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      MEA PARENT HANDBOOK
Montessori Educare Academy’s dedication to the Montessori tradition is reflected in our name: “Educare” is derived from the Latin “edu cere,” meaning “to lead or bring out.”  The goal of Montessori Educare Academy (MEA) is to assist each of our students in becoming independent, self-confident, self-disciplined individuals. We strive to create well-rounded students who have a strong foundation in basic academics, as well as inspire a true love of learning.

Our Mission

The mission of Montessori Educare Academy is to create a caring and supportive year-round educational environment for children from the ages of 12 months to six years.  

In order to fulfill this mission, it is our goal to have each child gain:

· Respect for themselves, their friends, and their environment

· Responsibility

· Self-confidence

· Independence

· Love of learning

Philosophy

Our philosophy is embedded in the idea that children will thrive in an environment where parents and teachers work as a team to create an atmosphere most conducive to their care and learning.  All decisions are made in the best interest of the children, the teachers, and the community.  Continuity in the lives of our preschoolers is of paramount importance.  Children thrive in an environment where they know what to expect and what is expected of them.  

History of MEA

Our school was founded in 2002 out of a parent and general community need to have a more nurturing Montessori preschool environment focusing on the needs of children from one to six years of age.  In the fall of 2003 we opened an infant or “nido” environment to accommodate the needs of our newest siblings.  We were able to continue with this program until the fall of 2006 when we transitioned the room to meet the needs of our growing toddler community.
Vision for MEA

The vision for MEA is to continue to provide a high quality Montessori preschool experience for our community.  In Ahwatukee, we are fortunate to have excellent public, private and charter elementary school options.  At MEA we believe that children benefit most from Montessori in the primary (3-6 years) and pre-primary (nido, toddler) age groups.  We believe that at some point, whether it is 1st grade, 6th grade, 9th grade or college, children have to transition from the “follow the child” Montessori philosophy to teacher-led instruction.  It is our belief that this transition is most seamless from Montessori Kindergarten to 1st grade.   We work with the local elementary schools to ensure a successful transition.  We offer extra-curricular activities including Spanish, gymnastics and karate.

The Montessori Method

The Montessori philosophy of education is to develop a child’s physical, intellectual, creative and spiritual aspects to the fullest.  Dr. Montessori developed what she called the “prepared environment” for a child’s first school years, which consists of a certain order and disposes the child to develop at his/her own speed, according to his own capacities in a noncompetitive atmosphere.  Understanding the necessity for the acquisition of a basic sill before its use in a competitive learning situation, Dr. Montessori believed you “Never let a child risk failure until she has a reasonable chance of success”.  The years between three and six are those in which a child most easily learns the ground rules for human behavior.  
A child who has had the benefit of a Montessori environment is freer at a later age to devote herself more exclusively to the development of her intellectual faculties.  The method by which children are taught in the Montessori school is often referred to as “structured learning.”  Since the child has learned to work by herself in the prepared environment, enjoying the presence of other children, but not necessarily working directly with them, the Montessori teacher is freed up to teach children individually.  The structure of Montessori learning involves the use of many materials with which the child can work individually.  At every step of her learning, the teaching material is designed to test her understanding and to correct her errors.

Parent Involvement

Successful education of our students is dependent on the existence of a strong and positive relationship between the School and parents, particularly since Montessori is an approach to life, not simply a scholastic plan.  The School will always view the parents as the child’s primary educators, and our goal is to work with each parent to better serve the child.  Parent involvement in the School is strongly encouraged and sends a message of social responsibility to our children.
Montessori Educare Academy will post a bulletin board of Volunteer projects or activities.  Please review the calendar of events and the “Wish-List” to see if there is anything you may be willing to contribute.

The teachers will work with the parents to coordinate classroom projects and include parent volunteers at different times throughout the year.  We encourage you to take an opportunity to become a part of your child’s experience here at Montessori Educare Academy.  As your child enters the primary classrooms and works toward reading, parent volunteers provide a powerful incentive for our children.

Parent Volunteers

MEA strongly encourages parents to volunteer their time to the school, to the PTO, and to the classroom.  There are many opportunities to assist in the office with copying & laminating as well as data entry.  The outdoor environment area and the garden are both areas that are in need of parental TLC.  The PTO holds monthly meetings to discuss fundraisers and activities.  Parent involvement in the classroom should only exist when it does NOT interrupt the learning environment.  Teachers may work with the office to reserve the aftercare room for a parent to set up a craft or to listen to the children read.  Parents who are volunteering are responsible for any children that do not attend MEA.  Parents volunteering outside of their child’s class time must keep their children with them at all times (for ratio and insurance purposes.)   Please discuss any volunteer opportunities with the office.

Hours of Operation 
7:00 a.m. – 6:00 p.m. daily  

As a courtesy and respect to our staff, please pick up your child promptly at the designated time, and no later than 6:00 p.m.  No children will be received prior to 7:00 a.m.

Programs/Services Offered

Primary (3 – 6 years)   

Half Day 
8:30am  – 12:00pm





Full Day
8:30am  -  3:00pm





Extended Day
7:00am
 -  6:00pm

Toddler (24 mo. - 3yrs)

Half Day 
8:30am  – 11:30am





Half + lunch
8:30am  – 12:00pm





Full Day
8:30am  -  2:30pm





Extended Day
7:00am
 -  6:00pm

Pre-Toddlers (12 – 24 mo.)   
Half Day 
8:30am  – 11:30am





Half + lunch
8:30am-12:00pm

Full Day
8:00am  -  2:30pm





Extended Day
7:00am
 -  6:00pm

Kartwheels Gymnastics 
30 minute class once weekly 
$35/month

Spanish


30 minute class once weekly
included in tuition

Karate


group instruction  available 
$25/month
Enrollment / Withdrawal Procedure

Montessori Educare Academy requires a child to be enrolled by a parent or a guardian.  The student application, emergency information, and immunization Record Card must be completed and submitted prior to the first day of attendance.  Enrollment lasts the duration of the academic year and parents/guardians are obligated to pay tuition and applicable fees for the entire academic year.  Any withdrawals from the school must be requested in writing 45 days in advance of the final date the child(ren) will attend.  If withdrawal is approved, tuition must be paid for the month following approval.  Withdrawal of child(ren) after the execution of the enrollment agreement, whether as a result of accident, transfer, relocation due to parent’s occupation, financial difficulty, sickness, disciplinary action, disagreement with teaching style, school policies, or otherwise, does not relieve the parent of the responsibility to fulfill the school’s tuition policy.  There are NO REFUNDS given.  If you are offered and accept an opening for your child into one of MEA’s programs, a start date will be decided upon, and you will be asked to pay the application and enrollment fees. If you pay these fees only to decide later not to accept the opening you will forfeit all funds and will not have priority for future openings.  If you accept the opening, but cannot start your child by the suggested start date, you may pay tuition to hold the spot for up to four months.

The same policy applies for summer enrollments.   Montessori Educare Academy has the right to dis-enroll a child if it is determined that we can no longer meet the needs of the child.    

Discharge Policy - MEA reserves the right to terminate a child's enrollment for the following reasons: 

1. Failure to pay fees 

2. Failure to submit required health information 

3. Failure to observe rules of the Center relating to arrival and departure of the child 

4. Prolonged unhealthy or unsanitary physical condition of the child 

5. Child's behavior is hazardous to self or others 

a. This includes hitting, biting, pinching, scratching, kicking, etc,

6. Child's repeated disruptive behavior regardless of discipline approaches 

7. Parent's disruptive behavior regardless of director's attempts at rectifying situation(s).

Tuition and Other Fees
There is an annual non-refundable registration fee of $75 due for each family, as well as a $200 enrollment, activity and field trip fee for each child enrolled.   Tuition is due by the 1st of each month.  Siblings receive a 10% tuition discount, which is applied toward the oldest sibling.  A late fee of $25 is assessed to any tuition not received by the 5th of each month.  There will be a $25 service charge for any returned check.   In order to maintain our state-mandated staff/child ratios, we require children to be picked up promptly at the end of their designated class time.  We realize that emergency situations arise and we will do our best to accommodate your child, however, late pick-up fees will apply and are due in CASH at the time of pick-up.  If you do not pay in cash at time of pick up, your fee will be doubled when we bill you.  Late pick-up fees are as follows:

Late pick-up prior to 6:00 p.m.:  There is a grace period of 5 minutes, with a charge of $1 per minute, per child thereafter.  Late pick-up after 6:00 p.m.:  We close promptly at 6:00 p.m., therefore the charge of $1 per minute starts at 6:01 p.m. 

Attendance Policy /Arrival
Parents are asked to notify the school when a child will not be attending for any reason.  Children must arrive and be signed-in to their classroom no later than 10:00 a.m.  Children must arrive no later than 10:00 a.m. to attend school that day, unless prior arrangements have been made.  This is imperative to maintain our school structure.  Many educational opportunities are missed due to absence.  

Child Admission and Release / Sign-in, Sign-out 

In accordance with Arizona’s State Regulations, Montessori Educare Academy requires that the parent or guardian signs-in each child at drop off and signs-out each child upon pick up on the designated attendance record.  If anyone other than the parent or guardian will be picking up your child, Montessori Educare Academy requires that written notification be given by the parents prior to pick up.  In an emergency, those persons listed on the back of the child’s Emergency Information and Immunization record card will be contacted. 

Advancement

It is MEA’s policy to advance children up to the next class level in August, January and June.  Toddlers will transition into the primary (3-6 year old class) in the months of August, January or June; whichever month comes first after their third birthday assuming they have been completely potty trained for a full month.

Illness

In order to protect the children enrolled in our school, your child must be kept home if he/she exhibits ANY of the following:

· A fever over 99.5 degrees.

· An undiagnosed rash or sore.

· Discharge from eyes or ears or profuse nasal discharge

· Vomiting or diarrhea

· Any symptom of a communicable disease

IF YOUR CHILD IS DIAGNOSED WITH A COMMUNICABLE DISEASE – PLEASE NOTIFY THE DIRECTOR or OFFICE MANAGER IMMEDIATELY.

Should your child develop any of the symptoms listed above, we will isolate him/her and contact you to arrange a pickup IMMEDIATELY.  If your child is sent home ill, he/she is not allowed to return until 24 hours after the symptoms have diminished.  If a child is sent home with a fever they are not allowed to return to MEA for 24 hours.  A child sent home with a fever may NOT return the following day with a doctor’s note.  This is for the PROTECTION of all of our children.

Medications

Montessori Educare Academy will attempt to administer only prescribed medication to your child.  Medication must be in its original container with the prescription label, clearly marked with your child’s name and instructions for dosage.  Should your child refuse to take the medication you will be notified and given the option to come administer the medication yourself or elect to give it to your child after school.

Emergency Medical Procedures

If your child receives a small “boo-boo,” we will clean the injury, apply a band aid if needed and give your child lots of TLC.  You will also receive a parent communication letter telling you how the incident occurred.  In the event of a serious accident or injury, 911 will be called and parents or guardians will be notified immediately.

Discipline

Montessori Educare Academy practices a positive approach to discipline.  The Montessori approach to misbehavior is redirection and positive reinforcement.  In some cases, “thinking time” may be an option and gives children an opportunity to reflect.  If a child’s inappropriate behavior continues, Montessori Educare Academy may request a parent/teacher conference.

Open Door Policy

We have an open door policy for all parents of MEA students.  You are welcome to visit or observe your child’s classroom at any time.  In the toddler wing of the building, the observation windows are purposefully coated so that the parents may view their children without being seen.  We encourage you to be a part of your child’s Montessori experience as well as part of MEA.  Please be considerate of your child’s separation issues, as well as classroom etiquette, when visiting the classroom.  Your child’s teacher will be able to answer any specific questions that you may have.

Tours & Wait List

MEA provides tours of the school daily between 9:00 a.m. – 11:00 a.m.  Information or applications may be picked up any time during our office hours of 9:00 a.m. - 3:00 p.m.  Parents/children may observe the classrooms through the classroom windows.  Parents may also schedule a time in advance to sit in the classroom and observe, however, children may not be brought inside the classroom as it is disruptive to our current students.  If we are unable to accommodate your request for enrollment, you will be placed on a waiting list for the age group requested.  When an opening becomes available, families are called in order of the wait list and offered the opening.  Once contacted, a registration and enrollment fee must be received within 48 hours in order to secure the spot.   

Observation Guidelines

· Note different lengths of time the children are absorbed in the work.
· Note how the children initiate activities
· Note the difference in abilities to concentrate, and how some who are distracted can easily return to their work.
· Observe how some children work in small groups.  Observe the level of interaction between and among children.
· How does the teacher present lessons?  Note the different interest level and reactions that the children have.
· If applicable, observe your child in relation to the above mentioned.
· Please remain seated and refrain from engaging in conversation with the teacher, aide, or other children.  If a child approaches and speaks to you, please keep your response brief so that they can return to their activity.  
· Please speak to the office administration, if you wish to arrange for a follow-up discussion with the teacher.

Ratios

At MEA we believe in giving the children the most individual attention possible.  Our primary students will have one language and one math lesson per day.  We begin the school year with a 1:8 ratio in our primary classrooms and save spots for our toddlers to move up throughout the year.  Towards the end of the year, our primary ratios will rise to 1:10. Our toddler classrooms maintain a 1:5 ratio and our pre-toddler classroom have a 1:4 ratio.  We strive to maintain these ratios throughout the day.  Our aftercare programs will abide strictly to the ratios and guidelines set by the Arizona Department of Health and Safety. 

Teacher Credentials/Qualifications

The lead Teacher in Montessori is referred to as the Directress.  The lead teachers at MEA are required to have completed their Montessori training.  The Montessori certification is an intense two year training program with a one year supervised internship.  In some situations, we will employ a Lead teacher and an assistant teacher and in other situations we will employ two certified Montessori teachers as Co-Teachers.  In addition to the educational component, all of our teachers have a passion and gift for working with children.

Communication

Monthly Newsletters are distributed via email the first week of each month from August through May.  They are also available on line at www.montessori-educare.com.  Newsletters include information from the front office, calendar of events/dates, PTO updates, and an update on each classroom.

Communication with Teachers – We ask that parents share and communicate with the teachers on a regular, as-needed basis.  It is difficult for teachers to discuss anything at length during drop-off and pick-up times or during class time.  Please leave a message via email mea@qwestoffice.net  with your child’s teacher as the subject header or via a note in your child’s school bag on lunchbox.  Teachers appreciate all messages, questions, and information in written form whenever possible.

Communciation with the School – Communication between the parents and school is strongly encouraged.  The success of the school and continuous improvement depends largely on feedback from the community in which we serve.  The tuition box near the front door is stocked with note cards for written feedback.  Our PTO and our room mothers are available as resources and for relaying information to our administration.

Transportation

All transportation to and from Montessori Educare Academy is the responsibility of the parent or guardian.  

Curbside Drop-off & Pick-up

MEA performs curbside drop-off and pick-up during the academic school year.  We begin curbside drop-off at 8:20 a.m. and receive children until approximately 8:45 a.m.  Anyone coming to school during this timeframe is asked to use the curbside drop-off unless you have business in the office.  Please do not park and use drop-off time to talk with your child’s teacher.  This is the teachers’ time to prepare for the day.  Any parent/teacher meetings need to be scheduled with the teacher and approved by the office in advance.

We perform curbside pick-up at 12:00 p.m. (Monday – Thursday).  If your child attends our half day or our full day program, please participate in the curbside drop off and pick-up.  On Friday we ask for all parents to park and come inside to receive their children at the end of their designated class time. 

Lunches and Snacks

All children attending a full or extended day program must bring his/her own lunch.  In the interest of every child’s well being, please remember that it is very important that only nutritious, healthy foods be sent in for snack and lunch. We ask that parents use an icepack to maintain a “refrigerator” temperature for perishable food items.  If you are unable to do so on any given day and your child’s lunch contains a perishable item, please let your child’s teacher know so that we may place it in one of the refrigerators.   No candy, gum, soda, or non-nutritious foods will be allowed.  All of our classrooms ask that parents sign up for 1 -2 weeks (primary), 2-4 weeks (toddler) to bring snack and food preparation items for the classroom.  A grocery list is provided to the designated family on the Friday prior to their week.  The cost generally runs between $25 -$45.  Also, all food related items brought to the school to share must be in their original store-bought containers.  The Department of Health prevents us from serving items made at home. Sorry (  
Clothing and Belongings

It is required that all children have at least one complete change of clothing (seasonally appropriate) including socks.  These should be brought in a Ziploc bag and labeled with your child’s name.  Please write your child’s name on all clothing, lunch boxes, food containers, backpacks, and shoes.

Napping Procedures

Montessori Educare Academy provides a nap time or quiet time between 12:30 p.m. and 2:30 p.m. daily for the one year olds, toddlers and some primary children.  We provide mats and sheets but request that you bring a special blanket and/or pillow.  Please label all items and take them home weekly to be washed.

Field Trips

Should the students at Montessori Educare Academy attend a field trip, written notice with signature required will be sent home in order for your child to attend.

Birthday Celebrations
If you would like to plan a birthday party for your child outside of school, we ask that you please send invitations out by mail and do not place them in the children’s cubbies.  Children who are not invited can easily get their feelings hurt, which causes unneeded stress to both the child and parent.  Also, invitations have a tendency to get lost or misplaced.  Please give the office a minimum of 3 days notice if you need a list of phone numbers or addresses. 

Privacy/ Records Release Policy

MEA will maintain the confidentiality of all students’ records and correspondence.  MEA will not release students’ educational records or information contained in educational records without the parent’s prior written consent.  Parents have the right to inspect and copy their child’s educational records.  MEA will make your child’s educational records available for your inspection and/or copying within 45 days of receiving a written request from the parent.  The request must contain the following:  Students name, parents name & signature, description of the specific records to be reviewed.  Educational records do NOT include informal notes created by a teacher or administrator and maintained solely by the creator of the note.

Liability Insurance

Montessori Educare Academy carries liability insurance as required by the State of Arizona.

Inspection Reports

Inspection reports are available in our office.  Please speak with the director to review these documents.

Non-Discriminatory Policy

MEA admits students on a non-discriminatory basis and complies with all applicable federal, state, and local laws.  It is our policy not to discriminate based on an applicants race, color, creed, national origin, sex or disabilities.  MEA accepts children in the following order:  Current students, siblings, new enrollees.  

MEA reserves the right to refuse service.

Arizona Department of Health Regulation

Montessori Educare Academy is regulated by the Arizona Department of Health Services / Child Care Licensure located at 1647 150 North 18th Avenue Suite 400, Phoenix, AZ  85007-3244.  Phone number (602) 364-2539
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