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Welcome to Maple Corner Montessori

We’re honored to have your family as part of our school community. This handbook outlines key policies
and procedures designed to support clear communication and a safe, nurturing learning environment.

Please read it carefully and keep it for reference. If you have any questions, we’re always here to help.
Thank you for being a valued part of Maple Corner Montessori!
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EDUCATIONAL PHILOSOPHY

Mission Statement

Maple Corner Montessori is dedicated to fostering the child’s innate curiosity and initiative,

and creating confident, lifelong learners who are prepared for fulfilling and meaningful lives.

Maria Montessori

Dr. Maria Montessori (1870-1952) was the first female medical doctor in Italy. Dr. Montessori was responsible for treating
and caring for a group of low-income children in Rome. It was there that she founded the first “Casa de Bambini.”
Through her deep respect for children and her outstanding skill of observation, she created a child-centered method of
education. Today Montessori schools are highly regarded throughout the world.

Essential Elements of a Quality Montessori Program

Montessori schools are based on the principles of respect and independence.

Montessori programs teach children to think and discover for themselves.

Children and teachers work in a carefully prepared environment.

Curriculum is organized into a spiral of integrated studies.

Montessori materials are designed to bring understanding from the concrete to the abstract.

Montessori schools give children the sense of belonging to a family and help them live with other people.
Multi-age classrooms foster a sense of collaboration and mentoring among students. Older students are
encouraged to be role models for younger ones.

Montessori teachers have the ability to work with children of different learning styles.

Montessori teachers strive to awaken the child’s spirit and imagination and encourage a normal desire for
independence.

Montessori teachers help the child learn how to observe, question and explore ideas independently.
Montessori teachers help develop the kindness, courtesy and respect that will help the child become a member
of society.

Montessori teachers rarely present a lesson to more than a handful of children at one time and limit their lessons
to brief, efficient presentations.

Montessori parents value an educational system that reaches the whole child.

Montessori parents participate in the education of their child, and support the school community.

Montessori parents enhance the school philosophy of respect for the child by using it in their

home.

CURRICULUM OVERVIEW

We offer children a carefully prepared environment, rich in learning materials and experiences. Students are grouped in
mixed-age classes that allow them to interact with each other on a variety of levels. The teacher is a facilitator in the
learning process. Through careful observation and guidance, children are directed toward meaningful activity, which
helps them discover and develop their own interests and abilities.



Children follow an enhanced Montessori curriculum that includes language, mathematics, geometry, geography, botany,
zoology, science, practical life, world cultures and history, environmental education, and peace education.

Primary Program (ages 3 to 6)

The Primary program consists of five main areas:

1. The Practical Life area helps children develop order, concentration, coordination and independence in the care of
self and the environment.

2. The Sensorial area offers children a chance to develop their sensory acuteness with materials relating to color,
size, shape, sound, smell and touch.

3. Language Arts activities include pre-reading activities, vocabulary development, and introduction to reading and
writing.

4. The Math area provides concrete and manipulative materials through which the children discover the meaning of
guantity, gain an overview of the number system and learn mathematical operations.

5. In Geography, History, Botany and Zoology the children explore the physical, cultural and natural worlds.

Also included are art, music, and movement. Communication, grace, courtesy, problem solving and other social skills are
integrated throughout the curriculum.

As part of the Montessori experience, students develop important interpersonal skills, become responsible members of a
community and establish a code of conduct. Classroom learning is enriched by field trips, guest speakers, theatrical
productions, community service and other special events.

Daily Schedule

*All times are approximate and subject to change.

8:15-8:25 Arrival and individual work

Snack Ongoing

8:30 Circle (singing, stories, poems, group lessons, grace and courtesy lessons, community
building)

9:00-10:30 Independent work and individual or small group lessons, occasional group baking or
art projects 10:30 Outdoor time

11:00 Closing circle

11:15 Pick up for half day students, lunch time for full day students

12:15 Afternoon drop off

12:30 Afternoon Circle rest time for full day preschool students who need it

12:40 Independent work and individual or small group lessons, occasional group baking or art
projects

2:30 Outdoor time including free play and group lessons or activities

3:00 Pick Up

Elementary (First grade and up)

Through personalized instruction and planning, students are encouraged to pursue studies independently and take
responsibility for their learning while being given all the tools to be successful. They are encouraged to make choices in



their learning and work cooperatively with their classmates throughout their day. The curriculum follows state guidelines
while integrating Montessori studies in math, language, science, geography, history, practical life, botany, zoology,
environmental education, and peace education.. The natural and cultural worlds are studied in depth which in turn
teaches skills in research, writing, public speaking, and more, helping our students develop an understanding of the
relationship between all subjects. In the elementary years, the students are also developing their capacities to move from
concrete to abstract. For example, they will understand how doing a mathematical problem with materials translates to
doing the formula on paper.

As part of the Montessori experience, students develop important interpersonal skills, become responsible members of a
community and establish a code of conduct. Classroom learning is enriched by field trips, guest speakers, theatrical
productions, community service and other special events.

Daily Schedule
*All times are approximate and subject to change.

8:15 Arrive and morning work

9:00 Opening Circle (includes calendar, morning meeting and greeting et cetera)
group lessons in botany, zoology, virtue of the month, or geography and history
9:30 Independent work time and small group lessons in all areas

11:00 Specials (P.E., Music, etc)

12:00 Lunch

12:30 Recess

1:10 Chapter book

1:25 Writing/Cultural follow up work including research projects, small group projects, science
experiments, baking, practical life, nature hikes

3:00 Closing circle

3:15 Curbside pick up or aftercare

SUPPORTING YOUR CHILD’S SUCCESS AT SCHOOL

Helping Your Child Have a Great First Day

The first day of school is an exciting milestone for both children and parents. How your child adjusts to this new
environment is influenced in large part by your confidence, attitude, and understanding of the Montessori classroom.

In the days leading up to school, talk positively about what your child can expect. Reading books about starting school or
pretending to be at school through simple role play can help your child feel prepared. At the same time, try not to make
the first day feel like a huge event. Instead, present school as a natural and exciting next step in your child's growth and
an extension of the loving, secure environment they experience at home. Children are remarkably perceptive. When
parents are calm and confident, children are much more likely to feel calm and confident as well.

When you arrive at school, bring your child to the classroom entrance where you will be greeted by a teacher. After a
warm hug and a brief goodbye, we encourage you to leave promptly. While it can be tempting to linger, a confident,
matter of fact goodbye helps children feel secure and reassures them that school is a safe place. For this reason, we ask
that parents remain in the hallway and do not enter the classroom, even if their child requests it.



It is completely normal for children to experience some separation anxiety during the first few days or even weeks of
school. As they build trusting relationships with their teachers, classmates, and the classroom environment, these
feelings typically fade. During this transition, your child's teacher will keep you informed about how your child is adjusting
and will partner with you to ensure a positive beginning to the school year.

Thank you for trusting us with this important milestone. We look forward to helping your child feel safe, confident, and
excited to begin their Montessori journey.

Supporting Positive Relationships

Learning to build friendships, resolve conflicts, and work respectfully with others is an important part of a child's
Montessori education. Like any new skill, these abilities develop through practice, guidance, and time. It is natural for
children to experience disagreements, changing friendships, or challenges navigating social situations. Our teachers view
these moments as valuable learning opportunities and work closely with children to develop empathy, communication,
and conflict resolution skills.

If you have concerns about your child's friendships or social experiences at school, please reach out to your child's
teacher. By working together, we can better understand the situation and help your child develop the skills and
confidence needed to navigate relationships successfully.

Our school community is strengthened by kindness, trust, and respectful communication. Children notice how the adults
around them speak about one another, and they learn from those interactions. If you have a concern, we ask that you
address it directly with the appropriate teacher or administrator rather than discussing it with other parents. Likewise,
please avoid speaking negatively about your own child, another child, or a staff member within children's hearing. When
concerns arise, we encourage conversations to take place privately and respectfully so that every child is treated with
dignity and feels safe, valued, and respected.

Talking With Your Child About School

Parents of young children are frequently frustrated when they receive no response to the question, “What did you do
today?”. Children do many activities throughout the day and it is sometimes difficult to articulate them due to age or just
personality type. Also, Montessori typically emphasizes the process over the product, especially in the primary program.
One strategy may be to ask something specific that you saw on Class Dojo like, “Did you cut carrots today, or did you
work with the bead chains?”. Another suggestion is to ask about closing circles or end of day activities, and work
backward. In addition, you might find that after an hour or more at home the child may spontaneously share something
from the day. Sharing a high and low from your day at dinner time is also a great way to get children talking. This is
especially true if he/she does not perceive talking about school as opening up the opportunity for criticism or pressure.
We also encourage parents to schedule a classroom observation, from which you will come away with greater insight of
your child’s day. Observations are best done after the classrooms have settled and normalized after the beginning of the
school year.



DAILY PROCEDURES

School Hours
Program Begin End
Preschool Half Day AM 8:15 AM 11:15 PM
Preschool Half Day PM 12:00 PM 3:00 PM
Full Day Preschool Students 8:15 AM 3:00 PM
Kindergarten- 8th Grade 8:15 AM 3:15PM
Before Care 7:30 AM 8:15 AM
After Care 3:15PM 5:30 PM

Arrival & Departure Procedures

We ask that you do your best to arrive to your classroom no later than 8:15 and no earlier than 8:10. For Primary half day P.M.
students please do not arrive before 12:00.

In all grades, we greatly appreciate your efforts in arriving on time as late arrivals are very disruptive to the classroom environment.
Students who are not enrolled in before and after school care are asked to arrive on time, and wait outside the classroom for the
doors to open if they are early. Before care (7:30-8:15 am) and after school care (3:15-5:30 pm) are available for all parents who
wish to contract in advance for a reduced rate. These extended hours can also be used as needed for a charge of $8 an hour or
portion of an hour. If students are dropped off more than 10 minutes in advance or picked up more than 10 minutes late, they will
be taken to extended care and charged the hourly rate.

Primary and Kindergarten

Arrival:

For preschool children, please park in a regular parking space, not in the "pick-up/drop-off lane" along our school lawn.
The pick-up/drop-off lane is for parents to remain in their vehicles while dropping off elementary students who will walk
up to class independently. If our pick-up/drop-off lane is full of parked vehicles, there is no safe place for these
elementary students to be dropped off. Please park in a marked parking spot and walk your child in, holding his/her hand
through the parking lot.

At the classroom door, a teacher will greet your child, and you will sign them in using the Procare app on your phone. This
is the best time to say your goodbyes. Consistent drop-off routines help children feel secure and become comfortable
more quickly, so we encourage families to keep goodbyes brief and predictable. It is also helpful to discuss the routine
with your child ahead of time so they know what to expect. While separation can be difficult for both children and



parents, especially at the beginning of the school year, it is a normal part of the transition. For additional guidance, please
see the section Helping Your Child Have a Great First Day.

Departure:

Primary and Kindergarten students are picked up at their classroom door and are signed out through the Procare
app.

Kindergarten students who have siblings in Lower Elementary can be taken to their sibling’s class and will be walked
down to the curb for curbside pickup if the parent desires.

For all parents entering the building, please park in a parking spot, not in the "pick-up/drop-off lane.” When returning to
your car, our Elementary students will be reaching their dismissal time and the parking lot will be busy. With this many
people coming and going, it is essential that all parents hold their child’s hand in the parking lot.

Elementary and Middle School (1st-8th)

Arrival:

Elementary age children can be dropped off at the curb and walk up to their classroom where their teacher will greet and
take roll. If you are dropping off students at the upper building, please pull all the way into a parking spot and do not turn
right onto the one-way road.

Students who are tardy will be asked to fill out a tardy slip in their classroom before beginning their day. These slips will
be turned into the office for official records every week.

Departure:

Elementary and Middle School pick up will be at the pick up line in front of the school. As we will have approximately 150
students through the pick up line, it is imperative that all parents carefully follow the procedures below.

e Drive Down to the Pool: If the car line extends past the middle entrance, continue driving down to the pool, use
that turn-around and form a single line along the road by our Upper Campus building. This helps prevent cars
from cutting in line or entering midway, which causes confusion and slows things down.

o Fill Spaces 1-4: When it’s your turn, please pull all the way forward and fill pick-up spaces 1 through 4. We will
send students to those four cars at once. As those cars leave, the next four should pull forward. Waiting in
space 4 while leaving spaces 1-3 empty prevents us from efficiently loading multiple cars at a time.

e Walk-Up Pick-Up: If you prefer to walk up and meet your child, please park past the end of the car line (not in the
line or above the building). Walk to the end of the sidewalk near the walking trails and wait there. This keeps
children and adults from needing to cross between moving vehicles and helps staff manage pick-up more
clearly.

e Safety First: Students will remain with teachers until they are called to their car or released to a parent by a
teacher. Students will not be released to other drivers unless we have prior authorization from a parent.

We are so grateful for all of your help and diligence in helping pick up be safe and timely.



If students arrive prior to their designated drop off time or if parents arrive after their designated pick up time, they
will go to extended care and additional charges will apply.

Other Important Rules and Procedures regarding drop off and pick up

1. Since the teachers are greeting the children and helping them to begin their day, drop off is not an appropriate
time to converse extensively with your child’s teacher, especially about delicate matters.

2. If you wish to speak with a teacher, send a message via Class Dojo or email. Please refrain from the practice of
conversing for more than a few moments with the staff members while they are in contact with the children.
Lengthy conversations distract the staff members who need to be giving 100% of their attention to the children.

3. When picking up your child, please do not encourage him/her to continue to play on the playground or in front of
the school while you wait or socialize. This is confusing to the staff with regard to safety and supervision (i.e.
“Who is watching the child?”). It also makes it difficult for the teachers to keep careful track of children still in
their care. If you wish to socialize and allow your child to play, please do so in the lower field below the black
rocks to the right of the school or up on the field.

4. Please watch your child(ren) carefully at all times when on campus and in the parking lot.

5. Parents may never park and get out of their cars in the pick up line.

6. Please never call your child across the parking lot, regardless of age. Always use the pick up line or park and wait
at the end of the sidewalk if you do not wish to go through the pick up line. Even our independent older children
cannot be called across the pickup line to the other side of the street or parking lot. We have many younger
students who look to them as an example.

Releasing Children to People other than Parents

Frequently, relatives or friends will come to pick up children. We will not release a child to anyone without permission
from the parent. Any person picking up your child should be on your approved pickup list in Procare, and identification
must be shown. If a person not on the list is coming, please call the office or speak with your child’s teacher. It is also
helpful if the usual person who picks up the child would inform the teacher if there will be a change from the ordinary,
even if the individual is listed on the emergency release. This helps the pick-up process go more quickly and smoothly.

Checking Out Early or Arriving Late

If you need to come late or pick up your child early, please message your child’s teacher on Class Dojo. If you are having
difficulty reaching the teacher, please call the front office at 541-391-4777.

Students who are tardy will be asked to fill out a tardy slip in their classroom before beginning their day. These slips will
be turned into the office for official records every week.

Absences

It is important for the school to know if your child is ill, if the illness is communicable, if your child is taking a day off, or if
you are taking a vacation. Please send the teacher a message on Dojo or send an email letting us know. Excessive

absences can be disruptive to a child’s learning and should be kept to a minimum. Because Montessori emphasizes
hands-on learning it is very difficult for us to send more than limited work home for long absences. Please know that you
will need to supplement if you are planning an extended absence and that the teachers will not be able to send work



when possible.

There may be times where teachers are concerned about academic progress due to the lack of consistent attendance. If
this is the case, we will request a meeting to discuss how attendance can be improved.

CLOTHING

We ask parents to give careful consideration to the clothing being worn. All students will be required to adhere to the
dress code below. Students not appropriately dressed will need to have a parent come to the school with alternate
clothing. On occasion a t-shirt owned by the school will be worn while waiting. Our goal to provide an environment that
encourages respect, cooperation and concentration is best served without these types of influences. Please note that
“offensive” is a relative term and therefore the school reserves the right to make final determination on what it will and
will not allow. Attendance at MCM requires parents to be willing to adhere to these standards.

e No clothing which, in the school’s opinion, depicts violent acts or inappropriate, suggestive, rude, or offensive

language, slogans, symbols or graphics

o No off the shoulder tops, or bare midriffs

e No clothing which reveals undergarments

o Closed toed shoes on P.E. days

o No extremes in hair, dress or jewelry that the school, at its sole discretion, deems distracting

Clothing for school should be comfortable and help create a feeling of independence in your child. All shoes and
clothing should be easy for the child to remove independently. Because the weather can often change quickly, layering
is encouraged. A great tip is to have your child help choose their clothing and outerwear the night before—this can
make your mornings much smoother! A few extra considerations:
e Label Everything
o Please label all clothing, outerwear, and accessories with your child’s name. Our Lost and Found,
located in the front entryway, often fills up quickly—but we always check for labeled items before
donating. Be sure to check it regularly.
e Footwear must be safe for running, climbing, and walking.
e Every child needs to bring indoor slippers to wear in the classroom. These will stay at school.
e Qutdoor Gear
o We go outside in all types of weather, so each student needs the following labeled,
weather-appropriate gear to be left at school:
m  Waterproof rain jacket
m  Waterproof rain pants
m  Rain boots

In the winter, please ensure your child’s rain gear is warm enough. You may need to switch to heavier coats or lined
rain pants. Students may also need hats and gloves.

Extra Clothing for Primary & Kindergarten
Primary and kindergarten students must have a labeled zip-lock bag containing:

e 1 shirt
e 1 pair of pants

® 2 pairs of underwear
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e 1 pair of socks

Make sure all items inside are labeled, and write your child’s name on the outside of the bag with permanent
marker. This clothing should be updated seasonally to ensure it’s weather-appropriate.

Thank you for helping us keep your child comfortable, independent, and prepared for all kinds of weather!

Sharing

Occasionally, children may bring treasures that are important to them to share with the class. These may include objects from nature,
such as shells or rocks, something they have made, or a cultural item. Please keep toys at home. If your child brings a toy or personal
item to school, please tell him/her that toys must stay at home or in the car. Toys at school are a disruption in many ways.

TECHNOLOGY

Cell Phones, watches, tablets, and other communication devices

Cell phones are not to be brought to school or are to be left in students' bags or lockers until they are picked up at the
end of the day. We are a no phone school and would like to protect the innocence and focus of our students. Smart
watches are permitted as long as they serve as no distraction. If they do become a distraction, they will be asked to keep
them in their bag indefinitely as well.

Middle School

Each student will have access to a chromebook to use during class or have the option to bring one from home.
Chromebooks will be used for research, typing skills, publishing papers and submitting assignments via Google
Classroom. Technology will be closely monitored by teachers to ensure that students are able to complete the
above tasks in a safe and timely manner. There may be times when middle school students are required to check
any devices in with the teacher until after school and parents must communicate with the teacher as needed.

PARENT/SCHOOL COMMUNICATION AND INVOLVEMENT

Maple Corner Montessori strives to be in partnership with parents in the education of their children through open,
consistent, and thorough communication. You will receive communication from MCM regarding information on
upcoming school events, such as parent nights, school festivals, holidays, and field trips; as well as, other relevant school
information through email from the front office or Class Dojo for classroom specific information.

Dojo Communication:
All parents will receive an invitation to Dojo before the first day of school.

On Dojo you will find:
e A monthly class newsletter with important events and areas of study the first few days of every month.
Event reminders, spelling lists, and other pertinent information every Friday afternoon.
The ability to message with teachers when necessary.
Photos or videos of activities in the classroom approximately three times a week.
Schoolwide announcements.

The office will also send pertinent all-school information via email. Please ensure that the email you share is one you
check regularly.
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Parent/Teacher Conferences
Conferences are held in the fall and spring. We encourage parents to attend at least one conference a year.

Facebook Groups

Parents are not authorized to start any social media platform in the school’s name or relating to the school without the
school’s written permission. Doing so puts the school’s population at risk as there are privacy concerns and confusion
about official school communications. Starting social media platforms for the school’s population unauthorized by the
school could result in withdrawal from MCM.

School Directory

We distribute a school directory in October of each school year. All parents/students who have agreed to be in the
directory will be listed unless an objection is on file. The directory is to be used for social or child related purposes in
relationship with MCM. The directory may not be used for solicitation of any kind.

Communicating Concerns

In general concerns should be brought to the attention of the head teacher if they relate to the classroom. If the concern
needs the attention of a school administrator or the Head of School she will attend the meetings regarding the concerns.
Concerns relating to the school as a whole should be brought to the attention of the school administrator. Parents can
always request a meeting with the Head of School or ask that she be present at any meeting with a teacher for additional
support.

Email or private Dojo message or a call to the school office is the best way to schedule a meeting to discuss a concern.
Please do not communicate concerns at curbside, during pick up or drop off, or when the teacher is in contact with the
children.

It is, of course, best to bring the concern to the appropriate source, and work out solutions together. This leads to a
positive and productive learning environment that does not undermine all the good we are all trying to accomplish
together. Children are very sensitive to negative environments and we want very much for this to be a safe and warm
place.

The school will make every possible effort to resolve concerns and to create a wonderful learning environment for all
students.

On occasion individuals are consistently unhappy with MCM'’s best efforts. In this instance the school reserves the right to
withdraw the student at its sole discretion.

Parent Volunteers

We love parent volunteers at all levels and want parents to have ample opportunity to be part of their child’s school
community. We will do our best to provide you with creative and broad opportunities for involvement. It is Maple
Corner’s hope that all families will dedicate some time to contributing to our school community in some way. Often the
most memorable and enriching school experiences require additional help to achieve and we rely heavily on the
involvement of our parents to achieve our most ambitious educational experiences for our classrooms. Involvement does
not need to be extensive or time consuming in order to be meaningful to you, your child and their classroom. Often just
the sharing of an experience, cultural information, travel experiences, or career expertise at circle time can enrich the
children’s learning. Thank you for being willing to help our school be the very best it can be by contributing your many
skills and talents.
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Volunteers may never be alone with the students, but must be accompanied by a staff member at all times. Volunteers in
Primary classrooms will never be counted in the classroom’s teacher/student ratio. Parents who volunteer regularly in
the classroom or who volunteer to drive or chaperone for field trips (Elementary/Middle School only) will be provided
with instructions and may be required to complete additional training or complete background/driving record checks.

Participation/volunteering in any MCM activities and the use of any recreational facilities involves a risk of accidental
injury despite all safety precautions. Volunteers assume all risks and hazards incidental to the activities, and release from
responsibility and agree to indemnify and hold harmless MCM, its officers, independent contractors, and all employees
for any illness or injury occurred during voluntary participation in any activities, trips, or use of any recreational facilities
conducted by MCM.

Birthdays
Primary:
Your child’s birthday is an important time and a learning experience for everyone. We invite parents of primary
students to join us for circle time on this special day for approximately 20 minutes. For birthdays that fall on the
weekend or if you are unable to attend circle on the actual birthday, please contact your child’s teacher to
arrange a different time or day. Summer birthdays are usually celebrated in May and the child’s teacher will
announce specific dates for these celebrations.

For primary birthdays we will have an activity called “The Circle of the Sun”. We ask that parents bring in
photographs of your child - one for each year of his/her life. Please be ready to share interesting facts about your
child including where they were born, if a sibling arrived during that year, a special trip that was taken, or a
special event or accomplishment. For example: “When Sara was three we moved to Roseburg. When Sara was
four, her new baby sister arrived. Sara thought she was too small” et cetera. Please try to keep the information
brief for each year, one to three sentences each. The child will carry the globe around the sun as the year’s events
are conveyed for each year of his/her life.

Elementary:
Elementary classrooms typically do special activities for ages 9-12 which will be given in your classroom’s

individual Policies and Procedures paperwork. 5-8 year old students do the “Circle of the Sun” activity described
above and will require parents to help prepare photos and information.

Often children like to share food on their birthday. Please check with the child’s teacher before sending any food
items to share. Food containing nuts of any kind should be avoided. Please no gifts or goodie bags.

Difficulties and hurt feelings can occur when birthday invitations are passed out at school. Unless every child in the class
is being invited, please send birthday invitations personally and not through any school channels.

Field Trips

At Maple Corner Montessori, we believe some of the best learning happens beyond the classroom walls. Throughout the
year, we travel to destinations across Oregon that enrich our curriculum and bring learning to life through hands-on
experiences. Whether visiting museums, farms, forests, historical sites, or the coast, our field trips help students make
meaningful connections to the world around them.

These experiences are made possible through the support of our parent volunteers. When students demonstrate the
kindness, respect, and responsibility we expect, field trips are enjoyable for everyone involved. We are consistently
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complimented on the exceptional behavior of our students, and this is a source of great pride for our school community.

Field Trip Chaperoning Guidelines:
Although chaperones are helpful in transporting students to a field trip, it is also essential that they act as helpers in
maintaining safety and appropriate behavior.

The primary purpose of chaperones is to supervise a group of students. Chaperones are responsible for students and
expected to stay with their assigned group and monitor behavior for the entire trip from departure time until they return
to the school or another agreed upon location.

Here are a few other guidelines to keep in mind.

1.

2.

10.
11.
12.

13.

14.

The purpose of a chaperone is to keep order and see to the safety and conduct of students involved in a school
event.

For the protection of both the student and the chaperone, chaperones should not place themselves in situations
in which they are alone with a student.

Teachers should do all bathroom trips. If there is a situation in which this is not possible, the chaperone should
always bring more than one child at a time, check the restroom to make sure no one else is in there before the
children go in, and then remain outside the main restroom door and in a line of sight to another adult or teacher,
if possible until the children are done.

Chaperones should not allow students to go anywhere alone.

The basic rules are as follows: No running or physical play such as wrestling (hands to self), no climbing or
jumping off of things, no interrupting, no being loud or speaking while someone else is speaking or teaching the
group.

Different situations will sometimes require different rules or expectations. Please listen to the teachers as they
instruct the students and then reinforce whatever has been said. Make sure to remind children often and enforce
in a friendly but firm manner.

If a student is not following directions after reminders, please ask the teacher for assistance rather than ignoring
or allowing misbehavior. The teacher will often switch the child to her group at that point.

Chaperones may not post pictures of students other than their own on social media. Photos may be shared
directly with parents or with school staff. Some students have parents who do not want them on social media.
Chaperones may not bring siblings of participating students or other persons on a field trip unless they are a
member of the official class or group participating in the trip unless an exception is made.

Chaperones may not deviate from the established itinerary and assigned group.
In a personal vehicle, all state and federal car seat and seatbelt laws must be followed.

Chaperones will often have their own children in their group and must understand that the rules and
expectations apply to all the children equally and must be enforced for safety and consistency. If the parent is not
doing so the teacher may have to intervene. This can be awkward for both the parent and the teacher but is
necessary in this group setting.

To maintain their privacy, please do not speak about the children to other adults. Never say anything negative
about a child in front of them or other children.

Please do not assume that you no longer need to help because the teacher is present. Situations outside the
classroom or school require lower ratios of adults to children, which is why you are there. The teachers will need
your help for the duration of the field trip. Please jump in and assist or ask how you can help.

Field Trip Transportation:

For primary and kindergarten field trips, each parent is responsible for transporting their own child to and from the

event.
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Elementary and Middle School students may attend field trips during which they may receive transportation from a
parent volunteer. Students must have a signed permission form to attend field trips and ride with a parent volunteer.

As part of the field trip, volunteers may drive students to/from the school’s campus to the event but not to/from a
student’s home. All volunteers who drive elementary or middle school students for field trips will be required to have the
following items completed and in good standing (at MCM'’s expense):

- Background Check

- Motor Vehicle Record Check

- Have a copy of their current Driver’s License, vehicle registration, and proof of insurance on file with the school.

In addition, during field trips, each parent volunteer driver will be provided with the following

items:

e Teachers’ cell phone numbers
e Emergency contact information for each child in their car, containing parent contact information and
allergy/medical information

During field trips, parent volunteer drivers will ensure that each student is present in their car before driving to a new
location. Teachers will take roll of the entire class upon arrival, before departure, and upon arrival back at the school.

Visitors
All adult visitors to the school, including parents of enrolled students, must sign in at the front office unless at designated
pick-up and drop-off times.

Observation

Our doors are always open and we encourage you to visit the school. We encourage parents to observe a classroom at
least once a year. Formal observations do not begin until after the first six weeks of school and are not scheduled the
week before a major holiday. We will give you an observation guideline sheet upon checking in. This is for the safety of
our students and keeps the disruption of the work cycle to a minimum. All observers need to check in at the office before
proceeding to the classroom.

HEALTH AND SAFETY

Health Immunizations

Maple Corner Montessori is required to follow Oregon State Law regarding immunizations of all students. Immunizations
must be completed prior to attending any public or private school or preschool, OR you must fill out an exemption form.
In Oregon, a non-medical exemption is available. Please let us know if you have any questions about obtaining this
exemption. Health records/immunization copies must be on file with the school prior to attending class. These can be
uploaded to the Procare app which will be emailed to you with your registration packet or brought to the office.

llinesses and Emergencies
If an illness or emergency arises we will attempt to contact a responsible party. We will follow these procedures:

a. Your child will be taken to an area away from the other children.
b. A parent or responsible party will be contacted to pick up the child within 45 minutes.
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c. We require three telephone numbers to call in case your child gets sick or there is an emergency. Usually the

numbers are for their parents and a relative or a friend. Some parents have occupations where it is difficult to be

contacted and/or leave on short notice. If you have such a job, please provide the names of individuals who have the

flexibility to pick up your child.

d. If a serious illness or emergency occurs and we are unable to reach a responsible party, we will contact your
personal

physician, or if necessary, call an ambulance or other emergency service. It is absolutely imperative that you keep the
school up

to date on any changes in telephone numbers, emergency contacts, and other pertinent information.

If your child has any of the following indications, he/she is not healthy enough to attend

school.

e Fever over 100.4 — or has had one in the previous 24 hours

e Severe or persistent coughing

® Yellow or green nasal or eye discharge

e Upset stomach

e Vomiting or diarrhea

e Unidentified rash or yellow color to skin or eyes, or open sores or wounds
e Stiff neck and headache with one or more of the symptoms listed above
e Difficulty breathing or abnormal wheezing

e Complaints of severe pain

e Any known contagious malady such as pinworms, lice, pink eye et cetera

If your child has one or more of these symptoms, please keep him/her home. If a child exhibits any of these symptoms at
school, a parent will be notified to make arrangements to pick up the child from school. The child may return to school
after he/she is symptom free for a minimum of 24 hours or with written clearance form a licensed healthcare provider.
We are aware that this can be a real burden. However, keeping the child home when they are sick not only makes the
child more comfortable, but also prevents exposure to the rest of the students and staff.

Injuries and Accidents

Given the nature of children, accidents will happen. Hopefully, they will always be minor bumps and bruises. In the event
of an accidental injury that is minor we will inform the parent at pick up time. In the event of any injury that may need
evaluation by a physician or impact to a child’s head, the family of the child is immediately notified and arrangements are
made for the child to be taken from the school. In an extreme emergency, MCM will call 911. For all accidents of more
than a very minor nature, an injury report will be completed and signed by the attending staff member and the parent.
The report will be kept in the child’s file and parents will be given a copy.

Head Lice Policy
Head lice are a common and manageable issue in school communities. While they do not spread disease, they are
contagious and can cause discomfort.

Detection: If lice or nits are found at school, families will be notified and student will be sent home for treatment.
Treatment & Return: Students should begin treatment at home before returning to school. They may return the
next day.

o A staff member may check the student’s head, but students will not be excluded for remaining nits if there is no
sign of live lice and treatment has started.
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Families should continue checking and combing their child’s hair for 7-10 days after treatment.
A second treatment is often recommended 7—-10 days after the first, depending on the product
used.

e Communication: We will notify the classroom if a case is confirmed (student identity is kept
private).

Medication
Schools are required to follow stringent procedures concerning medications to be administered at school. They are as
follows:

1. All medication, prescription or over-the-counter, must be accompanied by a written release from the parent (form
available in the office), stating the times, dosages, and length of treatment. Any medication provided by parents
must be labeled with the child’s name.

2. Prescription medication must remain in the container bearing the original label that shows the name of
medication, date filled, physician’s name, child’s name, length of time to give the medication, and directions for
dosage.

3. All medications should be handed from a parent to the staff member and enclosed in an appropriate container.

4. Whenever possible, we prefer that the parent administer nebulizer treatments before school or make
arrangements to come to the school and administer the treatments.

5. Staff will document and inform parents daily of all medications administered to their child.

Naps

Full-time preschool children under the age of five are offered the opportunity to nap. All nap and rest periods are
provided in a quiet area. Children who are nappers rest on cots during naps, and must remain on the cot until they have
completed a nap or have rested quietly for twenty minutes. Children whose parents wish them to nap should bring a
blanket from home. A “comfort item” such as a stuffed animal is also permitted for nappers. These supplies are kept at
the facility and sent home every weekend for washing.

Emergency Preparedness Plan
Maple Corner Montessori has comprehensive plans in place to respond to emergencies including active threat, fire, and
natural disaster. Fire drills are conducted and recorded monthly. A drill for natural disasters and active threat are
conducted and recorded bi-monthly. These drills are facilitated by the MCM staff under the guidance of the Oregon
Department of Early Learning.

In the event of an actual emergency, an all school email and a Class Dojo from each class will be sent to each parent, as
well as an emergency Text Message to all parent phone numbers on file in Procare. It is imperative that parents provide
current and actively used emails and phone numbers as well as sign up for Dojo and Dojo notifications. If the students
need to be evacuated from the school, children will be walked to the end of the technical building to the north of our
building.

Inclement Weather Policy

In case of inclement weather or a natural disaster, Maple Corner Montessori will follow the same closure or delay plan as
Roseburg Public schools. Radio stations, televisions and the Roseburg Public Schools Website are sources of information
about school delays or closures. There will be no made up days for classes due to inclement weather or natural disasters.

CPR Training
All staff members of Maple Corner Montessori have received training and certification in pediatric cardiopulmonary
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resuscitation (CPR) and First Aid.

No Smoking and No Alcohol Policy
Smoking, vaping and the use of alcohol is strictly prohibited at all times in the classrooms, on the campus/parking lot,
and on field trips (local or long distance) of Maple Corner Montessori.

Reporting of Child Abuse or Neglect

State law requires that any staff member who has reasonable cause to know or suspect that a child has been subjected
to abuse or neglect, or who has observed a child being subjected to circumstances or conditions which could reasonably
result in abuse or neglect, shall immediately report to the Department of Human Services, or the local law enforcement
agency.

GENERAL ADMINISTRATION

Admission

Maple Corner Montessori accepts children ages 3 years through Grade 8. We admit students of any race, color, national
or ethnic origin, or religion to all rights, privileges, programs, and activities generally made available to all students at the
school. We do not discriminate on the basis of race, color, national or ethnic origin, or religion in administration of our
educational policies, admission policies, and other school administered programs.

Tuition

Tuition is based on the entire academic year. A financial agreement must be signed before your child is enrolled,
accompanied by the non-refundable annual registration fee of $200.00. Parents have the option of a 10 month payment
plan or to pay tuition in full. Maple Corner uses Procare software for all billing and invoicing. If you are new to the school,
you will be sent an email to join Procare at the time of registration. All payments are due on the first of the month. A fee
of $25.00 will be assessed on all returned checks or tuition not paid by the 10th of the month. Withdrawals must be in
writing and require a 30-day notice with one month of tuition forfeited. There are no refunds for days missed either for
absences, trips or withdrawal from the program. If school is required to close due to inclement weather no make-up days
will be provided. There are no refunds for inclement weather days.

We are pleased to offer the convenience of direct withdrawal (ACH) through the Procare software. If you choose not to
do ACH you can pay by credit or debit card with a 3% added fee or send in a check. We require that anyone who does not
sign up for ACH provide us with credit or debit card information which will be charged if tuition is more than 10 days late,
along with a 3% fee and a 25.00 late fee. For more information on payments, please see below in the section titled
“Tuition/Materials Fee”.

Student accounts 30 days past due may result in the child being withdrawn from the school.

Admissions Process

Upon receipt of application, birth certificate, non-refundable application fee, and previous school records, parents will be
contacted to schedule an interview as space allows. The decision to accept the child for a particular program is made
after interviews are conducted. Upon acceptance, an acceptance letter and financial agreement will be provided. This
agreement is to be returned with the non-refundable registration fee of $100.00. Prior to attending, a registration packet
will be provided. This includes enrollment forms, annual calendar, emergency contact information, health requirements,
and other information.
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Student Information
Each student will need to have completed student information by the first day of school. This includes:

Application

Signed Financial Agreement and Enrollment Contract

Emergency Form

Copy of Immunizations with all shots being current or appropriate waivers
Copy of the Child’s Birth Certificate

Re-Enrollment Procedures

Re-enrollment takes place in February. Students already enrolled in the program are given the opportunity to re-enroll
before new students are admitted. Open applications are accepted after re-enrollment is made available to currently
enrolled families.

Termination of Contract
We are committed to providing every opportunity for children to feel comfortable and make a positive adjustment to the
classroom environment. However, there are times and circumstances when a child may be asked to leave. These
situations may include:

e A child is not making the adjustment to the classroom environment.

e I|tis determined that the needs of the child or the parent would be better served in another

environment.

e A child is not making appropriate academic progress.

e A child or parent’s behavior is inappropriate.
MCM reserves the right to terminate any student’s enrollment at any time for any reason, not prohibited by law, if in
MCM'’s sole judgment the student is not meeting the programs goals or standards or if we do not have adequate
expertise or resources for the child’s educational, medical, or other needs (subject to applicable regulatory
requirements). MCM further reserves the right to decline enrollment/services to parents or guardians who, in MCM’s sole
judgment, are uncooperative, abusive to school staff, or, in MCM'’s opinion, will not be satisfied with MCM’ best efforts.

Withdrawal from School

If your family plans to leave Maple Corner during the school year, please provide the required written notice 30 days in
advance to the office. One month of tuition forfeited. Beyond the logistical details, we encourage families to allow time
for classmates and teachers to say goodbye whenever possible. Our classrooms become close communities, and a
thoughtful farewell helps provide closure for both the departing child and their classmates. It honors the relationships
that have been built and helps children understand and process the transition in a healthy way.

Special Needs

Teachers are constantly alert to special needs that a student may have. It is important for parents to be aware that MCM
is not a special needs school, and we do not have the resources to adequately service some special needs. If students
appear to need possible intervention or additional help outside the range of a normal classroom environment in order to
be successful over the long term, either academically or socially, the teacher will hold a conference with the parents to
help determine the best course of action. In some cases withdrawal from the school may be necessary.
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BEHAVIOR PLAN

Primary:

We strive for a calm and nurturing environment. Classroom rules center on respect for others and our school
environment. Grace and courtesy are part of our curriculum. If a child has inappropriate or disruptive behavior the
teacher will redirect the child to a different activity. Usually this is all that is needed. If the behavior continues, the
teacher will talk to the child involved, and discuss and model the appropriate behavior. If the problem persists, the
teacher isolates the child for a brief period of time away from the group and speaks quietly to the child. There is no
special place for this in the room. Any chair, mat, or floor space serves the purpose.

Behavior considered unacceptable includes but is not limited to: overly aggressive reactions or behavior such as hitting
another child, fighting, biting, hitting a staff member, throwing rocks/pencils/materials, verbally abusing others,
swearing, hiding or running from a staff member, stealing or defacing property, and speaking about inappropriate or lewd
subjects or soliciting inappropriate acts (i.e. sexual discussions, kissing, etc). In such cases, the behavior is recorded, and
the parents are contacted to schedule a conference with their child’s teacher to discuss ways to correct the behavior. If a
primary child is displaying behaviors that could cause immediate danger to themselves or others, staff members may use
physical restraint that is: limited to holding a child as gently as possible to accomplish restraint; limited to the minimum
amount of time necessary to control the situation; and developmentally appropriate. Any such incident will be reported
to CCLD, assessed, and documented in the child’s file.

If the unacceptable continues, parents are asked to explore, with the assistance of the teacher, the reason for the child’s
inability to function within the school or on the playground. A decision is reached on how to handle any further
disturbance or harmful activity. In some cases, it will be suggested that the parents seek professional guidance, and the
child may be required to shorten his/her day. The child will be withdrawn from the school if the behavior continues.

Maple Corner Montessori reserves the right to require withdrawal of any child if the teachers and Director determine the
Maple Corner Montessori environment is not a good placement or does not meet the needs of a particular child. Maple
Corner Montessori also reserves the right to require withdrawal in situations involving repeated violations of school
rules. Withdrawal is at the school’s sole discretion and may be immediate.

Elementary and Middle School:

The Montessori environment is successful only when there is an atmosphere of respect for the materials, for the teacher,
and for one another. Students are actively taught acceptable behavior daily. Community class meetings regularly explore
the standards required and the children are encouraged to give input and brainstorm solutions to problems which are
resulting in a less than safe and satisfying learning environment. Students who are disruptive or disrespectful are
counseled on ways to improve the behavior and clear expectations are shared and discussed. Students are included in
finding ways to improve the problem and agreements are made. Usually this is all that is needed.

If the problem persists the parents are brought in to help find ways for the student to be successful in following school
policies of respect. Unacceptable behavior which persists will result in the parent being called and, if solutions are not
found, the child may be withdrawn from the school.

Ground Rules
Respect for people and property is of utmost importance in a Montessori classroom. We expect a child to be courteous
and respectful to both classmates and adults. Lessons in grace and courtesy are a part of our program.



20

1. We are kind and gentle to one another.

Everyone has a right to privacy and concentration. We do not disturb children who are trying to concentrate on
their work.

3. We respect the personal belongings of others.

4. Everyone has the right to feel safe and secure. We do not express anger or upset feelings in a way that insults or
threatens someone else.

5. Everyone has the right to be physically safe. We follow all policies and procedures so that this is accomplished.
6. We do not do anything that hurts or endangers anyone.

6. We do not allow fighting, pushing, tripping or use of any other aggressive behavior.

7. The playground equipment must be used as intended. We follow playground policies to ensure safety and
comfort for all.

8. We do not play scary or chasing games with others when asked not to.

9. We keep sand in the sandbox.

10. We do not throw sand.

11. We do not tackle one another, roughhouse, or play carelessly. We never touch other students without
permission. 13. We do not encourage romantic relations between students and do not allow hand holding,
kissing or other romantic displays of affection of any kind.

12. We keep sticks and stones on the ground and never throw them.

13. We do not leave campus without an adult, and never leave our teacher’s supervision without
permission.

14. We only use the bathroom one at a time.

15. We do not share inappropriate, suggestive or vulgar language of any kind

These ground rules apply even if the child is being supervised for brief periods of time by their parents, such as at
drop-off or pick-up times. Parents are expected to enforce these ground rules carefully and conscientiously whenever on
campus or at a school sponsored event or field trip. These ground rules are actively taught, promoted, and enforced in a
positive way. Although learning and growth is expected, we try to hold ourselves to these high standards.

Action Plan for Behaviors and Misconduct
*The following chart is a general guideline. MCM may skip or alter the steps on a case by case basis and reserves the
right to withdraw any student at any time for any reason at our sole discretion.

Behavior Low Severity Severe Persistent
Toilet Regular reminders, child Sticker chart Withdrawal, could be
Accidents will change considered for
(Preschool clothes, parents will be readmission
Only) notified
Inappropriate Teacher conferences with Teacher call/email Parent conference with
Language student home and/or administration and
parent/teacher behavior plan and/or
conference withdrawal
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Minor Fighting Teacher conferences with Parent/teacher Parent conference with
student and conference administration and
sends written warning home behavior plan and/or
withdrawal
Behavior Low Severity Severe Persistent
Disrespectful to Teacher conferences with Parent/teacher Parent conference with
Adults/Peers student; written warning conference administration and
sent home behavior plan and/or
and apology written to the withdrawal
other individual
Inappropriate Call home requesting Parent/teacher Parent conference with
Clothing change of clothes conference administration and
and/or provided a behavior plan and/or
change of clothing on withdrawal
campus
Initiating or Verbal warning Parent/teacher Parent conference with
Spreading conference administration and/or
Rumors withdrawal
Taking Others’ Teacher conferences with Parent/teacher Parent conference with
Belongings student and conference administration and
notifies parent behavior plan and/or
withdrawal
Cheating or Teacher conferences with Parent/teacher Parent conference with
Plagiarizing student and conference administration and
notifies parent academic probation
and/or withdrawal
Not Following Teacher conferences with Parent/teacher Parent conference with
Directions of student conference administration and
Staff; Defiance behavior plan and/or
withdrawal
Classroom Teacher conferences with Parent/teacher Parent conference with
Disruption student conference administration and
behavior plan and/or
withdrawal
Incomplete Loss of privileges; Parent/teacher Parent conference with
Assigned teacher conferences with conference administration and
Tasks student academic probation

and/or withdrawal
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Inappropriate Use
of
Technology

Teacher conferences with
student; verbal warning

Parent/teacher
conference; loss of
computer
privileges in the
classroom

Parent conference with
administration and
complete loss of
computer privileges for
the academic year
and/or withdrawal

Major Fighting Parent conference Withdrawal
with administration
and behavior
probation; possible
suspension
Harassment, Parent conference Withdrawal
Bullying, and with administration
Intimidation and behavior
probation; possible
suspension
Sexual Withdrawal
Misconduct
Weapons on Withdrawal
Campus
Threats of Parent conference Withdrawal
Bodily Harm with administration
and behavior
probation; possible
suspension
Defacing Parent conference Withdrawal
School with administration
Property and behavior
probation; possible
suspension
Drugs and Parent conference Withdrawal
Alcohol on with administration
Campus and behavior

probation; possible
suspension
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Thank you for carefully reading this handbook. Following these guidelines and understanding school policies
ensures a smooth year for all of us, and a pleasant and safe environment for your child.

Maple Corner Montessori feels privileged to be able to share in the growth of each and every child. We strive
to be the best school imaginable in every way. We thank you for joining our school family!

*All policies and procedures may be subject to change at the sole discretion of the Administration of MCM without
written or advance notice. This flexibility is necessary to respond to the needs of our students and staff and serve their
best interests while preserving the integrity of our program.
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