduce its annual lead sampling frequency to once 
every 3 years following at least the 2 most recent years of lead test results, if none of the results 
from that period has exceeded the drinking water quality standard for lead (10 micrograms per 
litre).  (See new Standard for Water Testing requirements for more details at 
www.ontario.ca/drinkingwater.)  
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(w) Privacy and Confidentiality Policy  

CONFIDENTIAL UNDERTAKING 

The undersigned, a member of the Board of Directors of New Toronto Co-Operative 
Nursery School (“NTCNS”) or a teacher at NTCNS, hereby acknowledges to the Board 
of Directors of NTCNS, on behalf of all members of NTCNS, the confidential nature of 
any information about a member of NTCNS arising from the Police Record Check 
conducted in respect of such member, and undertakes to the Board of Directors that any 
information which the undersigned may receive about a member of the NTCNS arising 
from such member’s Police Record Check will be held in the strictest confidence by the 
undersigned and will not be divulged to third parties (other than members of the Board of 
Directors, Teachers at NTCNS or the member) unless required by law or with the 
member’s prior written permission. 

The undersigned further undertakes to ensure that all information received about 
members of NTCNS in connection with Police Record Checks, and any records of 
discussion about such matters, will be kept in a secure place and maintained in such a 
manner as to prevent unauthorized use.  

In addition, any information of a personal nature, such as phone numbers and email 
addresses, will be used only for nursery school correspondence and not passed on for 
other advertising or solicitation purposes.  

This pertains to any additional confidential issues, which may come before the board. 

DATED at Toronto, Ontario this ____ day of _____________________, _______. 

  
  
 Name: (Printed) 
  

 
 Position: 
  
  
 Signature 
  

 

(x) No Smoking Policy  

A “No Smoking” sign is to be posted in the Nursery School classroom and no person is                 
allowed to smoke or hold lighted tobacco in the school. Smoking on the premises is               
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prohibited for all staff, volunteers, students and visitors. This includes the grounds and             
playgrounds as well as inside the building.  

(y) Late Pick-Up of Children Policy 

The school hours are 9:15 a.m. to 11:45 a.m. If a child is not picked up by 12:00 p.m. the                    
family will incur a late fee of $20.00 for every 15 minutes late. (12:01 pm to 12:15 a.m.                  
the fine is $20.00; 12:16 p.m. to 12:30 p.m. is $40.00, etc.) The policy is to always have                  
two people (teachers or Duty Parent) remain at the school until the child is picked up. If                 
the child is not picked up by 12:00 p.m. the emergency contacts will be called. This fine                 
will have to be paid in a timely manner or the family may forfeit their Deposits.  

(z) Parent Issues and Concerns Policy 

Parents/guardians are encouraged to take an active role in NTCNS and regularly discuss what              
their child(ren) are experiencing with our program. As supported by our program statement, we              
support positive and responsive interactions among the children, parents/guardians, 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 seriously by NTCNS 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 2 business                
days. 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. 

Every issue and concern will be treated confidentially and every effort will be made to protect the                 
privacy of parents/guardians, children, 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). 

NTCNS maintains high standards for positive interaction, communication and role-modeling for           
children. Harassment and discrimination will therefore not be tolerated from any party. 

Concerns about the Suspected Abuse or Neglect of a child 
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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. 

Nature of Issue 
or Concern 

Steps for Parent and/or 
Guardian to Report 
Issue/Concern: 

Steps for Staff and/or Board in 
responding to issue/concern: 

Program-Related 

E.g: schedule, toilet 
training, 
indoor/outdoor 
program activities, 
feeding 
arrangements, etc. 

Raise the issue or concern to: 

the teachers directly 

  

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: 

●  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 

General, Centre- 
or 
Operations-Relate
d 

E.g: fees,  hours of 
operation, staffing, 
waiting lists, 
menus, etc. 

Raise the issue or concern to: 

the supervisor 

or 

the Board of Directors 
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Staff-, Duty  
parent-, and/or  
Supervisor-Relate
d 

Raise the issue or concern to: 

the individual directly 

or 

the supervisor 

or 

the Board of Directors 

All issues or concerns about the      
conduct of staff or duty parents that       
puts a child’s health, safety and      
well-being at risk should be reported      
to the supervisor as soon as      
parents/guardians become aware of    
the situation. 

reasonably possible thereafter. Document 
reasons for delays in writing. 

Provide a resolution or outcome to the       
parent(s)/guardian(s) who raised the    
issue/concern. 

Student- /  
Volunteer-Related 

  

Raise the issue or concern to: 

the supervisor 

All issues or concerns about the      
conduct of students and/or volunteers     
that puts a child’s health, safety and       
well-being at risk should be reported      
to the supervisor as soon as      
parents/guardians become aware of    
the situation. 

 

Escalation of Issues or Concerns: Where parents/guardians are not satisfied with the response or              
outcome of an issue or concern, they may escalate the issue or concern verbally or in writing to                  
the Board of Directors.  

Issues/concerns related to compliance with requirements set out in the Child Care and Early              
Years Act., 2014 and Ontario Regulation 137/15 should be reported to the Ministry of Education’s               
Child Care Quality Assurance and Licensing Branch. Issues/concerns may also be reported to             
other relevant regulatory bodies (e.g. local public health department, police department, Ministry            
of Environment, Ministry of Labour, fire department, College of Early Childhood Educators,            
Ontario College of Teachers, College of Social Workers etc.) where appropriate. 
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B. CONSTITUTION 

Amended and Restated Constitution  

As approved at the first Annual General Meeting held on February 21, 1974 and amended on: 

May 26, 1983 (#15, #6) 
September 10, 1987 (#15c) 
October 20, 1987 (#15a) 
January 16, 1990 (#13) 
June 18, 1993 (#11) 
September 22, 1993 (#16a) 
June 16, 1994 (# 16 and passim) 
June 11, 1996 (#11e) 
June 10, 1998 (#6b, #6c, #7c) 
June 11, 2012 (#6-1, #7-2) 

BE IT RESOLVED THAT the Constitution and by-laws for New Toronto Co-operative 
Nursery School were amended and approved by the general membership, on February 18, 2004. 

This document is in accordance with the Child Care and Early Years Act, 2014, and the 
Co-operative Corporations Act R.S.O. 1990, Chapter C.35. 

ARTICLE 1: Name 

The name of this organization shall be New Toronto Co-operative Nursery School. 

ARTICLE 2: Head Office 

The head office of this organization shall be in the City of Toronto (formerly called City of 
Etobicoke), in the Province of Ontario, and at such place therein as the directors may from time 
to time determine. 

ARTICLE 3: Objectives 

The objectives of this non-sectarian, non-profit, public organization are outlined in the Mission 
Statement. 

ARTICLE 4: Membership 

1. Each parent enrolling his or her child or children shall automatically become a             
Member of the organization. 
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2. All Members shall be entitled to receive notices of meetings, and other            
operational information. 

3. Each Member, if present at an annual or special meeting, shall have one vote on               
any questions coming before the meeting. 

4. Fees are based on a monthly period and are payable in advance and are also               
subject to change with one month’s notice. 

5. One month’s notice is required to withdraw a child from the nursery school. 

6. Each family is expected to participate in the nursery school as outlined in the              
Volunteer Agreement. 

ARTICLE 5: Expulsion of Members 

7. A Member of the Co-operative may be expelled from membership for cause by             
resolution passed by a majority of the Directors, at a meeting duly called for that               
purpose, no later than 30 days before the date set for the Annual General Meeting               
of the Co-operative. 

8. A resolution to expel a member under (a) is not valid unless the procedure set out                
in Section 66 of the Co-operative Corporations Act, RSO 1990, c. C35, as             
amended, has been complied with. In particular and subject to the provisions of             
the Act referred to above. 

(a) The Member in question is entitled to 10 days written notice of the             
Director’s meeting called to consider the resolution of expel, and a written            
explanation of the grounds for expulsion, and is entitled to appear at the             
meeting to make submissions on his or her behalf; 

(b) The Directors shall notify the Member of the decision of the Directors on             
the resolution to expel, by registered mail, within 5 days after the meeting             
referred to in (a); 

(c) If the resolution to expel is passed, the Member has the right to appeal the               
decision of the Directors at the next Board meeting, by providing written            
notice to the Directors within 21 days of receipt of the decision to expel,              
and 

(d) The Members may, by majority of vote, confirm, vary, or set aside the             
resolution. 

9. If the expulsion of a Member leads to the withdrawal of a registered child, the               
balance of fees paid for the month of withdrawal shall be forfeited to the              
Co-operative. 
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10. For the purposes of this paragraph, “cause” shall include: 

(a) failure to fulfil Co-operative obligations to an acceptable standard; 

(b) failure to make timely payment of fees; 

(c) contravention of the Policies and Agreements of the co-operative, as          
agreed upon, and signed by the Member; and 

(d) absence from 3 or more general meetings without reasonable cause. 

ARTICLE 6: General and Special Meetings 

11. A general meeting of the membership shall be held once in each calendar year,              
which shall be the annual meeting, and which will be called by the board. At               
every annual meeting, in addition to any other business that may be transacted the              
report of the board, the current financial statements, and the list of nominees for              
the board shall be presented to the membership. Other general meetings shall be             
called by the board at its discretion. Notice of a general meeting shall state the               
agenda and be by written notice to the membership, at least five days in advance               
of the said meeting. 

12. A special meeting of all members shall be called by the president, upon written              
request of at least five members. 

13. Telephone or written notification shall be given to the members involved, not less             
than five days before each meeting. 

14. A quorum for a meeting of the members shall consist of 2/3 (two thirds) of the                
co-operative. 

15. If at any meeting of the members, a quorum is not present within 30 minutes of                
the time for which the meeting was called, the meeting shall be adjourned to a               
future date, set by the board of directors. 

ARTICLE 7: Board 

16. A Board, shall be established, consisting of six to eight Members who shall be              
elected by the Membership, two of which may be appointed by the Board. 

17. The Board shall elect from among its Members the following officers: President,            
Vice-President, Secretary-Treasurer, Registrar, Fundraising Chair, Publicity Chair       
and Property Chair. 

18. The Board shall meet on such days as are scheduled by the Board, and on such                
other days as may be designated by the President or upon the requests of at least                
three other Members of the Board. Any member may attend a Board Meeting             
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providing the Board has been given at least one day’s advance notice. For             
meetings other than those scheduled by the Board, a minimum of one day’s notice              
shall be given. 

19. Two thirds of the current year’s Board Members shall constitute a quorum at a              
Board meeting. 

20. In the event of a vacancy for an officer of the Board, the Board may appoint a                 
Member of the Board to fill the vacancy for the remainder of the elective term. In                
the event of a vacancy for a Member of the Board other than an officer, the Board                 
may appoint a Member for the remainder of the elective term. 

21. The qualifications of each Director shall be that he/she be at least eighteen years              
of age and that he/she be a member in good standing of the New Toronto               
Co-operative Nursery School. No member of the teaching staff may be a Director             
of the New Toronto Co-operative Nursery School. 

22. The President will chair the meetings for the Board and General Membership. If             
the President wishes to vote, he/she will not be allowed to chair the meeting, and               
must appoint a chair. The President will only be allowed to vote if a tiebreaker               
exists. 

23. All Board Members must sign a Confidentiality Agreement at the beginning of            
their term. 

ARTICLE 8: Powers of the Board 

24. The Board shall be responsible for managing the affairs of the organization in             
accordance with the Constitution. 

25. The Board shall determine policy for and direct the operations of the organization             
and shall be publicly responsible for activities of the organization. 

26. All Members are entitled to have access to minutes of Board Meetings as             
requested. Issues considered confidential in nature are to be documented          
separately as “In-camera Minutes”, sealed, and filed in a secure location, on            
school premises. 

ARTICLE 9: Remuneration of Board Members 

The Board Members shall serve voluntarily. 
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ARTICLE 10: Duties of the President 

27. The President shall, when present, preside at all meetings. The President is            
charged with the general management and supervision of the administrative          
affairs and operation of the organization. 

28. The President, with the Secretary/Treasurer or other officer appointed by the           
Board for the purpose, shall sign the Constitution. 

ARTICLE 11: Duties of the Secretary/Treasurer 

29. The Secretary/Treasurer shall keep an accurate record of the business of all            
meetings of the organization, including maintaining the Book of Motions. She/he           
shall conduct all correspondence of the organization. She/he shall be responsible           
for giving notice of a meeting. 

30. He/she shall perform such other duties as may from time to time be determined by               
the Board. 

31. The Secretary/Treasurer shall keep full and accurate accounts of all receipts and            
disbursements of the organization. 

32. The Secretary/Treasurer shall disburse the funds of the organization under the           
direction of the Board and shall render to the Board, when required, an account of               
all transactions and of the financial position of the organization. 

33. The Secretary/Treasurer shall ensure the financial statements of the organization          
are prepared annually by an independent accountant, in accordance with the           
Co-operative Corporations Act, Article 123, 1.1. A certified audit is not required            
unless there is a $500,000.00 or more in Capital and/or Assets at the fiscal year               
end, and if the Co-operative exceeds 51 members. 

ARTICLE 12: Duties of the Registrar  

34. The Registrar will be responsible for processing applications and will ensure that            
all required forms are duly completed and maintained. 

35. The Registrar shall also perform such other duties as may from time to time be               
determined by the Board. 

ARTICLE 13: Duties of the Vice-President/Parent Co-operative Preschool Corporation         
(PCPC) 

36. The Vice-President/PCPC is responsible for ensuring that there are sufficient          
adults with the children on any school day. The Vice-President/ PCPC will            
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produce a duty day chart outlining which members are to be present to assist the               
teachers on particular days.” 

37. The Vice-President/ PCPC shall chair general meetings and board meetings in the            
absence of the president.” 

38. The Vice-President/ PCPC will assist the president in ensuring that all members            
of the co-operative participate in the general operation of the school.” 

39. The Vice-President/ PCPC will be responsible for notifying the board of any            
amendments in the Child Care and Early Years Act and the Co-operative            
Corporations Act, on a monthly basis. 

ARTICLE 14: Duties of Staff Persons 

40. The Board shall be responsible from time to time for selection and appointment of              
salaried or volunteer staff persons within the scope of the purpose of the             
organization. 

41. Such staff persons shall be responsible to the Board. 

ARTICLE 15: Finances and Execution of Documents 

42. Except by special resolution of the Board to the contrary, the signing officers shall              
be the President, the Secretary/Treasurer and the Teaching Supervisor. Any two           
out of the three signatures shall be required on any banking or other financial              
documents or on cheques. 

43. At every regular meeting of the Board, the Secretary/Treasurer shall submit for            
ratification all accounts paid since the previous meeting. 

44. The fiscal year of the organization shall be from August 1 to July 31. 

ARTICLE 16: Election and Term of the Board 

45. The Members of the Board shall be nominated and elected at the Annual Meeting              
of the organization. Should need arise, Members of the Board may also be             
nominated and elected at subsequent general meetings. 

46. Election to the Board shall be by secret ballot or by show of hand. 

47. The term of the Board shall be from August 1 to July 31. 

ARTICLE 17: Amendments 

These by-laws may be amended by a two-thirds vote of all Members present at any duly called 
meeting of the Members of the organization.  Notice of a meeting at which amendments to the 
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by-laws are to be considered shall have been received at least two weeks prior to the date of such 
meeting and shall embody the proposed amendments. 

ARTICLE 18: Dissolution of the Organization 

In the event of the dissolution or winding up of the organization, all of its assets remaining after 
payment of liabilities shall be distributed to one or more recognized charitable organizations in 
Canada. 

ARTICLE 19: Indemnity of Directors and Officers 

Every Director or Officer of the Foundation and his heirs, executors and administrators and              
estate and effects respectively, shall from time to time and at all times, be indemnified and saved                 
harmless out of the funds of the Foundation from and against: 

(a) all costs, charges and expenses whatsoever which such director or officer may            
sustain or incur in or about any action, suit or proceeding which is brought,              
commenced or prosecuted against him for or in respect of any act, deed, matter or               
thing whatsoever, made, done or permitted by him, in or about the execution of              
the duties of his office; and 

(b) all other costs, charges and expenses which he may sustain or incur in or about or                
in relation to the affairs thereof, except such costs, charges or expenses as are              
occasioned by his/her own wilful neglect or default. 
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MEMBERSHIP AGREEMENT 

The New Toronto Co-operative Nursery School is a parent co-operative pre-school program. 
Because we are a        co-operative, we offer a wonderful experience for our children at almost half 
of the cost of comparable private sector nursery schools.  Achieving this goal requires a clear and 
continuing commitment from all member parents and a shared recognition of what we must all do to 
maintain a successful school. 

 

As a member of NTCNS, I agree to participate fully in the following activities of the 
co-operative:  

AREA DESCRIPTION INITIAL 

DUTY 
DAYS 

I recognize that if I sign up for duty days, I will work in the 
school approximately one day every two weeks and that I will 
perform those duties willingly and in keeping with the spirit of 
the co-operative.  Information that I may acquire about a child, 
family, or staff on a duty day is to remain confidential.  If I am 
unable to come in for a scheduled duty day, I will trade days 
with another parent, or pay an emergency parent to cover the 
day for me. 

PARENT 
JOB 

I understand that NTCNS is able to offer low monthly fees 
because the parents oversee all aspects of the running of the 
school.  I recognize that I will be assigned one specific job, in 
addition to duty days, and that I will perform this job with 
commitment, enthusiasm and timeliness. 

FUND- 

RAISING 

I understand that as a non-profit organization, the school 
depends on fundraising.  I agree to participate in fundraising 
initiatives and to help out with events, even if I’m not on the 
Fundraising Team. 

● Participation in the October Pumpkin Sale, December 
Mitten March and June Lawn Bowling. 

● For the April auction, all members are expected to solicit 
auction items and/or gift certificates totaling $200, as well 
as sell tickets to the event. 

TOY 
CLEANING 

I recognize that I will come in to the school once during the 
school year on my own time to clean and disinfect toys.  
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MANUAL I agree to read the NTCNS Membership Manual and abide by 
the formal policies therein. 

SICK 
POLICY 

I understand that my child must be symptom-free for 24 hours 
before returning him/her to school.  If my child becomes ill 
while at school, it is my responsibility to pick up my child or 
arrange for a contact person to come immediately. 

MEETINGS I recognize that I must attend General Meetings (held 
approximately every two months) and Board Meetings (if I am 
a member of the Board).  I understand that my attendance is 
vital to the running of the school.  As such, I understand that I 
will be charged a fine for non-attendance.  

FEES & 
FINES 

I agree to pay all fees and any fines in a timely manner.  I 
understand that I will be subject to the following penalties 
should I not fulfill my membership commitments: 

● NSF cheque: $20 
● Late pick-up fee: $20 for every 15 minutes after 12 noon 
● Early drop-off fee: $10 for any time between 8:30 – 9:15 

a.m. 
● Missed general meeting: 1 extra duty day (or $30 if 

non-duty) 
● Missed board meeting: 1 extra duty day (or $20 if 

non-duty) 
● Missed duty day: 1 extra duty day plus $30 (the $30 goes to 

the emergency parent who is called in to cover the day) 

NON-PERFO
RMANCE 

I recognize that if I do not perform my membership duties, my 
family may be asked to withdraw, in accordance with the 
nursery school’s by-laws. 

FAILURE TO COMPLY WITH THE MEMBERSHIP AGREEMENT MAY RESULT IN 
EXPULSION, AS OUTLINED IN THE BY-LAWS OF  

NEW TORONTO COOPERATIVE NURSERY SCHOOL. 

  
_____________________ &  ___________________     ________________________ 

               Signature of Members  Signature of President 
 ___________________________    ____________________________ 

 Date   Date 
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APPENDIX B 
 

RESERVE FUND 
 

The Board of directors has established a Reserve Fund to provide the New Toronto Co-operative 
Nursery School with Financial stability in the event of an unforeseen crisis or unanticipated 
expenditures (eg. Replacing the play structure, securing a new school location, un-budgeted 
Capital Costs). Annual transfers from assets of a minimum of $2,000 are to be made (when 
available). 
 
These internally restricted funds are not intended for program delivery or other purposes without 
prior approval of the Board of Directors. 
 
If the Board of Directors has voted to take money out of the Reserve Fund for an unforeseen 
crisis, The Board of Directors will report this crisis and the need to withdraw money from the 
Reserve fund to the general membership at the next general meeting.  
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APPENDIX C 

MEMBERS CONFIDENTIALITY 
 

 

 
New Toronto Cooperative Nursery School 

153 Lakeshore Drive, Etobicoke, Ontario M8V 2A1 
416-259-8776 

 
CONFIDENTIALITY UNDERTAKING 

 
The undersigned, a member of the New Toronto Co-operative Nursery School, hereby 
acknowledges to the Board of Directors of NTCNS, on behalf of all members of NTCNS, the 
confidential nature of any information about a member of NTCNS , and undertakes to the Board 
of Directors that any information which the undersigned may receive about a member of the 
NTCNS arising from Duty Days or other times while volunteering at the school will be held in 
the strictest confidence by the undersigned and will not be divulged to third parties (other than 
members of the Board of Directors, Teachers at NTCNS if necessary) unless required by law or 
with the member’s prior written permission. 
 
 
Dated at Toronto, Ontario this ________day of ________________, ________. 
 
 
Name (printed) __________________________________ 
 
 
Position ________________________________________ 
 
 
Signature ________________________________________ 
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Formal Policies Declaration Form 
 
This form must be signed and returned to the Vice-President before your first day of employment or duty 
day.  Please ensure that you understand and feel comfortable with the expectations and Board policy with 
respect to these policies. 
As a staff member or parent/guardian/caregiver who will be acting as a duty parent at the New Toronto 
Co-operative Nursery School, I, _________________________________, have read and understood the 
Formal Policies contained within Sections E and K of the membership manual: 
 
E (u) Program Statement Implementation Policy 
E (v) Staff Training and Development Policy 
K (a) Emergency Management Policy and Procedures 
K (b) Medication and Medical Needs Policy 
K (c) Serious Occurrence Policy  
K (d) Child Guidance Policy  
K (e) Sanitary Policy  
K (f) Environmental Cleaning and Disinfecting  
K (g) Management of Infectious Disease Outbreaks  
K (h) Child Biting Policy  
K (i) Infection Policy  
K (j) First Aid Policy 
K (k) Guidelines for Common Communicable Diseases (Toronto Public Health)  
K (l) Non-Discrimination & Individual Support Plan Policy  
K (m) Criminal Reference / Vulnerable Sector Check Policy  
K (n) Behaviour Management Monitoring Policy  
K (o) Hiring Policy  
K (p) Playground Safety Policy  
K (q) Waiting List Policy  
K (r) Child Behaviour Assessment Policy  
K (s) Child Abuse Policy  
K (t) Anaphylaxis Policy  
K (u) Supervision Policy for Volunteers, Participating Parents and Students  
K (v) Water Flushing and Testing Policy  
K (w) Privacy and Confidentiality Policy  
K (x) No Smoking Policy  
K (y) Late Pick-Up of Children Policy 
K (z) Parent Issues and Concerns Policy 
 
I understand my responsibilities and what is expected of me as a staff or volunteer while in the classroom. 
Signature: ________________________________  
Name (Printed): ___________________________ Date: ___________________________ 
 
Board of Directors Signature: _________________________________  
Name (Printed): ___________________________ Date: ___________________________ 
 

 
APPENDIX F 
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Membership Manual Update Policy 

The NTCNS Membership Manual will be reviewed by the President and the Teaching 
Supervisor at least annually, or as necessary, based on Ministry of Education, Toronto Children’s 
Services and/or Toronto Public Health guidelines.  The manual revisions/additions will then be 
approved by the Board before being sent out to the membership.  Any items or policies also 
included in the Parent Handbook will also be revised at that time. 

DATE ITEMS REVISED SIGNATURES 
January 2016 Program Statement JS/PN 
February 2016 Anaphylaxis Policy, Police Check and VSC 

Policy, 
Child Biting Policy, Guidelines for Common 
Communicable Diseases, First Aid & CPR 
Requirements, Accessibility Policy 

JS/PN 

May 2016 Program Statement, Administrative Procedures, 
Behaviour Guidance Policy, Sanitary Policy, 
Inclusion Policy 

JS/PN 

May 2016 “The Stages of Play” and “Why Play with 
Children?” articles were removed.  They will be 
provided to parents as a handout as they’re not 
formal policies. 

JS/PN 

Oct. 12, 2016 Policy Reviews, Prohibited Practices, Serious 
Occurrences 

JS/PN 

June 13, 2017 Serious Occurrences Policy, Staff Training & 
Development Policy, Supervision of 
Volunteers/Duty Parents, Individual Support Plan 
Policy, Program Statement, Program Statement 
Implementation Policy and Contraventions, 
Formal Policies Declaration Form, Fees, Board 
Job Descriptions 

JS/PN 

Aug. 30, 2017 Emergency Management Policy & Procedures 
(formerly Fire Drill Policy), Parent Issues and 
Concerns Policy, Medication and Medical Needs 
Policy, Membership Agreement Form, Sample 
Duty Day Card, Formal Policies Declaration Form 

JS/SP 
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Program Statement Reviews and Revisions 

The New Toronto Cooperative Nursery School ensures that all new staff and volunteers review 
the program statement prior to interacting with the children and annually after that; and that all 
staff and volunteers review the program statement at any time that it is modified.  Staff and 
volunteers will sign the Formal Policies Declaration Form annually to confirm understanding and 
compliance.  These records will be kept for 2 years. 

The Program Statement will be reviewed at least annually by the Teaching Supervisor and 
President, or sooner, based on Ministry of Education information, policy changes or board 
suggestions. 

DATE ITEM(S) REVISED SIGNATURES 
January 2016 Program statement created, approved by the 

Board and sent out to the membership 
JS/PN 

April 2016 Program statement emailed to Ministry program 
advisor for review (deadline extended to Jan. 
2017) 

JS/PN 

May 2016 Program statement implementation policy 
created 

JS/PN 

Oct. 12, 2016 Prohibited Practices edited 
 

JS/PN 

June 13, 2017 Program Statement edited as per Ministry advisor 
notes. 
Program Implementation Policy edited as per 
Ministry advisor notes. 

JS/PN 
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Individual Support Plans Reviews and Revisions 

The Individualized Support Plan will be created as soon as possible, either upon being notified 
by the parents/caregivers of their child’s individualized needs and/or following a consultation 
with a healthcare professional regarding the child. 
  
The Individualized Support Plan will be reviewed by all staff, volunteers and/or duty parents 
before they interact with children at the school and/or whenever the plan is updated or modified. 
They will be required to sign the plan to confirm that they understand the strategies set out and 
agree to abide by them. 
 
The Individualized Support Plan will be reviewed by the Teaching Supervisor and parents after 
each consultation, and/or within 6 months of its creation date, to ensure that the services, 
requirements, adaptations and/or modifications are deemed appropriate. 
 

Children with an ISP Start Date ISP Date Review Date(s) 
Alina Hrruszewicz 
 

Jan. 9, 2017 Feb. 4, 2017 April 6, 2017 & June 11, 2017 
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APPENDIX I 
 

NTCNS Individualized Support Plan SAMPLE 

Student’s Name: _________________________ Date of Birth: _______________________ 

School Start Date: ___________________________ ISP Date: __________________________ 

ISP Prepared By: __________________________________ 

This ISP has been prepared in consultation with the student’s parents and/or caregivers, the NTCNS 
teaching staff and regulated childcare professionals who have had direct contact with the student. 

Consultations and/or Observation Dates: 
1. 
2. 
3. 
4. 
5. 
Assessed Needs 
 

Service/Action Required Objectives 

Health Needs 
 
 

  

Social Needs 
 
 

  

Use of Supports or Aids 
 

 
 
 

Adapted or Modified Environment 
 

 
 
 

Modifications to the Physical, Social and/or 
Learning Environment 

 
 
 
 

How we will support the student to function and participate in a meaningful and purposeful 
manner: 

Next steps: 

 

_______________________ _______________________ _______________________
NTCNS Supervisor NTCNS Teaching Assistant Parent / Caregiver 
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APPENDIX J 
 

Policy & Procedure Compliance and Contraventions 

In order to ensure that all Staff and Members are in compliance with our policies, procedures and 
individualized plans, all Staff and Members are required to read the manual annually and sign the 
Formal Policies Declaration Form (Appendix E) stating that they have read and understand all 
formal policies in sections E & K.  

Members sign a Volunteer Agreement (Appendix A) as part of their registration package, which 
outlines the responsibilities of members of the cooperative.  This form states “Failure to comply 
with the Volunteer Agreement may result in expulsion of a member, as outlined in the by-laws of 
the New Toronto Cooperative Nursery School.” (See Appendix Article 5: Expulsion of 
Members). 

Any contraventions to the policies and procedures will be brought to the Board’s attention, and 
will be handled according to the individual policy descriptions (i.e. Child Guidance Policy, 
section K(d); Behaviour Management Monitoring Policy, section K(n); Child Behaviour 
Assessment Policy, section K(r)). 

As of June 2017, any contraventions will be recorded here, and the full description of the 
incident and resolution will be recorded in the board meeting minutes. 

Date Contravention Parties 
Involved 

How Contravention was 
Addressed 
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APPENDIX K 
 
Behaviour Management Monitoring Policy  
 

Review Sheet for Staff and Duty Parents 
 
Name: _________________________________ Date: ________________________ 
 
Arrives on time (8:45 a.m.) and prepared for their duty/work day ________ 
 
Provides constant supervision of all children, never leaving them unattended          _______ 
 
Helps and interacts with all children in the program, not just their own ________ 
 
Establishes and defines expectations for groups and individuals ________ 
 
Uses appropriate language and voice level ________ 
 
Provides positive reinforcement ________ 
 
Guides children’s behaviour in a positive manner ________ 
 
Is firm and consistent in following classroom rules and routines ________ 
 
Models attitudes and behavior patterns as expected of children ________ 
 
Establishes and maintains room control ________  
 
Encourages problem-solving and decision-making ________ 
 
Guides children in proper use of and care for materials ________ 
 
Completes all tasks on the duty day card ________ 
 
Uses the strategies outlined in the Program Statement ________ 
 
Comments: 
 
 
Staff/Duty Parent Signature: _____________________________ 
 
Teaching Supervisor: _____________________________  
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Reviewed by the Board of Directors: _____________________________ Date: _____________ 
 
 

APPENDIX L 
 
 

Request for Professional Development Funds 
 
I, ____________________________, am requesting funds from the Board of the 
New Toronto Cooperative Nursery School to attend a professional development 
course/workshop/conference. 
Name of Course/workshop/conference: 
 
Date of Course/workshop/conference: 
 
Cost: 
 
Description of course/workshop/conference: 
 
 
 
 
 
 
 
 _____________________________________          ___________________ 
Employee Signature Date 
 
 
Approved by board:  yes  /  no     (please circle) 
Funds approved:  _______________________ 
Date:  ________________________________ 
 
_________________________________________ 
 President’s Signature 
 
 
_________________________________________ 
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Secretary/Treasurer’s Signature 
 

APPENDIX M 

NTCNS INDIVIDUALIZED PLAN FOR A CHILD WITH MEDICAL NEEDS 
This form must be completed for a child who has one or more acute* or chronic** medical 
conditions such that he or she requires additional supports, accommodation or assistance. 
  
Child’s Full Name:  _____________________ 
  
Child’s Date of Birth: _________________ 

Photo of Child (Recommended) 

  
Date Individualized Plan Completed: _________________ 
  
Medical Condition(s): 
☐ Diabetes ☐ Asthma  
☐ Seizure ☐ Other:  
 

STEPS TO REDUCE THE RISK OF CAUSING OR WORSENING MEDICAL 
CONDITION(S):  

LIST OF MEDICAL DEVICES AND HOW TO USE THEM (if applicable):   

LOCATION OF MEDICATION AND/OR MEDICAL DEVICE(S) (if applicable):  

SUPPORTS AVAILABLE TO THE CHILD (if applicable):  

  

Symptoms and Emergency Procedures 

SIGNS/SYMPTOMS OF AN ALLERGIC REACTION/MEDICAL EMERGENCY:   

PROCEDURE IF CHILD HAS ALLERGIC REACTION/MEDICAL EMERGENCY:   
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PROCEDURES TO FOLLOW DURING AN EVACUATION:  

PROCEDURES TO FOLLOW DURING FIELD TRIPS:  

  
Additional Information Related to the Medical Condition (if applicable): 
 

  
☐ This plan has been created in consultation with the child’s parent / guardian. 
  
Parent/Guardian Signature: 
Print name: Relationship to child: 

Signature: Date: 

  
The following individuals participated in the development of this individual plan: 

First and Last Name Position/Role Signature 

Jennifer Schmelter Teaching Supervisor   

Kylah Connolly Teaching Assistant   

      

      

  
Frequency at which this individualized plan will be reviewed with the child’s parent/guardian: 
 This plan will be reviewed by the Teaching Supervisor and the parents after each consultation, 
and/or within 6 months of its creation date, to ensure that the services, requirements, 
adaptations and/or modifications are still deemed appropriate. 
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