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Introduction

Montessori education is a wonderful gift to givaiyahild. Here at Charlotte Montessori School
we focus on the natural development of the wholé&dh this the most critical development
period of his life. TheMontessori Methoaf instruction provides a proven system for using t
natural abilities and the innate joy of learninghe child and allows him to expand his abilities
to the fullest. Briefly, here are a few pertinenbiiessori concepts.

*This is achild-centeredprogram. The Montessori phrase “Follow the child®ans that
the child has the freedom within the class to ckedessons that he is ready to learn. The
teacher’s role is to observe the child, guide lorapipropriate lessons in the classroom,
and to introduce him to new material as he is dgwakentally ready.

*The classroom is a vestimulating environment. This is a critical part of thactive
educationphilosophy of Dr. Maria Montessori. Each child leaat his or her own pace
and develops the self-confidence to expand thediofihis or her knowledge and
understanding of the environment. The environmeptépared for the specific
developmental needs of the child, for aesthetioyengnt, and to foster independence.
Each lesson is a building block for the next, tbresating a foundation of knowledge that
is carried throughout the child’s academic career.

*Our teachers and assistants aedl trained, nurturing people. A key part of

Montessori philosophy is respect for the child, #md attitude facilitates the child’s need
to explore new ideas in a risk-free environmeniskRree” means that it is okay to make
mistakes and to develop at one’s own pace. Thegakcting Montessori materials
amplify this important aspect of the classroom frstier the Montessori idea, “Teach me
to teach myself”.

For more information about the Montessori philosoghe following books by Dr. Maria
Montessori are highly recommended: The Absorbentdyiand The Secret of Childhood. In
addition to our school’'s websitevww.charlottemontessori.com general information about
Montessori education can be found atww.amshg.org www.montessori.org and
www.michaelolaf.net

While we provide this individualized richness fourostudents, we do so within a structure
framed by our policies and procedures. These aliand procedures have been well tested over
the years. They clarify what parents can expedhefschool, and what the school expects of
parents and children.
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Mission Statement

Charlotte Montessori School is committed to pravgdan environment for our children in which
they may explore and expand the boundaries of tiveis. Our classrooms meet and challenge
the needs of each child, and provide a calm enmieont for learning and growth. Finally, we are
committed to using the methods developed by Dr.idMa&ontessori that will provide the
children with what she termed, “an education ft&"li

Philosophy
Our philosophy embraces the educational ideas eaudiges of Dr. Maria Montessori (1870-

1952). Dr. Montessori was an lItalian doctor, psyobist, and educator who devoted her life to
improving the traditional structure of educatingldten. These Montessori inspired
philosophies include:
**Regarding the child as an individual with a unggstyle and pace of learning and range
of talents;
**Facilitating the development of the child’s indaplence, concentration, sense of order,
coordination, and self control;
**Providing an educational environment tailoredato investigative process and hands-on
approach to learning; and
** Training children in wide-ranging fields gearéalprepare them for all areas of life.

We inspire children to care about learning andecoe self-starters who set their own high
standards for work and social interaction in an #&onally and physically safe environment.
Using Montessori based applications and mateaisieachers help to instill in our children the
desire to know, to inquire, and to expand the baued of their lives.



Charlotte Montessori School

Policies and Procedures
Listed alphabetically by topic

Absences/Arrival Process/Late Arrivals

A consistent routine is very important for childnemder age six. Children are very sensitive to
order, and often have difficulty coping when theiatine is interrupted. Therefore, it is very
important that your child arrive in time for clasach day, unless illness or family emergency
necessitates an absence. If your child will be mthgdease notify the school by 9:00 a.m.
Because the bulk of the children’s work time ishia morning, we ask you to make doctor and
dentist appointments for later in the day afterclitime you can take your child home.

Classes begin at 9:00 a.m. If occasionally you hawrive shortly after 9:00 a.m., please call
ahead to let us know. We will make arrangementgattsition your child into the classroom at a
later, appropriate time. Consistently arrivingelat contrary to the School’s policies and
procedures.

By 10:00 a.m., each classroom is well into theydmutine.
Do not bring your child to school after 10:00 a.m.

Arrival Process

Bell: At Charlotte Montessori School we understand thatPrepared Environment is a physical
space, in that it must meet the child’s need fodfashelter, exploration. But we also see it as a
psychological space, geared to support the childsror her development. Some developmental
challenges faced by children under six, are sejparanxiety and the need for independence. To
support theses needs we utilize the following atmprocedure.

When you arrive at school the classroom door véltlosed. There is a small hand bell outside
the classroom door for the child to ring when helog is ready to enter the rodAtease say
goodbye and exchange hugs and kisses before thel@hings the bell. Once he or she rings

the bell, the teacher will open the door and inthie child into the classroom. (There may
sometimes be a short delay in opening the dooe tetiicher may be assisting children already in
the classroom.) A consistent routine is helpfutasing separation anxiety. Teachers will be
glad to assist you during a difficult separation.

The child’s desire for autonomy (making his or bemn decisions) and the desire to act on the
environment (ringing the bell) will help him or hierget anxieties and eases the transition into
the classroom.

Security: For your child’s security, note the time of youildls arrival each morning on the
Sign-in Sheets posted on or near each classroom @ddso note the time of departure each
afternoon. Your compliance with this request magartant ramifications for your child should
we have an emergency during busy transition times.



Time: The School opens at 7:30 a.m. for Extended Dajestis. Some teachers may arrive prior
to that time in order to work in the classroom&aBk wait until 7:30 a.m. to bring your child
into the building. School Day students may arav&:30 a.m.

The day formally begins at 9:00 a.m. each morning.important that each child has the
opportunity to greet teachers and friends pricgh®beginning of the school day. Important
group lessons and information about the day arsepted at Circle. Arriving late causes the

child to miss this information, as well as disttine lessons in progress. Arriving late also causes
an interruption in the concentration of all theldten in the classroom. If your child arrives after
9:00 a.m. the classroom door will be closed, andwil be required to bring your child to the
Business Office. Your child will then be taken e tclassroom at an appropriate break in the
schedule.Children are not admitted after 10am unless patgnis the prior, written agreement

of the teacher. Such decisions are based on whastdor the classroom as a whole and not on
the capabilities of the individual child.

Accidents

Bumps and bruises are an unfortunate part of gipwm At Charlotte Montessori School, we
strive to take every precaution to prevent accsléoim happening: However, accidents do
occasionally occur. Unless a bump or scrape i ménor, a staff member will complete an
injury report describing the accident and first giden. A copy of the report is placed in your
child’s mailbox, while one copy is kept on filef the accident proves to be more serious than
basic first-aid care will treat, parents will betified immediately. Parents will also be called in
the event of any head trauma. (Our complete Emeggerocedures and Head Injury Policy are
posted on the bulletin board opposite the Direstoffice.) In the event that a parent cannot be
reached, Charlotte Montessori School will follove timergency procedures as listed on the
child’s Emergency Information Form. It is the pae responsibility to keep the emergency
information up-to-date.

Admissions

Children are admitted to Charlotte Montessori Stheginning at 15 months of age. Parents
who wish to enroll their child (ren) submit an Aggaition for Admission along with an
application fee.The make-up of the classroom where the vacancysctiives the age of the
child that can be admitted. Priority for admissiban goes to children according to the date of
the Application for AdmissionThe school makes every effort to place siblifgsioent

students in a timely manner however, the siblidgiplication for Admission does have to be on
file with the Business OfficProspective parents are invited to tour the scl@ote a place
becomes available for the child, his or her pararésnvited to observe a classroom and to
spend time with the Director, discussing their rsefed their child and the potential ability of the
school to serve those needs. The child is thered\o visit the classroom, following which a
decision is made to offer an enrollment contracpl#ce is not guaranteed to a child until a
contract is offered and the Reservation Depositiaitid| fees are receive&tudents are
admitted without regard to race, religion, nationgf, sex, or family composition.



Birthdays/Parties

Children’s birthdays are recognized in each cld&arents may choose to bring a special treat to
help celebrate. Please make arrangements withcyuldrs teacher. When planning parties or
other special events outside school, please béiserts the children who will not be attending.
Individual mail boxes in the hallway may be useddbver invitations - please do not distribute
invitations inside the classroom&eing invited to birthday and other parties BI& DEAL to
children, and being left out causes hurt feelings.

Clothing/Dress

Please mark ALL apparel and personal belongingshwtour child’s name. Many children have the
same or very similar clothing and lunchboxes, angldifficult to determine whose clothing is whdae
the event of a mix-up. In keeping with State |aw&, go out every day, with very few exceptions, no
matter how cold. Your child should be appropriatiessed for that activity with lots of layersyarm
coat, and perhaps hat and glovégsachers have the prerogative to have parentsriigchool with
additional clothes if the child does not arrive ieypiately dressed for outside activiti®dease dress
children in comfortable, easy-to-launder clothihgttdoes not restrict movement. We encouragetgirls
wear tights or shorts underneath dresses for comfor hygiene. Clothing should be easy for théchi
to get on and off independentlghoes should be sturdy and safe. Sneakers are thest option. No
backless sandals (flip-flops), loose gel shoesparboy boots will be permitted: This ensure thitddch
safety while running, climbing, or using the tritg®. All caps, hats, sunglasses, etc., shouldkaso
labeled, and will be stored in the child’s cubbyidg class time. Each child should keep a seakenal
appropriate, labeled set of clothing in a plasticebox in his/her cubby. Please make sure thelshwe
fits beneath the cubby in the space allowBtease update these clothes seasonally and esgdac
needed. An extra pair of shoes is recommendeécesdly during toilet training.

Communication

Urgent MessageFor urgent transmission of information, please te@hthe Business Office and
the information will be passed along immediately.

Required Communication: We require teachers, parents and school adnatimtrto form a strong
relationship in order to properly support the depetent of the child and to ensure the family ge¢s t
greatest benefit from a Montessori education.

Parents must communicate with teachers about any elmges happening in their child’s life such as:
Moving house

Parent’s traveling or relatives visiting

Changes in sleep pattern or eating habits

Sickness
Such events can change the child’s conduct inldssmom and knowledge of changes helps teachers
better understand and support the child, who cayetaarticulate his or her fears and thoughts.

Teachers must communicate with parents about the dd’s progress. In addition to weekly
newsletters (which give an overview of the classthgarents should also expect regular updatestabou
the child’s individual, academic progress. Parehishildren under three year of age receive such
updates twice a month and parents of children thwree receive such updates once a month.



There are several other ways for the school to commicate with parents.Our school

website has a password protected area for parBmtsarea houses school-wide news,
classroom-specific news and items such as thisliFd&tandbook. Notes may be sent home via
your child’s mailbox in the hallway. Newsletterayrbe published. Signs may be posted on the
entry doors, and/or on the doors of the classrotpsoming events are posted on the
Communication Center in the hallway to the righthed mailboxes and on the School’s website.
The school is aware of the danger of over-commuinmigaWe strive to be prudent in our
provision of information.

ConferencesParent-teacher conferences are scheduled twiearain the fall and in the
spring. Both teachers and parents are encouragedjtiest additional conferences as needed.
However, parents are encouraged to communicatgu@stions, comments, or concerns to their
child’s teacher or to the Director at any time.

Written MessageThere is a pen and paper in the CommunicationeCémthe hallway
to the right of the mailboxes. Use this facilibyleave a note for faculty members, whose
mailboxes are located on the right hand side ahailboxes. Notes will be checked and
responded to as quickly as possible.

Email: Each faculty member has an email address by wlnalmay correspond.
Teachers do not access email accounts in the atassrbecause their focus, as you would
expect, is on the children.

Voicemait You may ask to be connected with the classromoisemail box.Teachers
might not pick up telephone calls if they are bwaty the children.

Business Office Drop Box: The Drop Box is located in the Communication Cerite
the right of the Mailboxes. Use this secure facifiyou want to leave paperwork for the
Business Office, or to submit a “Feedback Formtdked beneath the box).

Cubbies

All children are assigned a cubby for storage efrthelongings. A labeled, plastic shoe box shdeld
kept in the lower section and contain a seasoag@lpropriate, complete set of clothing, includingesh
Please make sure the shoe box fits in the apptespace, and does not need to rest on top of the
cubbies.Please do not store sippy cups, medication, suesctg balm, lotion, insect repellant, or
perishable food in your child’s cubbifhis is a violation of Health Department regulasand the
school can be penalized because of such actions.)

Disaster Preparedness/Fire Drills

All students and staff practice routine fire drilZhildren exit the classroom in a single file and
go to the designated area outside the buildinge@utside, attendance is taken immediately by
the teacher. Safety procedures are discussed tiwatithe year. Each classroom has its own exit
direction which is posted and discussed with thkldn. In the event of an extreme emergency
(one that would require the children to relocatthimi the building or to evacuate the building),
each classroom has a supply kit, including emenrgéorens. Please make sure contact
information is kept current so we may contact yaickly in the event of such an emergency.



Discipline Policy & Biting Policy
These policies are published in full later in thésxdbook. (Pages 16 to 19)

Diversity

Maria Montessori was an influential proponent cdgeeducation, and worked to spread her
method and philosophy worldwide. Her view was thate educate children about peace, the
world around them, and people of all cultures, twewuld carry this sense of community with
them into adulthood, and the world would be a npmaceful place. As a school committed to
the philosophy of peace and diversity, CharlottenMesori School welcomes families of all
races, religions, cultural backgrounds, and comfifons. To be a part of a Montessori
community, the acceptance of diversity is vitalitheut it we would not be able to truly say that
we adhere to the Montessori philosophy. We engwmuad families to share their cultural
heritage with us.

Evaluating Practices

Teachers, through observation, continually evaltteechild’s development and mastery of
lessons presented. Children are presented witHessens as they demonstrate understanding of
previous lessons, and as they show interest insthga@ertain new activities. Montessori
classrooms reflect all the development stageseointtiividual children making up the class, and
are therefore rarely alike, and are ever evolviiggmal Parent-Teacher Conferences to discuss
each child’s progress are held twice a year, irfalh@nd in the spring. A written progress report
IS given to parents at these conferences. Infodmsalissions between a teacher and parents of
an individual child can be arranged at any time.

Extra-curricular Programs

Charlotte Montessori School offers extra-curricydemgrams to its students to ensure their
exposure to a broad spectrum of academic endedterslso offer parents the opportunity to
enroll their child in an array of fee-based progsaturing the Extended Day Program.

Music: We partner with the Community School of the Adgrovide weekly music instruction
to each class though their Music-A-Round programs program is included in the tuition.

Spanish A teacher from the Play Spanish program visithedass for %2 hour each week.
Lessons from this class are incorporated into ¢gelar classroom lesson plans. This program is
included in the tuition.

Art: Art experiences are included on a daily basisiwieach classroom. Additionally, children
enrolled in our Extended Day Program are also enagmal to explore their artistic tendencies on
a regular basis. Art experiences are includedertuiftion.

Partners in Education Prograifhere are various fee-based programs also avaiélLharlotte
Montessori School through our Partners in Educad@mygram (PIE Program). Most programs
require the child to be at least three years of &ether information, including fee structures
and program dates, is available in the Communicatienter or through the Business Office.




*School Day Program children who participate in afternoon class are welcome to stay later
on those days to attend the class. Parents areired)to pick the child up immediately after the
class ends.

Field Trips/Special Activities

By signing the Permission for Walks and Field Triparents give permission for their child to atteid
field trips unless the school is notified otherwide most cases, parents will be notified in aceaof
field trip plans. Field trips for Primary class kchien are limited to well-supervised walks arouhe t
neighborhood.

Field trips are added to the TK/K curriculum thrbogt the year to enrich and enhance the child’s in-
class learning experiences. Some of these tripsreethe use of car transportation, and becausi@f
the children enjoy having their own parents asetgvTherefore, we ask each parent to drivatdeast
onefield trip during the year. All children must ugecar seatChildren without a proper car seat or
booster will be left at schoollf you are not driving that day, please labelrychild’s seat and leave it at
school when you drop off your child. Please nbtg &is a chaperone on a field trip, you are resplens
for the children in your care for the duration loé¢ fiield trip. Please see your child’s teachersfuecific
requirements.

Most of our field trips, however, are walking exggxghs in our Dilworth neighborhood: Latta Park,
South Boulevard Fire Station, Fuel Pizza, OwenseBaagre just a few of the places children visit
regularly to learn more about the world in whichyhive. We also journey to Imaginon and Discovery
Place via the Links rail system.

We also invite a variety of special activity proerd to join us on campus for the purpose of adttirte
children’s education and enjoyment. The followirg bf special activities will give parents some
indication of the variety of programs offered, laatual bookings will be at the discretion of thaca.

Farm animals on campus. Birds on campus. Enter@such as clowns, magicians, musicians, theatre
groups.

Ground Rules

In order to help us facilitate a calm environm@hease assist your child in walking throughout
the buildingat all times. Your child should also use an “inside” voice. P&ealow your child to
walk into the school rather than being carried. Also, in order tadoshe child’s growing
independence, s/he should be responsible for ogrpersonal items such as lunchboxes and
jackets into the building and placing them in hes/bubby. Please make your separation as brief
as possible, and know that the tears you mighase®u leave are very temporary and will dry

up quickly once your child gets involved in an wityi.

Health & Wellness

Charlotte Montessori School follows North Carolgadelines regarding physical exams and
immunizations of all students. A medical reportngdete with immunization history and signed
by the child’s physician, must be on file upon dimment, and must be kept up-to-date.



We urge sound parental judgment in determining adreyour child is healthy enough to come
to school. This is essential in minimizing the spref contagious illnesses. Your child should be
well enough to participate in normal daily actiggjwithout the aid of medicatiofe.g. Tylenol),
including going outside at recess tinvewur commitment to this requirement reflects onryou
commitment to the health of the school, in addit@hat of your fellow parents and their
children.

We require you to pick up your child within 60 minutes if, in the opinion of the teacher,
yvour child is not well enough to remain at school.

With a lot of diseases, the child is contagioumlehiny symptoms are presented. Soitis
extremely difficult for parents or teachers to metvgerms from spreading. However, as a
community we must err on the side of caution andltim our power to stop the spread of
germs.

At schoolwe wipe down all work surfaces on a regular baash day (more frequently though,
during cold and flu season). We sanitize toys kapdoor knobs and chair backs daily. We
disinfect bathrooms. To keep bacteria and viradelsands, we teach children to sneeze or
cough into their elbow, not into their hand. Wenlgrsanitizer to the playground for a child to use
after blowing into a tissue.

We ensure all children (even our youngest) wasin t@nds after using the bathroom, after using
a tissue, before eating or after putting their sandheir mouth, ears and/or nose.

Washing hands properly is simple, but imperativee Warm water with any type of soap.
Adults and children should scrub hands for as lon@s it takes to

sing “Happy Birthday” twice!

The medical professions tell us that 80% of infacti diseases are spread by touch! When soap
and warm water aren’t available, use a sanitizoayt or gel — don’t forget to sing the “Happy
Birthday” song until the sanitizer evaporates. Almen wash hands in soap and water as soon as
possible.

At home: When you have a sick child, germs can get evesyg/hrhat means that you or
healthy siblings will pick them up on your handsit By ensuring that everyone in the household
is singing the “Happy Birthday” song (!), thereaighance the germs might not make it from
hands into eyes or mouth. You should also sarstizaces that your sick child has touched --
doorknobs, tables, and toys. At school we sangizys and materials in baths of sanitizer, but
at home you can wipe down wooden toys, throw mdsits into the dishwasher, and soft toys
into the washing machine. With vomiting or diarrhgau should contain the spill by washing
and disinfecting all contaminated items in the iagmachine, and thoroughly disinfecting the
bathroom and/or bedroom.



After all that you need to sing the “Happy Birthtiapng yourself! Wash your own hands. -
Teachers do it dozens of times each day. It Hedpp parents and teachers healthy and it keeps
them from unwittingly infecting healthy surfacesrd healthy children.

Especially during cold and flu season we want albinilies and guests entering the school to
use the sanitizers inside the main entry doorGive some to your child for him or her to use
while you sanitize your own hands. (Children waahds on entering classrooms, but there can
be a lot of touching between the front door andcieesroom sink!) Make sure you sanitize
hands again before leaving in the afternoon — Iélaese germs behind.

In addition to those guidelines, the following astablished by the American Academy of
Pediatrics and the American Public Health Assammiin determining whether a child may come
to, or remain at school. To maintain the healtth @ell-being of all students and teachers, all of
these guidelines will be enforced.

lliness that require exclusion from school and/or \arrant early pick-up from school:
Temperature: Temperature above 100 degrees, accompanied byibebhanges or other
signs/symptoms of iliness, until medical evaluaiingicates the child is able to return to school
and/or the child has been without fewathout the aid of medicatiotor a period of 24 hours.

Signs of possible severe illnesmcluding unusual lethargy, irritability, persst crying,
difficulty breathing, or uncontrolled coughing.

Diarrhea, defined as an increased number of stools compatadhe child’s normal pattern,
with increased stool water and/or decreased fonah tlaat is not contained by the diaper or toilet
use. Our practice is to call parents at tHel@rrhea within 2 hours, or if diarrhea is
accompanied by other symptoms. Exclusion is reduoe 24 diarrhea-free hours.

Vomiting, two or more times within the previous 24 hourdgas the vomiting is determined to
be to a non-contagious condition, and the chilabisin danger of dehydration. We will call
parents to pick up the child after the first vorhfever or other symptoms are present, or if the
child vomits more than once. Exclusion is requil@d24 hours following the last vomit.

Mouth soreswith drooling, unless the physician states the rton-infectious.

Rash with feveror behavior changes, until the physician detersthat the iliness is non-
communicable.

Conjunctivitis (pink-eye) - pink or red eyes with white or yellow dischargégen with matted
eyelids after sleep, and including a child with pgén or redness of the eyelids or skin
surrounding the eye. Exclusion required untih®dirs after treatment is begun, or until the
physician states that it is non-communicable.

Infestation (head lice, scabies) - until 24 hours after treathwas begun, and no bugs or eggs
remain.

Impetigo - until 24 hours after treatment was begun.

Strep Throat - until 24 hours after treatment has been initiagand until the child has been
without fever for 24 hours.

Ringworm infection (tinea capitis, tinea corporis, tineare, and tinea pedis) until 24 hours
after treatment was begun.



Chicken Pox- until 6 days after the onset of the rash orlattiesions have dried and crusted.
Shingles,only if the sores cannot be covered by clothing dressing, until the sores have
crusted.

Pertussis,which is laboratory confirmed, or suspected basedymptoms of the iliness, or
suspected because of cough onset within 14 ddyavirfig face-to-face contact with a laboratory
- confirmed case of pertussis in a household @secteom, until 5 days after appropriate antibiotic
has been completed.

Mumps, until 9 days after onset of parotid gland swellin

Hepatitis A virus infection, until 2 weeks after onset of dbs or until after immunization has
been given to appropriate children and staff ingtagram, as directed by the Health Department
Measles and Rubellauntil 6 days after the rash appears.

*Remember, About 80% of infectious diseases areaspby touch. Help prevent the spread of
ilinesses by regularly and properly washing harRlease remind your child to wash his/her
hands upon entering the classroom each day, aratdéfaving for home each afternoon.

Holiday Observations

At Charlotte Montessori School, we celebrate thvediity of the world in which we live by
observing holidays and customs from various custur@haring ideas and/or customs with your
child’s teachers is always welcomké.you would prefer for your child not to particifgain any
holiday-related activity, please simply keep yohitdchome on the day of the activity.

License and Affiliation Information

Charlotte Montessori School is licensed by the N@arolina Division of Child Development.
We are evaluated annually for compliance with tiagesregulations by our State Licensing
Consultant. A copy of the pamphlet on North Cai@liay Care Laws and Rules is contained at
the back of this handbook. Public information relgag the school’'s compliance history is
available from the Division of Child Developmeningthe contact information provided in the
Laws and Rules pamphlet. Additionally, Charlotteritssori School is a member of the
American Montessori Society.

Lost and Found

Please label all of your child’s belongings so th&y be returned to you if they are misplaced.
Please do not allow your child to bring toys toauh- they will most likely be lost. If unmarked
items are found, they will be placed in a “Lost &wind” bin in the Library opposite the
kitchen. Ultimately, unclaimed items will be dordte a charitable organization.
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Lunch
We adhere to the requirements set out in the Matiefhs for Children in Child Care Programs
on page 23 of this handbook.

Hot Lunch: The School offers an optional Hot Lunch Progranvigled by an outside contractor.
Interested families should see the Business Offéfere the beginning of each semester to enroli. Ho
lunch fees are paid one semester in advance. Aledumzh menu is included at the back of this
handbook, but is subject to change at the diseretidhe Hot Lunch Provider and the School.

Cold Lunch:Families who bring lunch from home should note thay law,a child’s lunch

must include a protein, a starch, two fruits/vegethales, and a dairy product (Gummy
fruits/fruit roll-ups, etc. daot count as a fruit!) Please talk to your child’sdlear if you need
guidance. Milk is provided to each child by thé®al, but you must provide all the other
components of the lunch. You can arrange to brthgraypes of milk is you wish. Please check
with your child’s teacherState Law is alswery specifiabout how foods are stored. We ask
that you bag separately, all perishable and norsipasle items and place both bags in your
child’s lunchbox: Both these bags must be labeled with your child’same and dated.Your
child will put the bag of perishables in the classn refrigerator. Uneaten food cannot be sent
home, but teachers are glad to return re-usable tioagpu. Please note that the State prohibits
the school from microwaving children’s lunches. @aand gum are not permitted at school.
Candy which is included in a lunch or as part tifenchable” will be sent home.

Medications

The teachers will handle administration of medmasi Medicationshust be kept in the original
container and must be labeled with your child’s ealm order for mediation to be administered, a
Medication Authorization Form must be filled out thye parent and given to the child’s teacher with t
medication. Forms may be obtained from the chile&cher or from our website. (See the section for
Parents.) If you would like your child to have stre®n, bug spray, diaper cream/Vaseline, or limbal
applied as needed, a blanket medication permigerom must be kept on file. Please do not leave any
sunscreen, medication, bug spray, lip balm, diapssm/Vaseline, or toothpaste in your child’s cubby
This is against Health Department regulations.

Nappers

All children have the opportunity to rest each dagch child should bring a labeled crib sheet
and a small blanket. One soft toy/doll/comfort @bjmay be kept with the child’s mat as long as
it fits with the sleep mat in the allocated sp&edding items will be sent home on Fridays to be
laundered, and should be returned each Monday ngprni

Observation

Parents may observe their child’s classroom iroadfitheir child is determined by the teacher ¢oatd
enough to understand the concept. All Observerd ahesk in with the Business Office. During an
observation, parents will be shown to a designagad to watch the work cycle. The child should know
that the parent is there to watch him or her wbuk,not to participate. The teacher will not beilade

for discussions with observers during class tinu drangements may be made for questions at anothe
time. Appointments for observations may be madeutn the Business Officeill parents are required

to observe a classroom and meet with its teacHerdeneir child advances into that classroom.
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Orientation

All students go through a period of adjustment wletering a new environment. This process may last
up to six weeks. (Children may still cry at drdp-@ven long after they have adjusted to the ctassr)
During this time, children are gradually taught grecedures and guidelines of the school and
classroom. To help ease this transition, we sdeemluorientation session at the beginning of gaein

for new students as well as students who are transig from one room to another. In the case of a
child transitioning or starting during the schoehy, s/he will have an opportunity to spend indreas
amounts of time in the new environment over thes®wf one week to help his or her adjust.

Parent Education

Parent Education events are scheduled perioditaltyighout the year to provide information to p&sen
regarding Montessori education and/or issues rkkatehild development. Additionally, a Morning of
Montessori is often scheduled to allow parentsojygortunity to work with the child in the classroom
Please let the Business Office know if you havaggsstion for future parent education topics.

Parking

While we realize that parking is very limited inrdat, please do not park in the lots behind theeht
buildings.This includes the spaces immediately next to ourde playground behind the tall yellow
building. Please be considerate of others while parkingyake sure traffic can flow through the
alleyway, and that cars parked next to you aré'diaged” by your door as you enter or exit your
vehicle. You are welcome to use the lot after-hauren the weekend; however the lot is monitored by
an independent towing company. Getting a parkasggrom the Business Office to put in your
windshield will ensure your car will not be towed.

Peace Day

Peace Day is an annual tradition at Charlotte Msmadg School. In keeping with the Montessori
principle of peace education, Peace Day celebpstase, diversity and world cultures. Each class
studies another country during the month prioréade Day and prepares a presentation that repsesent
that country. On Peace Day, families gather tatlseg@resentations and spend some time together.
Traditionally, a barbecue or picnic, entertainmeemd child-friendly activities are included in the
celebration. Parent volunteers are required f@sticcess of Peace Day.

Releasing Children/Pick-up Time/Late Fees

At the beginning of the school year and/or at émreht, parents fill out an Emergency Card and
Transportation Form, complete with names of thasapfe who are designated to pick up your
child. Students will not be released to anyoneiothan those persons listed on the form. Please
inform your child’s teacher if someone other thanngelf will be picking up your child that day.

If you want to add someone new to the list of au#deal people, simply inform the Business

Office in writing. People unknown to us shoulddrvepared to furnish proper identification

before picking up your child. If a Charlotte Morges School staff member suspects a person
picking up your child to be under the influencedaiigs or alcohol, we will detain the child until
alternate transportation can be arranged.

Continued... /...
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At pick-up time, we strongly encourage childrerb&oresponsible for his/her things. Please
escort your child to the cubbies, but allow him/teecarry as much as s/he can handarents

are responsible for their own children once they heae greeted them._For safety reasons,
please do not allow your children to roam the builthg unsupervised Children may not take
work off the shelves once the rooms have beenetleamd reset for the next ddyhildren in the
TK/K Classes may occasionally leave some work oshbw a parent, which should be properly
cleaned up and returned to the shelf before goomgeh Please remember to sign your child out
at the end of the day, and to advise any othetsttudo so if picking up your child.

**Late Fees — Extended Day Program:**The School closes at 5:45. We are unable to provide
care for children after that time. If you encourdaremergency on your way to pick up your
child, please call the Business Office immediatelgdvise of the circumstances, and to alert the
staff, but note that a Late Fee will still be apahle.There will be a $70 late fee imposed for any
amount of time between 5:45 and 6:00, with an aalaitl $5.00 per minute added after 6:00.
(The Business Office computer is used to deterrmaéofficial time”.) A late fee notice will be
provided to you within two business days. Bills fiecidental expenses must be paid within one
week of receipt of invoicePayment of the late fees is the responsibilithefdhild’s parents,
regardless of who picks up the child.

Please understand that our staff members, justlagy, have many responsibilities outside of
school and having to stay late at school infringgesheir personal time.

Please do not linger in the building past 5:45 las security alarms are being set at that time.

** | ate Fees - School Day Program:**The School Day Program ends at 2:30 each day, at
which time School Day enrolled children are disre@és3 here will be a $70 late fee imposed for
any amount of time between 2:30 and 2:45 with afitemhal $5.00 per minute added after 2:45.
(The Business Office computer is used to deterrmaéofficial time”.) A late fee notice will be
provided to you within two business days. Bills fiecidental expenses must be paid within one
week of receipt of invoicePayment of the late fees is the responsibilithefdahild’s parents,
regardless of who picks up the child.

An exception will be made in the case of childrérovare enrolled in extra-curricular activities.
Temporary extended care may be requested with Bdduvance notice for a rate of $40 for up
to 2 hours. There is no guarantee that space widivailable. Please request temporary extended
care through the Business Office.
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School Cancellations — Inclement Weather

Charlotte Montessori School will generally closel @ae-open due to inclement weather in line
with the public, Charlotte Mecklenburg School sgstelowever, once Charlotte Montessori
School plans to re-open, we will do so at our usina of 7.30am. Our school closing will be
broadcast on the following television stations:

WCNCG6-TV, WSOC-TV (ABC, Chanal 9), and News 14 Carolina,

The following two television stations have a fagilbn their websites where you can register
your cell phone number, tell them the name of yahild’s school and they will text you if that
school announces a school closing.

WCNC tv. — Channel 36_www.wcnc.conand

WSOC tv — Channel 9 www.wsoctv.com

Look under “Closings” and then “Get school clositygsnobile phone.”

Additionally, Charlotte Montessori School utilizas automated calling system, Calling Post, to
notify families in the event of an unexpected eadkool closing (for whatever reason). The
Business Office will call the Calling Post systendaecord an outgoing message. Calling Post
then automatically calls each parent’s number indaabase to deliver the message.

Such calls will be for emergencies only: We ask thgou pick up your child within 60 minutes.

We stress the importance of keeping contact numiets-date. The system will try several
times to get through if a connection is not madet will leave a message on your machine or
voicemail.

School Hours

Extended Day Students: Drop-off between 7:30 afd@ 9:
Latest pick-up is 5:45

School Day Students:  Drop-off between 8:30 @00
Latest pick-up is 2.30

Sign-in/Sign-out Sheets

A sign-in/sign-out sheet is posted on or near etassroom door, listed with each child’s name.
This is an attendance and security tool to help but parents and teachers keep track of which
children are in the building at any given time. dtbnally, these sheets help determine staffing
needs at different times of day. Please be susgtoyour child in and out each day, and advise
others dropping off or picking up your childrendo so as well.

Sippy Cups

We discourage the use of sippy cups, either at homat school. Children get frequent drinks
throughout the day in disposable cups, and Montepbdosophy encourages the child to learn
by doing. Using disposable cups also helps usemtethe spread of illnesses. The children often

14



cannot tell the difference between the cups, afidivwnk out of any one they see. For this
reason, any sippy cups coming into the classrooth®&immediately placed back in the child’'s
cubby. Health Department code requires ANY sipgy  be labeled and dated. To preserve
our excellent health rating, sippy cups which aselabeled or dated will be thrown out. (We
understand that it may be easier and less messyildren to use a sippy cup in the car to and
from school. One suggestion would be to leave &m:” sippy cup in the car upon arrival, and
pack a clean one to fill for the ride homielease do not leave any full or unrinsed sippy aaps
the cubbieg

Snacks

Students are assigned either a rotating snack aregkack day, depending on your child’s
classroom procedures. Children who provide thelsaee generally the class “helper” for the
day or week, and they place a great deal of impoe®n their special day. Please see
information provided by your child’s teacher regagdhow much and what types of food to
bring. The school provides an afternoon snacHl ttve children each day, therefore, families are
asked only to provide the morning snack. Pleaseneber that when it is your turn to furnish
the snack, it should be nutritious and low in sudamggested snacks include, but are not limited
to: Fruits (apples, bananas, grapes, kiwi, pluraachpes, raisins, melons, mixed fruit, berries,
applesauce); vegetables (cucumbers, broccoli, tsatmmatoes, celery, zucchini/squash sticks);
breads (crackers, bagels, rice cakes, bread stiaéins, pretzels); dairy products (cheeses,
yogurt, pudding). Please consult with your chilidacher regarding children with any food
allergies in the class. Please save special ssgacks for special occasions, such as a birthday
celebration.

Toys

In a Montessori environment, one goal is to keagractions to a minimum in order for all
children to develop the ability to concentrate.r thas reasontoys may not be brought to

school Please leave all toys at home or in the.cdhe one exception is a comfort object that
may be stored in the child’s cubby for nap timetoys are brought into the classroom, the child
will be asked to put the item in his or her cubbye taken home at the end of the day. If a toy
becomes a particular problem, the teacher may ikéegked up until a parent comes to get it.

Volunteers

Please note that all parents are welcome and esgedito participate in classroom activities as
their schedules permit. Teachers welcome volustedo projects (such as material-making)
from time to time. Please see your child’'s teadhgou are available to volunteer or have a
special activity or talent you'd like to share witte class or the school.
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CHARLOTTE MONTESSORI SCHOOL
DISCIPLINE POLICY

Our task as Montessori educators is to guide ybild toward independence so that he or she
may develop to their highest potential. We trassist the child by setting a good example
ourselves, and by providing meaningful work and/gpportunities for the child during the
course of the day. Self-discipline is one of tipaortant goals that we support in the movement
towards independence of the child.

Respect for people and property is important toMloatessori environment, both in and
outdoors. We expect a child to be courteous asplaful of both classmates and adults. We
urge you to also reinforce and encourage this behavhome. To this end, we encourage all
caretakers (parents, grandparents, guardianst@foljow Maria Montessori’'s ideas of respect
and tolerance as being a major part of our lives.

We realize that some children may not have reatdmetevel of maturity that allows them the
freedom to become self-disciplined. As Montessdricators, we are here to assist your children
through their developmental stages which will l&@&m to internal discipline. Improper

behavior in the Montessori classroom can be reeeghin the following examples:

1. Disturbing another child’s work

2. Verbally abusing another child

3. Physically harming another child

4. Loud or inappropriate “playing” during work oircle time
5. Willfully defying the teacher or assistant

Each child hears and sees the proper way to behdke environment through repeated lessons
in Grace and Courtesy, which are a regular patt@Montessori curriculum. Careful
reminders, short explanations, role play, time auwtsit to the Director’s office, and redirection
are often used to correct this improper behavigach child is dealt with on an individual basis,
and the teacher takes into account the age, matilné time of day, and medical conditions of
the child. We would ask that you please informtdacher when any changes at home might
influence your child’s behavior, so that we migégpond appropriately.

When a child has been involved in repeated incg&ldating the day, it may require a phone call
to the parents. The Director will contact thent amay request that the child be taken home for
the balance of the day. A parental conferenceheilscheduled for the next day. Examples of
behavior necessitating this action are:

1. Willfully defying a teacher’s instructions

2. Repeated behavior that has been previously sscuwith the parents as being
inappropriate

3. When the child exhibits behavior which seentsobtis or her control
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4. Excessive physical abuse to another child altad
Parental support and follow-through at home is d@ethis point by talking through the incident
with your child, having a quiet time at home with@uvileges, and encouraging your child to try
again, making better choices, the next day at 4choo

If a situation results in sending a child home va#rents two or more times, a reassessment will
be made as to the suitability of the Montessorgpm for the child and/or the parents.
Recommendations for alternative programs, professiassistance and any other needs will be
made with much thought and support from the schtadf. It should be known that the need for
a reassessment of the Montessori program for d hdn unusual circumstance and is
conducted with much care to protect the emotiantd)lectual and social needs of the child.

If at any time Charlotte Montessori School doesreotive support from the child’s parents or

guardians, or if the school determines that theasibin warrants it, the child may be dismissed at
the school’s discretion.
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CHARLOTTE MONTESSORI SCHOOL
BITING POLICY
Effective August 2010

Biting is a natural developmental stage that mdmigeen go through. It is usually a temporary
condition that is most common between thirteentamhty-four months of age. The safety of
your child is of primary concern to the staff ata@lbtte Montessori School. This policy
addresses the actions the faculty will take iftan@iincident occurs at school. We ask that you
read over the policy and discuss any questions thélDirector.

Developmental Background:

Toddlers bite other toddlers for many differents@as. A child might be teething or overly tired
and frustrated. He or she might be experimentingyarg to get the attention of the teacher or
his or her peers. Toddlers usually have poor veskils, are often impulsive and lack self-
control. Sometimes biting occurs for no appareasoa. In keeping with Montessori
philosophy, we encourage the children to “use tiweirds: Both in situation of frustration/anger,
and as a part of our every day Grace and Courtesgdns. We will continue to encourage the
children to be as independent as they can be, wialataining close supervision of their safety
and wellbeing.

The following steps will be taken if biting incidieoccurs at Charlotte Montessori School:

The biting will be interrupted with a calm, butrfir “Our mouth is for talking!”

We will stay calm and will not overreact.

The bitten child will be comforted.

We will remove the biter from the situation. Deggmg on the situation, the biter will be
redirected into another activity, or given a chatacealm him or herself before rejoining the
activity.

The wound of the bitten child will be assessed @adnsed with soap and water.

The parents of both children will be notified oéthiting incident via the Injury/Incident Report.
One copy will be retained on the schools file. ©tieer will be provided to the parents.
Confidentiality of the children involved will be nmained.

The bitten area should continue to be observedabgnps and staff for signs of infection.

If the bite involves a blood exposure:

A human bite will rarely transmit a bacterial infien if proper first aid if given. Hepatitis B and
HIB can potentially be transmitted during a huméa I the skin is broken and blood exchange
occurs. If the skin is broken during a biting ohemnt and an exchange of blood has occurred,
Charlotte Montessori School will follow the guidedis set forth by the State of North Carolina
for a body fluid exposure. It is the law in NC tth@th children should be tested for HIV and
Hepatitis B in a biting incident where a blood exehe has occurred. The following steps will
be taken:
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Assess the bitten area.

Clean the area with soap and water.

Make sure the child’s immunizations are up-to-date.

Notify the parents immediately.

File an incident report.

Contact the licensing consultant.

The child’s private physician or the Mecklenburgu@ty Health Department will test both
children for HIV and Hepatitis B.

The Director will give the names of each childhe private physicians.

Physicians will exchange the test results and cotit@ir own patients.

Confidentiality will be maintained at all times.

If one child tests positive for HIV or Hepatitis Bie child’s physician will contact the Health
Department.

Exclusion of a child who bites:

Occasionally, a child will continue to bite othdiildren in spite of interventions by faculty and
parents. These biting incidences can become vemydive to faculty and children in the
classroom. The faculty will make every effort émluce the number of biting incidences at the
school. We will continue to “shadow” a child whoéaxperiencing a biting phase while helping
him or her develop the language and skills to nadtexnative, more acceptable choices. We
will continue to use a firm, positive approach. wéwer, if the biting continues on a regular
basis, then exclusion of the child from the schoakt be considered.

A child will be excluded from the school if theibig behaviour exhibited by that child poses an
increased risk to the children or adults with whitva child has close contact. Exclusion of the
child must be considered if the biting behaviourdrees so disruptive that the daily activities of
the classroom are impacted. The exclusion wilbo@a keeping with the school’s Discipline
Policy, as outlined in the Family Handbook. Evelnjd is unique and special. Subsequently,
every biting situation will be handled on an indiwal basis. Staff and Administration at the
school will stay in close contact with parents andry effort will be made to guide the child
through this developmental stage.
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