Creative

Montessori 

Center

Elementary

Policy Manual









(Revised March 2012)

Frequently Asked Questions


We would like to take this opportunity to welcome you and your family to Creative Montessori Center.  We look forward to a wonderful year, filled with great experiences and memories.  We believe that we provide the highest quality education for our students, and we understand that family support and participation is essential for a successful school year.  We recognize and encourage the individuality and unique qualities in each child, and know there is no “instruction manual” that comes with them.  We place realistic expectations on our students, and also have high expectations of our families.

Mission Statement


A truly educated individual is motivated from within by a natural curiosity and love for knowledge.  The goal of CMC is to cultivate the child’s own desire to learn.  This is approached in two ways: by allowing the child to experience the excitement of learning by his/her own choice, and by helping him/her to perfect all the natural tools for learning.  The habits and skills a child develops in a Montessori classroom are good for a lifetime.  CMC is here to help children develop these habits and skills.

Admissions Procedure


Creative Montessori Center does not discriminate against any child based on race, religion, gender, or any other factor.  


Admission into CMC’s program is achieved by following these steps:



*Touring the school



*Reading and completing all enrollment forms



*Payment of registration fee



*Payment of Book Fee (Elementary only)


Re-enrollment is held each spring.  Students are not automatically re-enrolled for the upcoming school year.  CMC families are given priority enrollment for a specified period of time before enrollment is made open to the public.
Discipline/Dismissal Procedure


Students are admitted into CMC’s program on a probationary basis.  We believe that each child is an individual, and must be disciplined in the way that is most effective for him/her.  The staff at CMC follows many strategies associated with “Love and Logic”.   These strategies include giving realistic choices, logical consequences, early interventions, and positive reinforcement.  We believe in avoiding conflict whenever possible, so discipline is unnecessary.


There are occasions when other types of discipline are required.  These include, but are not limited to: aggressive behavior, disrespectful behavior, destruction of school property or property of others.  Please refer to CMC’s “Safe Schools Student Discipline Policy”, which was included with your enrollment packet.


When these behaviors are exhibited, the parent will be notified.  If the behaviors do not improve, the student may be removed from the classroom.  If the classroom directress finds it necessary, the student will be taken to the administrator’s office.  The administrator will then determine what action should be taken.  Consequences of being removed from the classroom include the following: loss of play time, call to parents, student sent home, student suspended, student dismissed.  The directress and/or the administrator may fill out a “Disciplinary Referral” form to notify the parent of the student’s behavior.  Typically, a student is dismissed after the third referral.  Of course, each situation is unique, and the staff will do everything possible to help students learn how to control their actions and become a positive member of the classroom environment.


Parental support is key to a successful experience for any child.  The staff at CMC respects the relationship between parents and children, and we recognize that you know your child better than anyone else.  Because of this, we ask that you commit to being a partner in your child’s education and discipline.  If, at any time, you have a question or concern, do not hesitate to request a meeting with the directress and/or administrator.  We look for your input and expect your support.


CMC believes in the placing responsibility on elementary students very early on.  This is especially important when it comes to student behavior.  Each family is expected to adhere to the behavioral standards of the school.  A Behavioral Contract is to be signed by each student, parent, and classroom directress.  The consequences of breach of this contract will be strictly followed. 

Violence will not be tolerated.  Any student who is found to be exhibiting violent behavior (to him/herself or others) will be immediately removed from the classroom.  A Behavioral Referral will be sent home; the penalty of this behavior may be: a) a call home to the parent, b) child sent home, c) child placed on probation, d) child suspended, or e) child expelled.   If CMC requests a child to be withdrawn for any reason, there will be a refund of any unused tuition.

Staff


Creative Montessori Center boasts a very low turn-over in staff.  Our staff is made up of dedicated, loving people with a close tie to our program.  Many have attended our center and/or have had their own family members attend here.


Background checks are done on all employees.  Staff members are required to attend monthly staff meetings, as well as other trainings that total at least 12 clock hours of training per year.  CMC staffs each area of our program in accordance with the State of Michigan licensing regulations.  Staff members are also CPR, First Aid, and Blood-bourn Pathogens trained.  Elementary Directresses are also required to complete Montessori Certification.

Administration

Student Records


A number of forms are required to enroll your child at CMC.  These include the registration form, information form, Terms and Conditions, Allergy/Medical Conditions form, email database form, internet and photography form, birth certificate, emergency card, and a Good Health Statement.


  A record of immunizations must also be on file.  Immunization records are reported twice yearly to the Department of Community Health.  A medical waiver must be signed by the parent for any immunization not being administered due to religious, medical, or other reasons.  A child will be subject to exclusion from the program if an outbreak of vaccine-preventable disease to which he/she is susceptible occurs.


In the case of custody disputes, court documentation must be submitted.  If custody is shared between parents, BOTH parents must sign all enrollment paperwork.  CMC is not responsible for communication issues between parents.  Newsletters and other important notices will be emailed and posted on our website.  We will not be expected to supply multiple copies of notices to estranged parents.  

Arrival/Dismissal


The state of Michigan requires us to record the exact time each student is present in our Center.  Classroom directresses will take attendance during each class session, and these records will be kept on file in the office, along with the sign-in sheets each day.

When dropping off or picking up a child, the caregiver must stop at the front desk, sign their name, and mark the correct time of arrival or departure.  If picking up a child, the adult may be asked to show photo ID.  A copy of each child’s emergency card is kept at the front desk.  Only those listed on the emergency card will be allowed to pick up the child.  If anyone else arrives to pick up a child, the student will not be released until a parent is contacted to give his/her approval.  Parents are permitted to notify the office staff in writing if someone else will be picking up a child on a case-by-case basis.

Upon arrival, a child is to be signed in at the front desk, and then dropped off in the classroom (or playroom, if before 8:30 am.)  After class, the child is to be signed out and picked up directly from the classroom (or playroom if later than 3:45 pm.)


The CMC building has very limited parking.  Due to parking restrictions, parents are asked to park as far away from the school as possible.  Many of our families have small children and/or infants.  We ask that you reserve close parking for these families, and for those with elderly caregivers.


Our parking lot borders that of a doctor’s office.  You are not permitted to access our parking lot through the doctor’s lot.  You must access our parking lot by turning off of Manning Drive, not by turning directly off of West Rd.  Also, you are asked not to park in the doctor’s lot.  The parking spaces across from the Trenton Food Pantry are reserved for the nurses that work in the doctor’s office.  Please do not park in these spaces.


Occasionally the staff will block off our parking lot.  This could be done for a number of reasons (the students may be using the parking lot for recess; there may be a special program taking place.)  When the parking barriers are in place, please park in the church lot.  Do not park against the parking barriers!

Inclement Weather Days


CMC will occasionally be forced to close school because of bad weather conditions.  When this occurs, the administration will notify the local news stations, and the school will be placed in the appropriate School Closing Alert Systems (look for “Creative Montessori Center” or “Creative Montessori-Trenton”.)  School will be closed before 6 am.  Parents who desire an early call in the event of school closures are asked to notify the office in writing.

Tuition/Billing


Tuition is calculated for the entire school year, with payments broken into 10 equal amounts.  Regular tuition payments are due on the first of the month.  Payment can be made by cash, money order, or check.  Payments must be turned in to the office (not to the classroom staff.)  There is a drop box located in the playroom; payment may be left there if you are making a payment after office hours.  Parents paying by semester must pay by September 1st and February 1st.  If payment is not made by the 10th of the month, a $20.00 late fee will be assessed.  Students enrolled after the start of the school year are still subject to full tuition.  Tuition may be pro-rated for the first month of a late enrollment (these arrangements are made by the administration.)


Students may be dropped off in the classroom as early as 8:30 am and picked up as late as 3:45 pm at no extra charge.  Children signed in to school between 7:00-8:00 am will be charged a $5.00 latchkey fee. Any child still in latchkey after 8:00 am will be charged $2.50.  Children signed out after 3:45 pm will be charged Latchkey fees based on the time used (a minimum of $5.00.)  Option B allows children to be in school between the hours of 7 am and 6 pm, with no extra Latchkey fees charged.  Children not picked up by 6 pm will be charged $4.00 per minute after 6:00.


Prior notice is not required for the use of CMC’s Latchkey program.  Children dropped off before school or left after school are automatically taken to latchkey.  


Latchkey charges are posted the first week of the month, for the month prior.  Parents wishing to pay Latchkey and tuition charges together must notify the office in writing, so no late fees are assessed while they wait for their invoice.  Invoices are sent home in the child’s mailbox.


Itemized bills or replacement bills will require 1 week’s notice.  Families requesting excessive records or paperwork from the office will be assessed a $20.00 charge/occurrence.


A fee of $35.00 will be charged for checks returned for lack of funds.  Repeated returns will require payment to be made in the form of cash or money order.  All charges must be paid by the close of the school year, or a child may not be allowed to return to school the following school year.  Two weeks written notice prior to withdrawal by the parents is mandatory for refund of any unused tuition.

Health Care Policy


Parents are asked to keep sick children at home.  If a child becomes ill while at school, a parent will be contacted to take the child home.  Parents are expected to make arrangements to pick up sick children in a timely manner.


If a child is sent home from school because he/she is ill, the parent must keep him/her out of school until the child is no longer contagious or symptomatic.  Special provisions are made for the following illnesses:



-Stomach viruses: A child who is vomiting and/or experiencing diarrhea must stay home until he/she has been symptom-free for 24 hours.



-Fever: A student must be fever-free for 24 hours (without medication) before returning to school.



-Lice:  A student who is found to have lice must be treated at home.  The parent must show proof of treatment to the office (receipt or empty box.)  CMC has adopted a “No Nit” policy.  A child with a suspected or confirmed case of lice will be inspected by a staff member.  The child must be found to be nit-free before being allowed to return to school.  Coats and clothing items will be sealed in garbage bags until the school has been cleared of cases.  Routine head checks will be done for a designated amount of time following a suspected case of lice.  



-Skin Rashes: Students exhibiting skin lesions or rashes will not be permitted to return to school until the parent can provide proof from the child’s doctor that the rash is not contagious.



-Cold/Flu viruses:  Children with a cold or the flu are asked to remain at home until their symptoms subside.  Children with a yellow or green discharge from their sinuses are considered contagious and may be excluded from school.  



-Respiratory illnesses and Conjunctivitis (“Pink Eye”):  Students with these illnesses must show proof of treatment by a physician before being admitted to school.



-Infections and illnesses treated with antibiotics: Students must be under treatment for 24 hours of full doses before returning to school.

Administration of Medication


Parents are asked to notify the office of any medication their child is taking.  If a child requires medication during school hours, the parents are required to fill out a “Permission to Administer Prescription Medication” form in the office.  This form should be filled out by the child’s doctor.  The school staff will maintain record of each dose of prescribed medication administered to the child.  Prescription medications will be stored in the office and must be in the original container, with the pharmacy label still attached.


Non-prescription medications can also be given during school hours.  These include, but are not limited to, skin lotions, sun screen, and bug spray.  There is a “Permission to Administer Non-Prescription Medication” form that must be on file for the use of these items during the school day.  These items will be used at the discretion of the school staff, according to the instructions of the parents.  Non-prescription medications must be clearly labeled with the child’s name and include a dosing cup or spoon.

Absences/Tardies


CMC is required to report outbreaks of illnesses to the Department of Community Health.  We ask that you notify the office when your child will be absent for any reason.  If your child is ill, please specify how your child was diagnosed (physician, parent, etc.)  


If your child will be late for school, we ask that you notify the office as soon as possible.  CMC is required to maintain proper adult-student ratios at all times.  For this reason, we need to be aware of the number of students who will be present at different times of the day.  If a child will be picked up early from school, the parent must notify the office in advance.


Students are expected to be in the classroom at the start of the class session; classroom doors will be closed at 8:45 am and 12:45 pm.  Students arriving after these times must obtain a tardy pass from the front desk or the office before the student will be admitted to class.  The parent is also asked to stop in to the office to ensure that the staff is aware that the student has arrived.  If a “Specials” class has already begun when a child arrives, he/she will not attend that class.  A child that arrives after half of the class session has expired (10:07 am and 2:07 pm) will be considered absent for that session.  


Excessive tardies have many negative effects on the student and the classroom.  Late arrivals cause a disruption in the classroom and draw unwanted attention to the student.  Important lessons and/or routines are missed when a child arrives late.  Parents are asked to make every effort to have their child to school on time.

Summer Program


CMC does its best to meet the needs of its families.  Each spring, a questionnaire is circulated regarding a summer program.  A program will be designed to meet the needs of the families enrolled at the center.  The program may consist of full or half days, academic class time, specials classes, day care activities, and before-and after-school care.  CMC must have enough participation in the program to fund it, or the program will not be implemented.

Dress Code


CMC does not have a predetermined dress code policy.  Parents are simply asked to be conscious of their child’s ability level, comfort level, and schedule when choosing school clothes.  Clothing should fit properly and children should be able to manage their own clothing when using the restroom.  Children should wear clothing that is appropriate for their Special classes (gym clothing, art clothing, etc.)  Children should also be prepared to go outside for recess every day.  Any accessories (hats, purses, scarves, etc.) will be placed in the child’s mailbox until the end of the day.

Classroom Management


Each classroom directress is Montessori certified.  Each directress manages her classroom in her own unique manner.  While the Montessori curriculum is the basis of each classroom environment, the directress designs and manages the environment in the way she deems best for her students.


Parents are also asked to volunteer to bring in items to donate to the classroom.  This includes items such as snack, hand wipes, napkins, cleaning supplies, glue sticks, and crayons.  These donations are appreciated, but are not required.  Parents are asked to donate as they see fit.  These items are routinely supplied by the school, but are used or consumed very quickly.  It is not the expectation of the center to see any family burdened by the donation of basic school items. 


In the case of birthdays or other special occasions, students are welcome to bring in a special snack for the class.  We ask that you notify the directress of your plans for the special day.  The directress may request that you plan your celebration at a time that works best for the classroom schedule.  Parents are asked not to send in cake or other sugary, messy snacks.  Your child’s teacher can also advise you about specific details.


Holiday parties are planned throughout the school year.  These parties are planned by each individual directress.  There will be a sign-up sheet posted for treats or special help requested for the party day.  If a parent wishes to donate an item not listed, they may consult the directress.  She can also make suggestions of the amount needed.


Each classroom directress will write monthly newsletters.  These newsletters include important upcoming events, classroom news, dates to remember, and notes from the office.  The classroom newsletters are passed out via student mailboxes, displayed outside the classroom, emailed to the parents, and posted on CMC’s website.  


“Special” classes are scheduled during each class session.  A different special is offered each day of the week.  These are classes that are taught by a specialized teacher, taught outside of the classroom.  If a specials teacher is absent, CMC will do their best to find a qualified substitute or a suitable activity.

Ground Rules


Basic ground rules are presented in all rooms.  Our main goal is to create an environment where each child can learn and develop to the best of his/her ability.  Many of these ground rules are aimed at building independence in each student.  These ground rules are designed to encourage the child to become confident, mature, and able to function away from the parent or directress.  Parents are asked to support and enforce these rules as much as possible.  For this reason, please understand and respect the following:



-Students are expected to enter the classroom each day without their parent or caregiver.  The classroom directress or assistant will greet the child at the door, and the parent is asked to remain behind in the hallway.



-Students are expected to hang up their own coats, put away their own backpack and lunchbox, and take care of their own belongings.



-Students are asked not to bring toys from home.



-Students must be able to practice basic hygiene procedures.  These include toileting, hand-washing, coughing and sneezing into tissue or elbow, blowing nose, and feeding oneself.



-Students are expected to return homework and/or reading books on a daily basis.



-Electronics (cell phones, games, etc.) should not be brought to school.  A directress may choose to grant an exception to this rule on occasion (for party days, special occasions, etc.)  Prior notice of this will be given.

Lunch/Snacks


Parents are encouraged to provide healthy snacks and lunches for their children.  Students must bring food from home.  CMC is not equipped to prepare lunches for students.  Staff members may reheat items for a student, but may not mix ingredients or heat items for longer than 90 seconds (“Food Preparation Guidelines” were included in your enrollment packet).  Please see attached “Healthy Snack List” for suggestions for snacks.  All food items should be clearly labeled with your child’s name.

Field Trips


Elementary classrooms will take occasional field trips throughout the school year.  These are expected to be educational and reasonably priced*.  Permission Slips must be submitted for a student to attend each field trip.  All students are expected to attend field trips.  CMC is not equipped to care for students on site when a classroom is on a field trip.  


Parents may be asked to transport students on field trips.  The directress may request volunteers to drive.  Each driver MUST complete a Driver Permission Form.  Siblings are not permitted to attend CMC field trips.


Elementary classes will take occasional walking field trips.  These trips may be unannounced and will be within walking distance of the school.


*Families in financial distress are encouraged to speak with the administration if a student cannot afford a planned field trip.

Parents’ Guild


CMC is blessed with passionate, motivated parents.  Each year, the parents are given the opportunity to come together to join our parents’ club, known as our Parents’ Guild.  The Parents’ Guild holds monthly meetings, handles fundraisers, aids in community service activities, makes purchases for classroom directresses, and arranges special presentations for the students.  Parents are encouraged to contact the Parents’ Guild and become involved in any way possible.  Each activity set forth by the Parents’ Guild benefits all students at CMC.


The Parents’ Guild brings special programs to the school throughout the year.  These activities are planned for different days of the week, in order to accommodate part-time students.  


The Parents’ Guild will occasionally ask for volunteers for various activities throughout the school.  Parents are asked NOT to bring other children to school when volunteering.


Fundraisers are strictly voluntary.  Ideas and suggestions are traded at the monthly meetings.  The Parents’ Guild maintains its own board or directors, which includes a president, vice president, secretary and treasurer.  Minutes from meetings are displayed on the Parents’ Guild bulletin board, and posted on the CMC website.  Board members are elected each school year.  The Parents’ Guild works closely with the CMC staff to coordinate all activities and to find ways to enhance the CMC program.


The Parents’ Guild is an extraordinary way for parents to participate in their child’s education.  The activities of the Parents’ Guild are invaluable to the program at CMC and play a vital role in the success of the school.

Conclusion


This manual is not intended to address each and every question or concern brought forth by our parents.  Our goal is to answer frequently asked questions, as well as to attempt to avoid confusion.  We recognize that good communication is essential in the care of young children.  We encourage our parents to regularly speak with the CMC staff, and to maintain an open relationship with them.  If, at any time, you have a question or concern, you are asked to contact the school directly.  You are welcome to call the school, email the Director, or send in a note to request a meeting (parents are asked not to attempt to discuss their concerns during drop-off or pick-up times.)


It is our hope that each family has a positive experience here at Creative Montessori Center.

By signing below, I attest that I have taken receipt of CMC’s Policy Manual, and understand all the policies and procedures herein.  My signature below also allows my child to participate in walking field trips as described in this manual.

________________________________________________

Parent/Guardian’s Signature

________________________________________________

Parent/Guardian’s Signature

_________________________

Date

*Please sign and return this page to the office after reading this Policy Manual. 

Healthy Snack List

(No snacks with peanut butter!)

Fruit

Yogurt

Cereal bars

Vegetables with or without dip

Hummus

Bagels with or without topping

Mini-muffins

Dried fruit

Pretzels

Popcorn cakes

Goldfish or cheese crackers

Animal crackers

Graham crackers

Pita chips with dip

Trail mixes (no nuts)

Rolled lunch meat

Cereal with milk

Cheese cubes

Birthday Treat Suggestions

Rice Crispy treats

Cookies (no cakes or cupcakes)

Doughnut holes

Muffins

Student Contract

By signing below, I  (student) agree to abide by the following behavioral terms:

· I will do my best.

· I will treat others with respect.  I will not bully other students, and I will act appropriately toward my teachers.

· I will give my schoolwork 100% effort.  I will turn in my homework on time.  I will only turn in work that I am proud of.  I will study for tests and quizzes.

· I will come to class on time and prepared to learn.

· I will seek out my directresses when I have a problem.  I will make sure she is aware when I am having a problem with my schoolwork.  I will let her know if I am being adequately challenged.  

· Violence will NOT be tolerated.  

· I will do my best to always be honest.  I understand that trust is earned, and that my teachers expect me to tell the truth.

· I will take responsibility for my schoolwork, my actions, and myself.

· I will make sure that I understand the Ground Rules in my classrooms, and I will follow them.

· Destruction of school property will NOT be tolerated.  I understand that I am an equal partner in the classroom; we are all responsible for keeping our environment safe, functional, and lovely.

· I know that my behavior and work in my “Specials Classes” are as important as the work in my classroom.

Student’s Signature:________________________ Date:___________

Consequences for Breach of this Contract (these may be administered in any order, as deemed appropriate by the classroom directress and/or administration):

-Conference with Directress

-Loss of privileges

-Conference with Administration

-Note sent home or phone call to Parent

-Student placed on Probation

-Student Suspension

-Student Expulsion 

By signing below, I (directress) agree to the following terms:

· I will do my best.

· I will ensure that my students feel safe and cared for.

· I will treat my students, their families, and fellow staff members with respect.

· I will do my best to always be honest.  I understand that trust is earned, and that my students and their families expect me to be truthful and fair.

· I will instruct my students with a curriculum that is exciting, challenging, and appropriate.  

· I will strive to create and maintain open communication with the parents of my students.

· I will foster relationships with each of my students, so they may approach me with any issues that arise (academic, social, or emotional).

Directress’s Signature:___________________________Date:________

By signing below, I (parent) agree to the following terms:

· I understand that I am an important part of my child’s educational team.  I will do my best to help him/her in any way possible.  I will create an environment where he/she can study and complete work at home.

· I will support my child’s teachers and follow through with expectations, assignments, and consequences outside of school.

· I will be honest with my child and with school staff.

· I will set realistic expectations of my child and school staff.

· I will quickly notify the classroom directress of changes and/or concerns.

· I will be an active part of my child’s education: I will attend Parent/Teacher conferences, read Newsletters, help with homework, read with my child on a regular basis, and do my best to be conscious of what is happening with my child.

· I will become familiar with the Ground Rules and consequences; I will make sure my child understands them and abides by them.

· I will have my child at school on time and prepared to learn.

· I will encourage my child to be independent and responsible.

Parent’s Signature:_________________________________Date:_________
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