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The Montessori Learning Center Parent Handbook

Mission 
Mission Statement

To provide a carefully planned, motivating environment to help children develop essential habits, attitudes, skills and ideas for a lifetime of learning.

Non-Discriminatory Policy
The Montessori Learning Center, Inc. admits students of any race, color, religion, national and ethnic origin with all the rights, privileges, programs, and activities generally accorded or made available to students at the school.  It does not discriminate on the basis of race, religion, color, national and ethnic origin in administration of its educational policies, admission policies, or other school-administered programs.  The Montessori Learning Center, Inc. is an Equal Opportunity Employer.
Affiliations

The Montessori Learning Center, Inc. is affiliated with The American Montessori Society (AMS).

School Address and Phone Number
1402 W. Main Street

Carmel, IN  46032

846-8182

Liz Home:
846-3167

Liz Cell:
442-8661
Website:  
themontessorilearningcenter.com

Email:
elizabeth@themontessorilearningcenter.com
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Rights and Responsibilities

Parents’ Rights and Responsibilities

Parents have the right:

· To know that their child is cared for in a safe, supportive environment

· To access the school staff during the school’s normal hours of operation
· To be informed about serious misbehavior on the part of their own child
· To be regularly informed of school activities
Parents have the responsibility to fulfill their obligations as described in various portions of this handbook. These obligations include, but are not limited to:

· Paying fees on time
· Keeping their child’s records up-to-date
· Following the health policy
· Letting the school know if their child will not be attending on a regularly scheduled day
· Noting any communications from the administrators or teachers regarding their child’s behavior, and to cooperate in any efforts to bring about improvement in the situation
· Attempting to attend school activities that involve parents
· Informing the school of any significant changes that occur in the home
Children’s Rights and Responsibilities

Children have the right:

· To experience a safe, supportive, and consistent environment
· To use all of the program equipment, materials, and facilities on an equal basis with all of the other children
· To receive respectful treatment
· To experience discipline that is fair and non-punitive
· To receive nurturing care from staff members
Children have the responsibility:

· To be accountable for their actions
· To respect the school rules that guide them while at school
· To remain with the group and staff at all times
· To care for materials and equipment properly
The Montessori Learning Center Parent Handbook
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Academic Philosophy 
Philosophy
In keeping with the Montessori Method, The Montessori Learning Center, Inc. endeavors to create a carefully prepared classroom environment that fully engages each child in a developmentally appropriate way.  The prepared environment, which consists of furnishings and learning materials that are designed to lead each child from concrete concepts to abstract and in-depth understanding, is one of two key components of the Montessori Method.  The other is the Montessori teacher, a knowledgeable, sensitive, and rigorously trained adult who prepares the environment each day and serves as a guide to the children.
The term “guide” extends from Maria Montessori’s belief that “education is not something that a leader does, but a natural process spontaneously carried out by the human being.”  The child holds the pattern for his or her development within, and the teacher, through observation and experimentation within the prepared environment, provides the experiences that the child requires for growth and development.

The academic program at The Montessori Learning Center, Inc.  is a carefully designed continuum based on Maria Montessori’s Four Planes of Development theory and the home-like, family-based model of peer interaction that she put forth.  The classroom is organized in a cross-age, mixed gender grouping of children based on the four planes of development.  Over several years, each child is carefully prepared to transition successfully (academically and socially) to the next level.

Admission Policy

The Montessori Learning Center, Inc. is dedicated to fostering an environment which promotes education and well-being regardless of ability, age, appearance, gender, nationality, race, religion, and socio-economic status.  Respect for human diversity will be encouraged, followed and enforced.  

All children are enrolled on a probationary basis.  In the event that staff and/or administrator determine the student does not benefit from a Montessori environment, or the behavior of the student disrupts the classroom, The Montessori Learning Center, Inc.  reserves the right to terminate the child’s enrollment in school
The Montessori Learning Center Parent Handbook
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Arrival and Dismissal
Daily Schedule

8:30 am – 3:15 pm
8:30 am – 11:30 am
morning work time
11:30 am – 1:00 pm
lunch and recess

1:00 pm – 3:15 pm 
afternoon work time (Art on Thursday, PE on Tuesday)
Half days end at 11:30 am
Promptness in the Morning
Children should arrive between 8:15 and 8:30.  Please be prompt in arriving each morning!  When a child arrives late, he or she misses the morning greeting, possibly group circle, the introduction of new materials and most significantly, enters a classroom that is already buzzing with activity.

A greeter is available from 8:15 a.m. - 8:35 a.m. to escort children who are dropped off in the driveway.  After that you may decide to watch your child walk into the building or park and accompany them in the classroom.

Promptness at Dismissal
Children are dismissed under the supervision of a teacher or assistant.  If a parent or care-giver arrives more than ten minutes past dismissal time, the student will be walked back in the classroom for after care.

Authorization to Transport Your Child

Parents must provide the School with a list of people authorized to pick up their child.  No child will be dismissed to anyone other than the parents or guardians without written permission.  
Parking Lot and Traffic Flow

Enter at the east entrance and pull up along the wheelchair ramp.  A greeter will help your child in/out of the car.  Loop around to use the same road as an exit. The (red) entry door is located in the Education and Administration building.    If you need to park, there are spots available on the south side of the parking lot.    
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After Care
After Care is available Monday – Friday from 3:15 to 5:15.  The cost is $7.00 per hour.  Please try to give advance notice if you child will be staying in after care.  Fees for after care will be assessed monthly.
Closings and Early Dismissals

The school generally follows the same schedule as that of the Carmel Clay School System.  A calendar is available on-line at themontessorilearningcenter.com.

On days when the Carmel Clay Schools are either delayed or canceled due to bad weather, the Montessori Learning Center will do likewise. For example, if it is announced that the Carmel schools will delay the start of school by one hour, The Montessori Learning Center will be delayed until 9:30. In the event of an early dismissal, school would dismiss at the same time as the Carmel Clay schools.  The administrator would remain at school until every child is picked up.

To determine if school is closed or delayed, listen to local television or radio stations for any information on the Carmel Clay School District. There will not be a separate announcement for The Montessori Learning Center. 
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General Policies and Procedures

Attendance

The Montessori curriculum to which we adhere is cumulative.  Daily attendance is necessary for thorough understanding of subject areas and continuity of the program.  While absence due to illness is not only understandable but advisable, absence for other reasons is not.  Please respect the School calendar and your child’s educational process by honoring arrival and dismissal times and by not extending vacations.  Attendance is reported on progress reports and on the child’s permanent record.  Attendance is taken each day.

Lunch
The Montessori Learning Center does not maintain a cafeteria and is not licensed to provide food to its students.  All students bring their own lunches.  We ask that parents provide a well-balanced meal that minimizes salt, sugar and additives such as artificial colors and flavorings.   Fresh fruits, vegetables, and unprocessed foods are encouraged.  There is a small microwave available for student use.  Please remember to pack utensils if needed and try to use re-useable containers.  Good health, proper nutrition, and food preparation are part of our practical life curriculum.
Parents are welcome to come and eat lunch with their child.
Snacks
Students are encouraged to bring their own nutritious snack in their lunch boxes.  The students will be able to access their snack when they feel it necessary.  There are water fountains in the hallway.

Peanut Policy
The Montessori Learning Center is a “peanut safe” school.  Cleaning hands and tables before and after eating snacks and lunches is a daily routine.  If there is a student enrolled with a peanut allergy there could possibly be additional peanut-safe practices implemented in the class.  
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Dress and Footwear
In general, students’ clothing should be comfortable, allow freedom of movement, and enable the wearer to engage fully in daily outdoor activities in all but the most extreme weather conditions.  The children will need rain gear when necessary and warm layers including hats and mittens in the winter.  If the temperature is below 10 degrees we will have indoor recess.
Slippers may be brought to school for use in the classroom.  Slippers should have a sturdy sole that will protect the child’s foot outdoors in the case of emergency or fire drill.  Open backed, clog-type slippers and slippers with big floppy decorations are strongly discouraged.

Tennis shoes are the best outside shoe.  Please make sure that they fit correctly so that the child does not “trip out” of the shoes when running.  If a dress shoe is worn, tennis shoes can be brought for recess.  Please label lunch boxes, hats, mittens, sweaters, jackets, shoes, etc. with your child's name. This enables them to recognize their own belongings, and assures that they get returned if misplaced.
Conferences

Parents will have the opportunity for two scheduled conferences: Fall and Spring.  It is our hope that parents will ask questions and discuss concerns openly. Additional conferences may be scheduled when requested by teachers or parents.  Scheduled observations are also welcome.
The fall conference will be a teacher-parent meeting. The conference is meant to be an exchange of ideas about your child’s activities, habits, experiences, and achievements.  The spring conference will be student led.  The aim of this conference is for students to explain to parents, using examples, how far they have progressed since September.  

Field Trips

Field trips are scheduled throughout the year. Whenever a field trip is planned, parents are notified and often asked to assist in transporting and chaperoning the children. The school does not have vehicles; therefore, help is needed from parents to get the children to and from the field trip. Parents must provide child safety seats for the field trip.  The teacher will have a cellular phone and first aid kit. Children must be placed in their safety seats. Children are not allowed to ride in the front seat. 
The Montessori Learning Center Parent Handbook
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Tuition

The tuition rate is set annually.  It can be paid in full at the beginning of the year, or in ten (10) equal monthly payments, due on the first day of each month.  

Tuition checks may be mailed to the school at the following address:  

The Montessori Learning Center 

P.O. Box 3847

Carmel, IN   46082

Prompt payment is expected.  After the 5th of each month, a late fee of $25.00 will be added to the amount owed.  Payments not received by the 10th of the month will necessitate your child being removed from school until payment is received.  Statements are not sent to parents on a monthly basis, but the administrator is available to assist parents in figuring the fees owed. 
There is no tuition refund for holidays, illness, or vacation days. If a child is absent for an extended period of time, full tuition payment is still required.  
Tuition checks may also be dropped of at the school.  Please do not put the tuition payments in your child’s backpack, but hand them to the teacher or staff member.

A $30.00 service charge will be incurred for all returned checks.

Withdrawal from the Program

Parents wishing to withdraw their child from The Montessori Learning Center, Inc. must provide a statement, in writing, at least 30 days prior to the discontinuation of the child’s participation in the program. Parents will then be responsible for payment of the child’s tuition until the child actually leaves the program. If a withdrawal occurs during the middle of the month, that month’s entire payment is required.

If a child is withdrawn after spring break, fees must be paid through the end of the school year.
The Montessori Learning Center Parent Handbook
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Health Policies and Procedures

Health and Safety Policy

The school takes every precaution to maintain the wellness of each student who attends our program. The first step taken is to require that children have had a recent physical exam and all of the necessary immunization shots (The school must retain a copy of each child’s immunization record). Staff members are required to take annual training in infectious disease control and universal precautions for the transmission of diseases.  In addition, students and staff alike are required to wash their hands consistently throughout the day in order to prevent the spread of germs.
If a child has a known medical condition (asthma, allergies, diabetes, etc.), parents are asked to note it on the proper place on the enrollment form. Teachers should also be notified of the steps to take if a problem occurs while the child is at school.

Absence Due to Illness
While missing school can be difficult, children who are ill should remain at home.

If a child has any one of the following conditions, the school requires that the child not attend school:

1. Contagious disease, not including a cold

2. Fever of over 100 degrees during the past 24 hours

3. Vomiting or diarrhea within the last 24 hours

4. A rash, until diagnosed and determined to be non-contagious

5. “Pink eye” or conjunctivitis
6. Any condition that prevents the child from comfortably participating in program activities or that results in greater care for the child than what staff can provide without compromising the health and safety of other children
If a child exhibits any of these conditions while at school, the child’s parents will be notified to come and take the child home until the above conditions no longer apply. While waiting to be picked up, the child will rest in a quiet, comfortable space in the classroom.

The Montessori Learning Center Parent Handbook




- 10 -
Medication
Whenever a child is to be given any medicine, including over-the-counter medicine, a parent must complete a Medication Authorization Form. Teachers may not give any type of medication unless this form is completed. Parents should ask the child’s teacher for the form, complete it, and give it and the medicine DIRECTLY to a teacher. Children may not bring their own medicine to school. The medicine must be in its original container, with a label specifying dosages, etc.

Beyond the medical health of our students, their physical safety is also a primary concern. The lead teacher is trained in pediatric first aid and CPR. First aid kits are present in the classroom. If an accident should occur, a staff member will administer simple first aid. In the event of a more serious injury, an emergency vehicle will be called and the child will be transported directly to the nearest hospital (Carmel St. Vincent’s on Meridian). A staff member will accompany the child while another staff member contacts a parent, or if necessary, an emergency contact. After any injury is treated, an accident report will be written up to explain what happened and what treatment was performed. Parents will receive a copy of the report.

Mandatory Reporters

Under the Indiana Child Abuse and Neglect Reporting Statute (Indiana Code 31-33-5-1) anyone employed by our school is considered to be a Mandatory Reporter. As such, all employees are required to report if there is reason to believe that a child has suffered sexual, physical, emotional abuse, or neglect.

Natural Disaster Plan
We have detailed procedures for events such as tornadoes and fires.  School evacuation plans are posted and will be followed in the event of a fire or any need to quickly evacuate the building.  We will periodically practice these drills.
The Montessori Learning Center Parent Handbook
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Code of Behavior and Discipline
Discipline and Montessori Education
Maria Montessori observed that true discipline is achieved through the kind of purposeful activity that one “inwardly desires and … has a natural inclination … the kind of work that gives order to a person’s life and opens up infinite possibilities of growth.”  Discipline in a Montessori classroom comes through the prepared environment, proper use of didactic materials, and a thorough understanding of the child’s developmental needs.  Most behavioral issues are resolved through the following techniques:


Prepared Environment – If the prepared environment is creative, emotionally satisfying, and intellectually stimulating; children will have many opportunities for self-development and will develop self-discipline.  At The Montessori Learning Center, the teacher prepares the classroom environment to encourage social, emotional, and intellectual growth and provide ample opportunity for “work.”  The teacher also employs several techniques that encourage the development of self – discipline including: routine, clear delineation of limits, fair application of rules, consistency, open communication, encouragement of positive behavior, and logical consequences.

Modeling of Positive Behavior – The school’s teachers are dedicated Montessorians, skilled observers, and well-versed in child development.  All members of the staff model the type of behavior that they wish to instill in children.


Self Esteem – Children with high self-esteem believe in their own inherent goodness and the goodness of others and are less likely to engage in negative behavior.  At The Montessori Learning Center, the teacher fosters children’s self-esteem through demonstrating daily respect for each and every child, delineating limits and applying rules fairly.

If a student consistently disregards the rules to which the community has agreed to abide, the teacher seeks the underlying causes of the behavior, assists the student in developing an understanding of the inappropriateness of the action, and helps the child to seek constructive alternatives.  If such behavior continues, a meeting between the administrator and parents is scheduled and through the home/school partnership the adults develop a plan for helping the child to change his or her behavior.  Failure to resolve the problem could result in the child having to be temporarily or permanently removed from the classroom and/or withdrawn from the School.
The Montessori Learning Center Parent Handbook
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Parent Involvement
Research overwhelming demonstrates that parent involvement in children’s learning is positively related to achievement.  The Montessori Learning Center encourages parents to participate in all aspects of their child’s learning.  There are several opportunities throughout the year for parents to contribute their talents to benefit our children and our School.
Guest Readers

A parent, friend or relative chooses a book and surprises a child by volunteering to read to the class.  Props and costumes can be part of the reading.  This will be scheduled through the teacher.

Class Parents

We need one or two parents who act as liaisons between the teachers and the parents for the purpose of communicating and organizing various events for the students and the parents. Class parents also assist with classroom projects and scheduling volunteers.

Welcome Committee 
In addition to welcoming new parents to the school, the Welcome Committee aids in orientation, education and support for The Montessori Learning Center’s new and potential families.  
Community Services Committee
Recognizing the needs of others in the broader community, this committee coordinates a variety of activities for community awareness.
Curriculum Night
There will be opportunities when parents will be able to attend curriculum nights.  It will be a time to learn about the specific Montessori didactic materials in the classroom.  
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