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1. About the Metcalfe Nursery School 

 

The Metcalfe Nursery School is licensed by the Ministry of Education and is one of three programs under the Rural 

Family Connections umbrella. Along with our sister programs, the Home Day Care and the RFC – EarlyON Child & 

Family Centre, we are a non-profit registered charity offering parenting resources, early learning programs and 

childcare services. We are all committed to providing community based services to young familes in rural south 

Ottawa. The Nursery School employs three highly qualified, experienced staff and often provides placement 

opportunities to high school or college/university students. 

 We are committed to providing a nurturing, developmentally appropriate, inclusive learning environment for young 

children within this co-operative framework. 

As teaching professionals in an Early Years program, we use Early Learning for Every Child Today (E.L.E.C.T.) 

(Ministry of Education) as a framework for program planning and How Does Learning Happen? (H.D.L.H) (Ministry of 

Education) as a guide. It sets out goals for children and expectations for programs organized around four foundations that 

are central to children’s learning and growth. These foundations are Belonging, Well-Being, Engagement, and Expression. 

These foundations guide the practice that creates the kinds of environments and experiences that are meaningful for a 

child’s development.  

It is important to have a common understanding that we see: 

• Children as competent, capable of complex thinking, curious and rich in potential. 

• Families as experts who know their children better than anyone else and have important information to share. 

• Educators as knowledgeable, reflective, resourceful and rich in experience. 

Ideas and inspiration happen as we reflect on our practice as educators in the Nursey School. “How Does Learning 

Happen?” provides questions that help guide us as we reflect, whether it is on our own, with a colleague, with our team or 

with the children’s families. 

Please review our indepth Program Statement for our programming and pedagogy. 

2. Programs 

The Metcalfe Nursery School offers two programs throughout the school year and a KinderCamp during July. 

Toddler Program 

 For children aged 18 months to 2 ½ years 

 Program runs Tuesday and Fridays 9:00-12:00.  

 Maximum class size: 15 toddlers 

 Teacher to child ratio is 1:5 (max)  

 Programming is based on developmentally appropriate activities with a focus on: 

 Encouraging independence 

 Exploring their environment 

 Developing language 

 Building positive relationships 

Preschool Program 
 For children aged 2 ½ years to 4 ½ years 

 Program runs Mondays, Wednesdays & Thursdays from 9:00am to 2:00 pm (children may be registered for 

two or three days per week) 

 Maximum class size: 24 children 

 Teacher  to child ratio is typically 1:8 (max)   

 Flexible programming accommodates different developmental stages with a focus on: 

 Socialization 



Revision 13 (Sept 2021)   Page 5 of 16 

 Pre-reading and pre-math skills 

 Creative, imaginative, cognitive and motor skills in a child directed, play based environment. 

Daily Schedule 

On arrival, each child will be greeted by the teachers; after everyone has arrived, all the students may be invited into a 

circle to talk about the day’s activities.  

The following are activities that may be included in each nursery school morning. (We try to offer at least an hour of 

uninterrupted play that could include many of these exploring, creating, inquiry based areas): 

• Sensory activities at the sand, water and play dough tables 

• Building toys, including large and small blocks, loose parts, lego, etc. 

• Puzzles, pegboards and lacing & sorting items 

• Everyday living area and dress ups 

• Creative multimedia art with paint, glue, markers, crayons and scissors 

• Books and music 

• Large motor apparatus 

• Treasure / discovery table 

Snack times will take place altogether mid-morning and mid-afternoon. There will be time for outdoor play at the 

beginning and/or end of the morning.  We will spend as much time as possible outdoors each Nursery School day. 

KinderCamp 

The Metcalfe Nursery School offers a summer program called KinderCamp.  This program provides quality care in a 

safe and stimulating environment.  Children are given the opportunity to participate in a variety of activities including 

outdoor and indoor creative play, crafts, science activities and games.  Watch for news of the next KinderCamp 

session which is available each year beginning in March! 

Extended Child Care 

Extended child care may be available before and after the regularly-scheduled school day (from 8:30 to 9:00 and from 

12:00 to 12:30 (toddler).  Arrangements must be made in advance by speaking with the teacher, and a fee of $3 per 

half hour (or part of half hour) is payable to the Director in advance. These funds are used at the discretion of the 

Director for resources, supplies or staff development. 

Outings 

Children will be given opportunities to explore their community through a variety of educational trips away from the 

nursery school. Parents will always be notified ahead of time, and asked to complete a permission form.  Field trips 

are optional, and additional fees for field trips might apply. Parents are always invited and welcome to join in. 

3. Membership 

Membership is granted based on space availability in the age-appropriate program for your child, and only when the 

registration process has been completed. When necessary, a waiting list is maintained by the MNS Manager 

throughout the year. 

Registration 

Registration packages are available at the school, through the RFC main office, or by email via our main RFC of at 

Nurseryschool@ruralfamilyconnections.ca.  Registration must be completed: i.e. all necessary forms must be 
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submitted with the registration fee at the time of registration, and all post-dated tuition cheques must be received by 

the Registrar, before the child’s first day of school or at the intake interview in Sept. 

Each Registration Package includes the following forms that must be completed before your child attends school:  

 Registration form (includes Liability and Medical Release) 

 Immunization Information forms 

 Police Records Check form (submitted directly to the Ottawa Police Service).  This can now be done on line.  

A letter for volunteers may be requested to waive the PRC fee. 

Pre-Registration 

Pre-registration for the following year is available to children attending the school in the current year.  Pre-registration 

is also available to their siblings, and to the children of cooperative members from previous years. 

Withdrawals 

One calendar month’s notice must be given to the Registrar prior to withdrawing a child.  A refund of fees will be 

made effective from the end of this notice. 

4. Parent Participation 

Metcalfe Nursery School has always followed a cooperative model, we understand with the demands on current 

families that a cooperative model can be hard on families. So we are changing our model to be a volunteer based 

nursery school.  

The cooperative model has always kept our fees accessible and affordable for families, but we will continue to 

provide quality care at the same fees.  

1. Parent are welcome to volunteer and be a “classroom buddy in our program.” This will require a vunerable sector 

check done before you hare in the classroom. 

2. Volunteering for our community events by volunteering on the day of the event: 

 1). Easter Bunny Breakfast & Silent Auction (usually the Saturday prior to Easter weekend) 

 2)  Touch A Truck Event  (Typically the last Saturday in May) 

 (This could mean a 2-4 hour shift on the day of the event) 

 3) Helping with supplies needed in the classroom 

 

5. Policies/Procedures 

Program Statement 

Parents must read and sign off on the Program Statement and the Parent Handbook before the children begin their 

Nursery School morning. 

Diapers & Toilet Training 

Children in diapers are welcome in both Toddler & Preschool programs, the teachers support toilet training efforts.  

Parents must provide diapers and wipes for their child, if applicable.  Please leave all supplies in child’s “cubby”. 

Fire Emergency 

Fire drills are conducted at least once a month to prepare the children in case of an emergency. Classroom teachers 

take the children out approved exit doors to the play yard or to the top of the stairs (in the case of inclement weather).  

The teachers assist the children in leaving, take attendance and emergency numbers record book and do a role call. 
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Health 

We want to keep everyone at the nursery school as healthy as possible throughout the year. At any time the program 

coordinator or designated staff  may judge that a child is "not well enough" to attend the Centre. In such cases, the 

child will either not be accepted at drop-off time, or parents will be notified that the child must be picked up as soon 

as possible. The City of Ottawa Health Department has set forth certain policies to protect all children. Your child 

may not attend the program if they suffer from the following:  

1. A fever of 101℉ (38.3℃)  or higher  

2. Vomiting  

3. Diarrhea  

4. Croupy cough and green discharge from the nose  

5. Any unexplained rash or skin irritation  

6. Complains of a bad headache or sore throat  

7. Eyes/ears that are oozing any form of discharge (must be on antibiotics for 24 hours prior to readmission)  

8. Strep Throat (must be on antibiotics for 24 hours prior to readmission)  

9. On occasion the centre may be in an Outbreak; this is when more than 15% of children and/or staff are sick with the 

same symptoms. In this case the mandatory exclusion for vomiting and diarrhea is 48 hours symptom free  

 

If any of these symptoms develop while your child is at home we ask that you keep your child at home until they are 

symptom free for 24 hours. 

Please report any contagious conditions to the teaching staff so that other parents can be informed. 

Accident Report 

If your child has an accident at school (fall,cut, etc.) you will be called during the morning or spoken to at the end of 

the morning. A written report of the accident will be left for you to sign and a copy will be given to you. An email 

will be sent to you while the written report is being processed.  

Payment of Fees 

Registration Fee 

The registration fee of $75 must be paid at the time of registration. The registration fee is non-refundable.               

Only one registration fee is charged per family.  

Cheques for the registration fee should be made payable to: Rural Family Connections Inc.  

Tuition 

 

Toddler Program (2 mornings / week) • $200 per month  

Preschool Program (2 mornings / 

wk)3 hours  
• $175 per month 

Preschool Program (3 mornings / wk)  

3 hours 
• $235 per month 

Preschool Program ( 2 mornings/wk) 

5 hours  
• $290 per month  

Preschool Program (3 mornings/wk) 5 

hours  
• $350 per month  
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Registration fees are due with the completed registration form and this will hold the space for your child. All Tuition 

(see payment schedule below) is required at the family intake interviews in September in the form of post-dated 

cheques.  Cheques to be made payable to: Rural Family Connections Inc. Fees may also be paid by email transfer.            

To pay by etransfer you will need to contact our main RFC office at 613-821-2899 to notify to make arrangements so 

you are added to our list of payees.   

Payment Schedule for Cheques 

 

At September Intake Interviews … All monthly post-dated cheques dated as follows: 

September 1:  Sept Tuition  

 June Tuition 

October 1 through to May 1:  Remaining monthly tuitions (8 months) 

 

Discounts 

A 10% sibling discount applies toward the equal or lesser value of 2nd (or subsequent) child’s tuition. In effect, the 

second child receives one month free tuition. 

Withdrawal from program 

Withdrawal from the program can be given with 30 days written notice, withdrawal cannot happen in May or June, as 

we are not able to fill the spot with another child. Staffing and budgets are based on our enrollment.  

 

Other Fees 

The charge per NSF cheque is $35. Please add this amount to your payment at time of replacement. 

Refunds 

Tuition fees for the first month are non-refundable. Upon one month’s written notice of intent to withdraw your child 

from the program, you will be refunded the difference, and/or have post-dated cheques returned. 

No refunds will be given for a child’s absence due to illness, vacation or a missed nursery school morning.  No 

refunds will be made if the school must be temporarily closed due to severe weather (see School Closures: 

 

If a child is to be absent from the school for an extended period of time for any reason (i.e. a month or longer), 

refunds for that period of time, in whole or in part, may be requested.  These requests will be considered by the  

director and awarded at their discretion.  If enrolment is at capacity, continued tuition payments may be required to 

reserve the space for the absent child in their program. 

Late or Missed Payments 

In the event a cash payment must be made (i.e. to replace an NSF cheque) it must be submitted to the manager or 

director in a labeled envelope indicating the payment name, amount and the student name.   All tuition payments and 

associated fees are due on the first of the month.  

Any late or missed payments, including NSF cheques, will be handled as follows: 

First notice:  Reminder e-mail or phone call from the school indicating the amount due and the date by which it 

must be received. 

Second notice:  Formal letter from the school. 
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Third notice: A request from the school to discuss alternate payment arrangements that will better work for both 

the school and the member family.  If a mutually agreeable arrangement cannot be reached, the family will be 

asked to withdraw their child from the school. 

Security 

Although the main door to the building is unlocked, the downstairs door to the school is kept locked and secure; we control 

and monitor access.  Should you need to drop by at any time there is a doorbell next to the door that can be used to let staff 

know that someone is here.  The door is unlocked at the end of the morning approximately 10-15 minutes before pick up of 

your child. 

Photo Permission 

 We often take pictures during Metcalfe Nursery School activities. On the registration form, you will be asked for 

your permission to use these pictures on our website, in our newsletter, and/or in promotional materials. Please note 

that we will never reference your child by name or provide any specific information regarding your child. We also 

will never sell these pictures; but will use them exclusively for internal purposes and promotional activities for the 

Metcalfe Nursery School (including, but not limited to our website, newsletter, and brochures). 

Story Park (a secure, private online space) will be used to make sure you are kept up to date with your child’s 

development. An information letter will be provided during the intake interview. 

Privacy Statement 

The Metcalfe Nursery School will only use personal information about you, your child, and your family for purposes 

related to the administration and activities of Nursery School, unless your prior written permission is obtained. The 

Metcalfe Nursery School will maintain all personal information only as long as required for the stated purpose, or as 

required by the “Child Care and Early Years Act”. 

The Nursery School does share member e-mail addresses with its parent company, Rural Family Connections (RFC), 

for the purposes of informing its members about RFC initiatives that may be of interest to our families. 

School Closures: 

Due to Weather:                                                                                                                                                                     

For the safety of our children and their families the nursery school closes whenever the Ottawa school boards cancel 

bus transportation and/or close the schools. This is a difficult decision for our teachers to make so we leave this to the 

school board experts. 

This information is announced soon after 5:30 am on the local radio stations and the school board websites. It will 

also be posted on the school facebook page. This closure also helps keep the staff safe as they live in different 

locations across our communities.  This process also confirms very early in the day what changes will happen to your 

morning. 

There are many opportunities throughout the school year for extra makeup days; a party, a special guest, a field trip or 

a special event that invites you to attend even though it is not your regular day. 

No refunds will be issued for these days. 

Thanks for your understanding.  

We are closed for the following 9 statutory holidays: 

1. Labour Day 

2. Thanksgiving Day 

3. Christmas Day 

4. Boxing Day 

5. New Year’s Day 

6. Family Day 

7. Good Friday 

8. Easter Monday 

9. Victoria Day 
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The nursery school is closed for 2 weeks at Christmas and 1 week in March.  These dates follow the Ottawa & 

Carleton District School Board breaks. 

 

Issuing Tax Receipts for Donations    

The Metcalfe Nursery School (MNS) under the Rural Family Connections umbrella is a registered charity 

(BN/Registration Number: 103649331RR0001).  Official donation receipts are issued by RFC in accordance with the 

Income Tax Act and the Income Tax Regulations.   

Official Tax receipts may be issued if all four (4) of the conditions listed below are satisfied:  

1. Some property, either in the form of cash or a gift-in-kind*, is transferred by a donor to the MNS;   

2. The property is given voluntarily (the donor must not be obliged to part with the property, for instance as the 

result of a larger contract or a court order);   

3. The donor is transferring the property to the MNS without expecting anything in return (no benefit of any 

kind may be provided to the donor or to anyone designated by the donor as a result of a gift); and  

4. In the case of a gift-in-kind, the MNS “Gift-In-Kind Donation Information” form has been completed and 

submitted.   

*Gifts-in-Kind  

A gift-in-kind is a donation of something other than cash (e.g. property).  For purposes of issuing an official donation 

receipt, the fair market value of a gift in kind is determined as at the date of the donation; i.e., the date on which 

beneficial ownership is transferred from the donor to the MNS.   

High Value Donations  

If the gift is likely to be valued at $1,000 or more, an independent appraiser will be consulted.   

 

The following donations are not eligible for a tax receipt:   

 Services;   

 Gift certificates donated by the issuer of the gift certificate;   

 Low value items (under $20); or   

 Payments or gifts of merchandise or supplies from a business whereby the business receives a material 

advantage.  A material advantage may include, but is not limited to, promotion or advertising in return for the 

gift. 

For the main fundraisers the nursery school hosts annually, this policy must be applied.  This includes tax receipts issued 

to all donors to the Easter Bunny Breakfast and Silent Auction as well as all vendors at the Touch-a-Truck Event. 

6. Procedures & Guidelines 

Attendance and Absences 

Please inform the school if your child will be absent by calling the nursery school @  613-821-3196.  If no one is 

available to take your call, please leave a message on the voice mail.  If your child is absent without notification you 

may receive a call from a staff member. 

Change in Child Pick-Up 

For safety reasons, please inform the teachers in advance if an adult other than the parent will be picking up your 

child. If the teachers have not met them before or are uncertain, the adult will be asked to show their I.D.  
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Clothing 

Children should be dressed in washable clothing that is easy for them to manage and is suitable for both indoor and 

outdoor activities at school.  Shoes that the child can slip on, or that have Velcro closures are a great help to the 

teachers, as are boots that are easy for the child to put on and remove. 

A change of clothing (pants, shirt, underwear, and socks) should be left in the child’s cubby throughout the year (just 

in case!). 

Please label all items of clothing that can be removed with your child’s name.  This includes coats, snow pants, 

sweaters, shoes, boots, mitts, hats, and neck warmers. 

Parent Conduct 

In a school setting parents are ambassadors for the school.  We encourage you to talk about MCNS in the community 

and to spread the word of our quality programming.  

Throughout the year, we encourage active involvement in your child's nursery school experience.  

It is important to us that you bring any concerns forward. All issues and concerns raised by parents will be taken 

seriously by the educators, manager and the director.  

• Issues and concerns may be brought forward verbally or in writing 

• They will be responded to verbally, unless written is requested.  The person who voiced the concern will be 

informed throughout the resolution process.  

Students, parents and educators have the right to be safe and to feel safe in their school community. We are all 

responsible of contributing to a positive school community.   

At all times, parents are exemplars of positive behaviour. With this comes the responsibility of treating all individuals 

and property with dignity, courtesy and respect. This includes interactions with students, parents, educators and the  

Board members. 

Parents shall refrain from any behaviour which is profane, insulting, harassing, abusive, disrespectful or otherwise 

offensive.  

 

Respect Policy 

Respect will be shown to all staff, chidren, families , and community members at all MCNS sites 

Procedure 

• We show respect to the children, the parents, and the staff by being considerate in our comments, and keeping our 

voices  at a respectful level, while using respectful language. 

• We, in turn, ask parents to have the same respect for staff, children and other adults. 

• Inappropriate outbursts of disrespectful language coming from a child or adult which is directed to staff, child or 

adult will result in a warning and possible immediate discharge form the program depending on the severity of the 

incident 

Failure to meet these expectations may result in immediate removal from the school. 

Communications 

Email 

In the interest of conserving resources, the preferred method of communication at Metcalfe Nursery School is email.  

Member families are asked to provide an active email address at the time of registration.  Of course, alternative 

arrangements will be made if a member does not have access to email. 

Nursery School Website 
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Please check out Rural Family Connections website: www.ruralfamilyconnections.ca.  

Nursery School Private Group Facebook page 

We have a private group page on facebook for current members only.  We use the page to post events,information,  

reminders and glimpses into your child’s activities at school.  When your child is enrolled and has started classes 

please send a request to join the group and you will be added.   
https://www.facebook.com/groups/128404827304474/?ref=bookmarks   

Community Bulletin Board 

The bulletin boards above the sign-in desk and at the top and bottom of the stairs are used for communication between 

the teachers and the parents. 

Newsletters 

Occasionally newsletters are published at the discretion of the staff to inform members about Metcalfe Nursery 

School activities .  They are distributed by email and/or hard copy. 

Conferences 

Parent-teacher conferences are not scheduled unless requested by parents or the teaching staff.  If you would like to 

discuss any aspect of the school’s program, or your child’s development or progress at the Metcalfe Nursery School, 

please feel free to speak with one of your child’s teachers. 

Snacks & Water Bottles 

Each child must supply their own pre-filled water bottle, clearly identified with their name (on both the lid and 

bottom). 

Parents will provide nut-free snacks for their child in a bag labelled with their child’s name.  All of the containers 

(lids & bottoms need to be labelled as well with the child’s name.  

All snacks to meet the nutritional recommendations of the Canada Food Guide: https://food-guide.canada.ca/en/ 

Respect and be aware of in-class allergies and procedures, including prohibited foods, i.e. peanuts 

Please provide a ice pack in your child’s lunch bag for cold foods. 

All parents providing food from home need to compete & sign a ‘Providing Snacks and Drinks’ acknowledgement 

form for their child’s file. 

 

Fundraising 

Certain products or catalogues (e.g. Scholastic books) are made available to member families, as they: 

 Provide a service to parents by offering lower-priced books or products not readily available elsewhere; 

 Are completely optional - i.e. they are passive fundraising with no pressure to participate (catalogues are 

simply made available to parents should they wish to place an order); and  

 Directly benefit the nursery school, either in the form of resources or funds. 

Sign In & Sign Out 

Parents must sign their child in and out of the nursery school by initialing the attendance sheet at the school’s entrance 

and recording the time in and out. This is particularly important because the sign in/out sheet is used to account for the 

children in the case of emergency. The sheet also helps us record extended hours and late pick-up. Once signed out, 

your children are under your supervision. 

http://www.ruralfamilyconnections.ca/
https://www.facebook.com/groups/128404827304474/?ref=bookmarks
https://food-guide.canada.ca/en/
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Toys from Home 

Please discourage your child from bringing toys or other treasured objects from home in order to avoid the damage or 

loss of a special toy. The exception to this rule is the child who may initially need a special object (blanket, stuffed 

animal) to make the transition from home to school. 

Water Quality 

Under the Small Water Works initiative with the Province of Ontario we have employed Brownlee Water Quality 

Management Inc. to carry out  testing that is required for all programs licenced by the Ministry of Education that 

maintain their own water source. They facilitate the 170/03 Drinking Water Quality Monitoring and Compliance 

Services Treatment System Inspection/Maintenance, On-Site Testing, Record Maintenance, Water Sampling, Lab 

Administration and Delivery. The cost for this service is just over $8000 annually.  It is reimbursed to RFC through 

the province, twice a year. The water is safe to drink but still high in sodium, as a result we drink bottled water 

supplied by the parents. 
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APPENDIX A: Snack Suggestions 

Snacks should include a selection from at least two food groups as well as water for each child to drink. 

  

Here are some ideas: 

Milk & Meat Grains Fruit & Vegetables 

 Cheese 

 Cheese sticks 

 Yogurt 

 Cottage cheese 

 Pudding 

 Dip for veggies (sour 

cream or yogurt-based) 

 Cream cheese 

 Hummus 

 Crackers 

 Pita bread pieces 

 Rice cakes 

 Bread sticks 

 Melba toast 

 Sandwiches cut in quarters 

(whole wheat, 

pumpernickel, cracked 

wheat, rye and white in 

combinations) 

 English muffins 

 Muffins 

 Cookies – as low in sugar 

as possible and limited in 

chocolate/chocolate chips 

 Mixture of Cheerios, 

pretzels, and raisins 

 Popcorn 

 Apples (cut up) 

 Orange sections 

 Grapes 

 Pear pieces 

 Pineapple 

 Watermelon 

 Peach pieces 

 Plum pieces 

 Bananas 

 Carrot sticks 

 Cucumber 

 Celery 

 Zucchini 

 Mushrooms 

 Radishes 

 Broccoli 

 Cauliflower 

 Tomatoes 

 Raisins 

 Dried apricots 

Notes: 

 Please bring only nut-free snacks.  Check ingredients when purchasing pre-made products. 

 Remember that this is just a snack - please bring small portions. 

 Try to provide a snack low in refined sugar. 

 Your snack can be left in the fridge until the appropriate time. 

 You can use the microwave to prepare your snack, if applicable. 
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APPENDIX B: Volunteer Parents 

  

1. There may be some days that the teachers would like some extra help with some of the activities. They will 

then ask for volunteers to stay for the morning. 

2. There may be times that RFC is hosting events in the community and will be asking for volunteers to assist at 

the event. 

 

 

Thank you for helping in this way – this is a important part of your role in the                        

Metcalfe Nursery School! 
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APPENDIX C: Play Dough Recipes 

Here are a few different recipes for home-made play dough.  Feel free to use your own if you have a favourite. 

Cooked Play Dough 

Ingredients: 

 2 cups flour 

 4 Tablespoons vegetable oil 

 1 cup salt 

 2 cups water 

 4 teaspoons cream of tartar 

 Food colouring or unsweetened KOOL-AID® drink mix packet 

Instructions: 

1. Measure water into medium-sized pot. 

2. Stir in food colouring or KOOL-AID® mix. 

3. Mix in all other ingredients. 

4. Cook and stir over medium heat until thick and of pliable consistency. 

5. Store in a plastic bag or container. 

 

KOOL-AID® Play Dough 

Ingredients: 

 1 cup flour 

 1 package unsweetened KOOL-AID® 

 ½ cup salt 

 3 Tablespoons vegetable oil 

 1 cup boiling water 

Instructions: 

1. Mix dry ingredients together. 

2. Mix liquid ingredients together. 

3. Mix dry and liquid ingredients together and knead for a few minutes. 

4. Add extra flour until you get the consistency you want. 

5. Store in a plastic bag or container. 


