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PARENTS’ HANDBOOK

I. OVERVIEW

1. The School’s History

Marie Atalla desired a school for children where the principles of Dr. Maria Montessori are purely applied, so as to provide children with a unique stimulating and nurturing educational environment that will allow them to acquire positive work habits and develop the academic basics with joy, pride and sense of accomplishment.

The school opened its doors in September 2007 with one fully prepared Montessori classroom that accommodates twenty children between the ages of two and five. As enrollment grew, the school launched a second Montessori classroom with the same capacity and for the same age group. Half day along with before and after care programs are offered to meet the various needs of our families.    In September 2009, the school successfully launched a Kindergarten program to respond to the requests of many of our school’s families. 

2. The School’s Mission Statement

Immanuel Montessori School strives to provide children with a quality Montessori education in a stimulating, child-centered and culturally diverse environment that fosters the children’s academic, social and emotional development as a preparation for entry into society and ultimately adulthood. 

3. The School’s Philosophy

Our school’s philosophy adheres to the principles of Dr. Maria Montessori who believed that children have a great capacity to learn at a very early age and therefore designed an environment that fosters that capacity and helps children develop both emotionally and academically. Our school further believes that any child can enjoy being and learning in a Montessori environment and it is therefore our policy not to test any child before admission. Testing, we believe, puts the child under an unnecessary pressure and takes away the pleasurable aspects of the educational experience that we would like to offer our children. 

4. The Montessori Approach

Almost a century ago, Dr. Maria Montessori developed an educational approach based on her scientific observations of the children. Dr. Montessori realized that children have strong natural tendencies that sprout in the environment she prepared.

The Montessori environment is delicately organized and contains specially designed, manipulative “materials for development” that appeal to the children and invite them to get involved in learning activities using their own individual choice. A Montessori trained directress is always present in the classroom and her role is to guide and observe the children as they learn by experimenting the materials, developing concentration, motivation, self-discipline and a love of learning.

5. Staff

Marie Atalla is the founder and owner of Immanuel Montessori School. She grew up in Egypt in a French Catholic school and studied for her BA and MA in Economics at the American University in Cairo. When Marie first came to the United States, she was introduced to the Montessori philosophy through her first job at her son’s Montessori school. It was then that she discovered in herself a strong passion for working with children and became very fond of Dr. Maria Montessori’s approach. Eventually, Marie completed her Montessori training through the American Montessori Society (AMS) and started dreaming of having her own school where children get a quality Montessori education and are more importantly treated with love, compassion and respect. In June 2004, Marie started pursuing her dream and opened the door to the Sykesville school in September 2007.

The school employs a number of individuals, who have been fully screened with Maryland and Federal background checks and complete health physicals before working with the children. In each classroom there is one certified Montessori head teacher and one or more assistants. All of our teachers came to the school with previous experience, either from another center, nannying, tutoring, or college field-training. 

II. POLICIES AND PROCEDURES
1. Admissions’ Policy

Immanuel Montessori School admits students of any economic and social class, racial and ethnic heritage, religious beliefs, family structure and ability. We believe that any child can enjoy being and learning in a Montessori environment and it is therefore our policy not to test any child before admission. Testing, we believe puts the child under an unnecessary pressure and takes away the pleasurable aspect of the educational experience that we would like to offer our children. Our approach is to welcome and include all children with disabilities and children with special health care needs. We try our best to provide reasonable accommodations, such as working with therapists and professionals, allowing for observations, providing input and evaluation, etc… 

In order to be considered for our school, a child must be at least two years old on the first day of attendance. Potty training is NOT a must. Our classrooms are equipped with the necessary diapering stations, sinks and ventilation to accommodate the needs of the children who have not yet accomplished that milestone. As soon as we observe the child is ready to be potty-trained, we notify the parents and work hand in hand with them to help the child achieve that milestone. 

Below is an outline of our admissions’ process:

1. We invite interested parents to come visit our school and observe the classroom in action. Parents need to contact the school to schedule an observation. Observations are held from 9:00 to 10:00 a.m. daily Monday through Friday. 

2. When the decision to apply is made, the school’s application form and the enrollment agreement should be completed and sent to the school along with a non-refundable registration fee of $175.

The school abides by the Maryland State Department of Education’s age eligibility criteria for admission into Kindergarten and therefore requires that a child shall be five years old on or before September 1st of a school’s academic year to be eligible for admission to Kindergarten during that year.  A copy of the child’s birth certificate must be submitted when applying for admission into the school’s Kindergarten program.  However, the Maryland State Department of Education allows the school to admit four-year old children into its Kindergarten program, provided they meet the school’s criteria for early admission.  Parents must submit a written request for their child to be admitted early into the school’s Kindergarten program.  

Immanuel Montessori is committed to ensuring every student receives an individualized and appropriate education. In keeping with the philosophy of Maria Montessori, students are allowed to learn at their own paces. Our highly qualified Montessori teachers and aides gather data on student progress through the use of anecdotal records, developmental screenings, and observations.

When a teacher identifies a student with a special need, the school communicates with the child’s family and helps coordinate the appropriate services with the county’s programs. We contribute to the development and implementation of Individualized Education Plans (IEPs) and make every effort to accommodate the scheduling of services. Students receive the services they need while remaining integrated in the classroom with their peer group. We recognize and celebrate the differences among our students and believe it is important that they learn from one another.

2.  Discipline Policy

According to Dr. Montessori, “discipline comes by an indirect route, by developing activity in spontaneous work.” We totally agree with Dr. Montessori and believe that if a child has connected with his environment and is happily involved in work activities that he chooses willingly and freely, there will be no behavioral problems as the child is self-disciplined. In other words, discipline in a Montessori environment is a “learning experience” not a punishment. 

In case of misbehavior, various disciplinary alternatives are followed depending on the nature of the problem. Such alternatives include gentle reminders of the rules, redirection of behavior, offering alternative choices, and isolating the disruptive child but within the classroom. The isolation technique is recommended by Dr. Montessori in case of disruptive or constant disregard of the classroom rules and is usually done by placing a desk in the corner of the classroom (facing out), where the child would be least distracted by other children. The teacher dutifully brings the child anything he needs. However, the child must remain at his table and could only participate with his friends and teachers by watching. This would soon calm the child and he would learn independently the benefits of following the routines of the class and “little by little he would come to realize the advantages of being with others and would desire to act as they did.” Denying food and beverages as well as physically restraining a child to a high chair, should never be used as disciplinary actions.
We have also found that allowing the children to bring toys from home only creates arguments between otherwise gracious friends. Therefore, we kindly ask that you do not allow your child to bring toys to school. This encourages the children to use their imaginations as much as possible during free play time.

3. Health and Safety

Children who experience the following symptoms may not come to school until the symptoms are gone:

· Temperature above 100 degrees

· Rash of unexplained origin

· Discharge from eyes or ears

· Fresh cold with sore throat, runny nose or cough

· Vomiting the day before or in the morning before school

Children who arrive to school with symptoms of an illness or who develop them during the day will be sent home. In case the parent/guardian is unavailable during the day, the school will contact the people listed on the emergency form to arrange for pick-up. 

Parents are kindly required to notify the school of any medication that a child is taking and of any possible side effects. A Medication Administration Form should be filled-out by the child’s physician in case he/she needs to take medication during school hours. The medicine MUST be given to a staff member in the original container and may NEVER be sent with the child. Any health conditions requiring special care such as asthma or any contagious disease should be reported to the school. 

4. Meals and Snacks

At Immanuel Montessori School, we take pride in providing our children with a nutritious diet that is free of any unhealthy, microwaveable and processed food. We provide one meal for lunch, one morning snack and one afternoon snack per day. Our nutritious meals are cooked daily with fresh ingredients on the premises. The snacks we offer are equally nutritious and complement our healthy meals. Milk and water are always served with the meals and snacks.
5. Tuition

Tuition fees are due on the 12th day of every month. Late payments are subject to an extra fee of $25. Returned checks are subject to a $25 charge. After the tuition is two weeks late, a 5% fee will be applied to the balance due each week thereafter.  Tuition is subject to an annual increase of 3%. Two months out of the school year there is an extra week that we are open. These are months that we still only charge you for four weeks. The holidays that we close for technically account for those two extra weeks and that’s why we do NOT make up for holiday breaks.
6. Scheduling

Our school offers several schedule options to meet the needs of a variety of incomes and situations. To maintain consistency for the child, we offer a minimum of three days of attendance per week. Parents must choose a particular schedule for their child based on those already offered by the school. In other words, we are unable to mix and match full-time and part-time days and/or offer before and after care separately. We do offer drop-in care at $10.00 per hour and per every increment of an hour. The school also allows parents to make changes to the child’s schedule throughout the year so long as it follows one of the options on our tuition schedule, and provided there is enough space in the child’s classroom. Please refer to the school’s tuition schedule for further details. 

7. Drop-Off and Dismissal

We take pride in providing a variety of schedule options to accommodate the different needs of our families. Our full day students may be dropped off and picked up anytime between 07:00 a.m. and 06:00 p.m. Children who are enrolled for half-days, half-days with lunch and school days, may NOT be dropped off before 08:30 a.m., unless the school is notified of any special arrangements. The pick-up times for these children are either 12:00 p.m., 01:00 p.m. or 03:00 p.m., depending on the schedule you pick. 

Charges will apply in case of late pick-ups and early drop-offs. A $5.00 charge per child will be applied for the first seven minutes or portion of, then another $5.00 charge for the following seven minutes or portion of. For every fifteen minutes or portion of thereafter, an additional $5.00 charge per child will be applied. Fees are to be paid at the office at the time of incurrence. For pick-ups after 06:00 p.m., the fees are to be paid directly to the staff who stayed late with your child. Failure to pay the late fees on time, will result in adding them to your next billing cycle plus an additional flat fee of $20.00.  

The school’s staffing pattern is based on the number of children and staff we are scheduled to have at any given time. Failure to abide by the drop-off and pick-up times, messes up our children/staff ratios and puts unnecessary stress on the staff and most importantly the children. We designed our policy to limit late pick-ups and/or early drop-offs to real and infrequent emergencies. In case of an emergency, please call the school to notify us of the situation, in which case, you will be charged a flat rate of $10 per hour and per every increment of an hour. Failure to call the school in case of an emergency will result in applying the aforementioned policy of late pick-ups and/or early drop-offs.  

8. Inclement Weather

The school does NOT follow the inclement weather policy of the Carroll County Public Schools. In case of inclement weather, you will be notified of any closings or delays via an e-mail that will be sent by 06:00 a.m. 
9. Emergency Preparedness Plan

The Maryland State Department of Education (MSDE)’s COMAR 13A.16.10.01 requires schools and child care centers to have an Emergency and Disaster Plan put together to address emergencies that require the evacuation of the school’s building. A copy of our school’s Emergency Preparedness Plan is posted in each classroom and in the office. Emergency drills will be run monthly at the school. 
The addresses for our evacuation sites are as follows:

Director’s Residence: 7442 Spout Hill Rd., Sykesville, MD 21784.
St. Paul’s United Methodist Church: 7538 Main St., Sykesville, MD 21784. 

The children will be walking with supervising adults to any of the locations. In case of an emergency, parents will be notified either by e-mail, by phone or both. 

Upon enrollment, parents are kindly required to assemble an emergency kit for their child including the following items:
1. A labeled compression bag (only one please)

2. A two-day supply of extra clothes (for warm and cold weather)

3. A two-day supply of non-perishable food items, such as emergency survival food, freeze dried emergency food, meal replacement shakes, etc...

4. Hydration bladder

5. Toothbrush and toothpaste

6. Wipes

7. Diapers if necessary
The school is unable to enroll your child without a complete Emergency Kit on site. 
10. Birthday Celebrations
We celebrate birthdays by placing an object representing the sun on a floor mat. The birthday child carries a globe around the sun as many times as the child’s age (each round represents one year). Meanwhile, the child’s classroom mates sing a special birthday song. The children then enjoy a special snack provided by the birthday child (if desired). We kindly ask parents to make sure the special snacks are free from NUTS, EGGS and DYE. We also ask that the parents mount pictures of the child growing up on a cardboard, with one picture for every year starting at birth. The birthday child will get to share his special poster with his friends. Parents are welcome to attend the birthday celebration and take pictures. The celebration starts at 10:15 a.m. and lasts for about half an hour. 
11. Communications with Staff
Close friendships and/or any personal interactions with staff members, including but not limited to babysitting, social media (such as Facebook, etc.), outings, etc. are strictly forbidden as long as the staff member is employed with the school. During their employment with us, staff members are not allowed to become friends with any of our parents on social media, including but not limited to Facebook, Instagram, etc. Such communications provide ample room for talking about the school, the children and other staff members, and may lead to undesirable consequences, including but not limited to termination, lawsuits and/or a fine of up to $5,000, etc. Should you have any questions and/or concerns, please reach out directly to the school’s Director. We promise to address your needs in a professional and timely manner. 

12. Schedule of the School Day
School Year’s Daily Schedule

	Time
	Activity

	07:00 a.m. - 08:30 a.m.
	Before Care (indoor playtime)

	08:30 a.m. - 11:15 a.m.
	Montessori Classroom (includes circle time)

	11:15 a.m. - 12:00 p.m.
	Outdoor Recess

	12:00 p.m. - 01:00 p.m.
	Lunch

	01:00 p.m. - 03:00 p.m.
	Afternoon Montessori Classroom 

(Four and five-year-old children)

Nap time (two and three-year-old children)

	03:00 p.m. - 06:00 p.m.
	After Care (eating snack, outdoor playtime and indoor playtime)


Summer Camp’s Daily Schedule

	Time
	Activity

	07:00 a.m. - 08:30 a.m.
	Before Care (indoor playtime)

	08:30 a.m. - 09:15 a.m.
	Summer camp Activity as outlined in the summer camp program

	09:15 a.m. - 10:00 a.m.
	Outdoor playtime

	10:00 a.m. - 10:30 a.m.
	Snack time

	10:30 a.m. - 10:45 a.m.
	Circle time

	10:45 a.m. - 11:30 a.m.
	Outdoor playtime

	11:30 a.m. - 12:00 p.m.
	Getting ready for lunch

	12:00 p.m. - 01:00 p.m.
	Lunch

	01:00 p.m. - 02:00 p.m.
	Planned afternoon activity (four and five-year-old children)

Nap time (two and three-year-old children)

	02:00 p.m. - 03:00 p.m.
	Rest time (four and five-year-old children)

Nap time (two and three-year-old-children)

	03:00 p.m. - 03:45 p.m.
	Snack time

	03:45 p.m. - 04:45 p.m.
	Outdoor playtime

	04:45 p.m. - 06:00 p.m.
	Indoor playtime


APPENDIX

Immanuel Montessori School is committed to providing a safe environment for the children as well as the staff members. That’s why, we compiled a comprehensive and detailed plan that’s compliant with the requirements of Maryland’s Department of Education (MSDE), to prevent and address any abuse issues.

The school will prosecute for false and/or malicious allegations and online reviews.

Abuse Complaint Procedure
I. Responding to Suspicious or Inappropriate Behavior or Policy Violations

The way to respond to suspicious or inappropriate interactions, policy violations, and incidents or allegations of abuse can dramatically affect the harm to the individuals involved and the damage to the school. Once a staff member, volunteer, substitute (referred to as staff) or parent/guardian has expressed a concern or made an allegation about the treatment of a child, swift and determined action must be taken to reduce any subsequent risk to the child, to the accused staff, and to the school. Immanuel Montessori School (referred to as the school) established precise, unequivocal requirements for reporting to the authorities and for adhering to a serious-incident response plan.

As required by mandating reporting laws, staff must report any suspected abuse or neglect of a child, whether on or off school’s property or whether perpetrated by staff or others, to state authorities. Reports may be made confidentially or anonymously. A person who mistakenly reports suspected abuse is immune from civil or criminal liability as long as the report was made in good faith and without malice. Please refer to Maryland’s specific and mandated reporting requirements for definitions of abuse.

The school is dedicated to maintaining zero tolerance for abuse. That’s why, it is imperative that every staff actively participates in the protection of the children. In the event that staff observe any suspicious or inappropriate behaviors and/or policy violations on the part of other staff, it is their personal responsibility to immediately report their observations. At the school, policies apply to everyone. 

Examples of suspicious or inappropriate behaviors between staff and children include: 

· Violation of the abuse prevention policies

· Seeking private time or one-on-one time with children

· Buying gifts for individual children

· Making suggestive comments to children

· Picking favorites

All reports of suspicious or inappropriate behavior with children will be taken seriously. Our procedures will be carefully followed to ensure that the rights of all those involved are protected.

If witnessing and/or suspecting suspicious or inappropriate behaviors, policy violations and incidents or allegations of abuse, staff are required to follow the below guidelines:

· If you witness abuse, interrupt the behavior immediately

· If abuse is disclosed to you, assure the individual disclosing that they were correct to tell you

· Immediately report the behavior, allegation, or incident to the school’s Director or designated authorities

· If you are not comfortable making the report directly, make it anonymously

· Be sure to document the incident, disclosure, or any circumstances causing your suspicion of abuse. State only the facts.

· It is not your job to investigate the incident but It IS your job to report it in a timely manner

· Keep reporting until the appropriate action is taken

In the event that the school’s Director receives a report of suspicious behaviors, incidents or allegations, the Director will:

· Determine if the child is in danger and if so, take immediate steps to prevent any further harm

· Gather as much information about the allegation, accurately record all the facts and determine the appropriate response accordingly

· Speak to the staff who has been reported

· Review the file of the staff to determine if similar complaints were reported

· Contact the state authorities and file a report if at any point in gathering information about a report of suspicious behavior, a concern arises about possible abuse

· Notify parents and/or guardians if appropriate

· Advise the person who reported the behavior that the report is being taken seriously

Based on the information gathered, the following may be required:

· Increase monitoring or supervision of the staff

· If policy violations with children are confirmed, the staff will be subject to disciplinary action up to and including termination and prosecution. 

II. Responding to Child-to-Child Sexualized Behavior

Most serious incidents of child to child sexual activity and sexualized behaviors are preceded by more subtle incidents such as name-calling, taunting, or roughhousing. Interrupting these interactions early and establishing and communicating standards of conduct can keep the school’s environment safe. Our school recognizes that the following interactions are high risk and should be prohibited:

· Hazing

· Bullying

· Derogatory name-calling

· Games of Truth or Dare

· Singling out one child for different treatment

· Ridicule or humiliation

In order to adequately respond to and track incidents within the school, all sexual activities and sexualized behaviors between children must be consistently documented. 

Child to child sexual behaviors can include inappropriate touching, exposing body parts, using sexualized language, making threats of sexual activity, engaging in sexual activity, and similar types of interactions.

If staff witness child to child sexual behaviors, they are to follow the following guidelines:

· Immediately separate involved children

· Calmly explain that such interactions are not permitted

· Notify the school’s Director

· Document the incident

· Follow the school’s Director’s instructions to notify the authorities and inform the parents/guardians of the children involved

In some cases, the problem is recurring, and discipline may be required, which includes not allowing one or both children to return to the school.

In the event that the school’s Director receives a report of a child to child sexual activity, the Director will follow the below guidelines:

· Meet with the staff who reported the sexual activity to gather information

· Confirm that the children involved have been separated

· Review the steps taken by the staff on duty

· Review the incident report to make sure it’s accurately and thoroughly completed

· Meet with the parents/guardians of the involved children

· Determine what actions should be taken to make sure there is no recurrence, including assessing the suitability of the school for the children involved

· Notify the proper authorities

· Develop a written corrective action or follow-up plan in response to the incident

Background Checks’ Procedure

Immanuel Montessori School follows a background check procedure that is in compliance with the requirements of Maryland State’s Department of Education (MSDE). The procedure applies to all teachers, aides, substitutes, volunteers and any adult who has contact with the children in care.

Prior to hiring, an applicant must: 

1. Get fingerprinted for a background check to be conducted at the state and federal levels. 

2. Get fingerprint results for the appropriate state in case the applicant lived in Maryland for less than five years.

3. Notarize a release form allowing the Local Department of Social Services to check backgrounds for any child and adult abuse and neglect.

4. Cite all previous employers where the applicant had direct contact with children and minors. The school will send an MSDE Employment History Review Form to all such employers to verify whether the applicant has ever been disciplined for allegations of “child sexual abuse” or “sexual misconduct.” The applicant’s previous employers are required to return the completed forms to the school within thirty days. In case the deadline is not met, the school is required to report the employer to MSDE.
MSDE requires the school to submit a Request for Information on an Applicant’s Certification Status to check if any applicant, regardless of whether they had previous experience working with children and minors or not, had a certificate suspended, revoked, or denied in Maryland for reasons of child abuse or sexual misconduct.

MSDE also requires the school to submit and maintain records of all related forms in case any onsite inspections need to be done.

An applicant will not be considered for employment until all background checks have been cleared. 

Closed Door Policy

In order to ensure the safety of our children and protect our staff, Immanuel Montessori School (referred to as the school) installed supervision cameras in all classrooms as well as the playground. 

The school abides by the staff/child ratios as mandated by the Office of Child Care (OCC). In some situations, staff might be in an OCC approved situation of being alone with one child or a group of children. In such situations, the following guidelines are to be followed by the staff in order to manage the risk of abuse or false allegations of abuse:

1.  Make sure you are facing the supervision camera at all times and that you are in full view of others, such as parents and staff.

2. Avoid physical affection that can be misinterpreted. Limit affections to pats on the shoulders, high fives and hand-shakes.

3. Leave the classroom door open.

4. Inform other staff that you are alone with the children and ask them to randomly drop in.

5. Document and immediately report any unusual incidents, including disclosures of abuse or maltreatment, behavior problems and the way they were handled, injuries, or any other interactions that might be misinterpreted.

Crisis Plan

Immanuel Montessori School (referred to as the school) put together a comprehensive crisis plan to address any situation that involves abuse allegations or incidents. The school’s Director is the point person to manage and implement the crisis plan.
I. Prior to Allegation/Incident
The school is committed to:
· Educate all employees, volunteers, and substitutes (referred to as staff) on how to respond to an abuse allegation that involves a staff

· Make sure all staff are aware of how to fulfill their duties as mandated reporters

· Follow all mandated reporting requirements and contact the authorities as appropriate

· Follow progressive discipline procedures in case the accused is a staff, which may involve suspending the accused during the investigation

· Notify other staff when applicable

II. Initial Communication Plan

The school’s Director is the point person to respond to inquiries from parents, staff and authorities. The director will:

· Meet in person with the parents/guardians of identified victims to reassure them that the school is taking the allegation seriously, find out the response they expect and offer support

· Write to the parents/guardians of children currently attending the school as well as those with past contact with the accused to communicate the following:

· Empathy: stating that such incidents run counter to the school’s values

· Facts: including a summary of the incident, such as information about the arrest, suspension, etc.

· Contact Request: asking parents to contact the school’s Director or the specified authorities if they suspect their child may have been abused

· School’s Response: explaining that the school is fully cooperating with the authorities and describing proactive steps it’s taking such as offering resources to parents, hosting parents’ meetings, training staff, and conducting an independent investigation to learn from this incident so it can be prevented from happening again

· Host a parents’ meeting to speak directly with concerned families and answer any questions before rumors or misinformation is spread. In so doing, the school’s Director will:

· Communicate as much information as possible about the incident

· Provide information regarding the proactive steps the school is taking in response to the incident

· Describe resources provided to families and answer their questions

· Provide parents with information on how to talk to their children about abuse
The school’s Director is the point person to manage ongoing relations with authorities, parents and staff. 

As a preventive effort, the school is committed to train staff on how to identify “red-flag” behaviors that do not rise to the level of suspected abuse. 
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