	At Della Casa Montessori, our purpose is to provide children with an exceptional       Montessori education,                to inspire mindful parenting, and to instill a sense of local and global community belonging.
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Policies and Procedures
1. Admission and enrollment				Student Name:   ___________________________________

Thank you for your interest in Della Casa Montessori preschool. To ensure our program is the best fit for your child and your family, we will begin the enrollment process with an initial interview and a tour of the classroom. If we are in agreement that Della Casa Montessori is the best educational environment for your child, you will be asked to provide the following enrollment documents in accordance with the Colorado Department of Early Childhood:
· General admission form
· Signed contract acknowledging the Policies and Procedures (must be updated annually or when revised)
· Child information form
· Acknowledgement of risk form
· Emergency medical authorization
· Emergency contact information
· Current immunization records (must be updated annually or when revised)
· Health care information form (must be updated annually or when revised)
· Sunscreen application release
· Photo/video/social media release

2. Tuition agreement

Della Casa Montessori is a private, part-time early childhood education program for children ages 2.5 to 6 years of age licensed by the State of Colorado Department of Early Childhood. Full day care is not provided. Enrolment is for four half days from September through May. Operating hours are Monday, Tuesday, Thursday, and Friday from 8:45am to 12:45pm. Summer schedules and tuition vary. Wednesdays are designated for staff and program development.  
On time tuition payments secure your child’s enrollment in the school. 
You will receive a school calendar at the beginning of each school year OR if schedule changes are made. All dates/times are subject to change; notice of any changes will be promptly given.
Tuition is NOT prorated for absences to include vacations, illness, or snow days (in accordance with Widefield School District 3). School may be closed to allow for parent conferences, teacher workdays, and professional development. These closures, though infrequent, are critical to maintaining the excellence of the school; therefore, they are NOT prorated. Make up days may be offered. 
If you withdraw your child from Della Casa Montessori at anytime during the school year, 30 days notice must be given in writing. You are required to pay the full month’s tuition. Tuition will not be prorated, nor will tuition be refunded.  
      Fee Schedule                         			
	Application fee
	$150
	4 Half days per week

	Typical Rate 
	$725
	Total tuition/34 wks


Full tuition payments are due the 1st of each month. A tuition payment made after the 5th of the month will incur a $25 fee. The preferred method of payment is online at Brightwheel.com. Payments may also be made in cash or by check (made out to Della Casa Montessori). Repeated failure to make tuition payments on time will result in termination of the contract, and your child will be withdrawn from the school. Legal action may be taken. Please make all payments on time to avoid a potentially uncomfortable situation for all parties involved.
      Daily Schedule
                         			
	8:45am – 9:00am
	Drop-off to playground

	9:15am 
	Line up to go inside

	9:15am – 9:30am
	Transition to classroom

	9:30am – 11:30am
	Work cycle

	10:00am – 11:15am
	Snack available

	11:30am – 11:45am
	Transition to playground

	11:45am – 12:30pm
	Recess

	12:30pm – 12:45pm
	Pick-up from playground


Transition days/conferences
Starting school is an important transition for families with young children. It is imperative that everyone involved feels safe and supported during this time. Each family is different and every child is unique when it comes to entering a new environment for the first time. At Della Casa Montessori, we work closely with parents and children to make the adjustment as easy and positive as possible. 
Families are encouraged to visit the classroom at a time when school is not in session so that they can familiarize themselves with the environment. On the first day of school, parents are welcome to linger on the playground as seemingly appropriate. The school is committed to “following the lead of the child” (Dr. Maria Montessori). We will make adjustments to ensure the transition is nurturing and is best suited to the needs of the child and classroom community. Parent/teacher conferences will be held twice per year. Additional conferences will be scheduled when necessary or upon request. 
3. Drop-off/pick-up
    A car line will be used for dropping off and picking up your child at the playground. A teacher will accompany your child to and from your vehicle. The parking lot is able to accommodate four (4) parked vehicles. Please pull into the parking lot slowly, carefully, and completely, as children may be present. You may find yourself waiting behind another vehicle or you may find another vehicle waiting behind you. Please be courteous, patient, and keep safety as your top priority. 
Drop-off begins at 8:45am and ends at 9:00am. We do not offer early drop off. The drop-off window provides flexibility and reduces parking complications. We recognize that getting young children to school on time can be challenging. Please be mindful and make ease, patience, and safety your top priority at drop-off. Your child being “on time” is NOT our priority- safety is. Please be courteous to other parents and our neighbors during drop-off and pick-up. Please abide by traffic laws. Do not turn around in the road or in a neighboring driveway. Do not block the driveway entrance. Street parking is available. * If you arrive after we have gone inside, you will need to park and enter with your child through the front door. 
Your child’s safety is always our top priority during drop-off and pick-up. If you choose not to use the car line, please walk your child to the playground gate and keep greetings to a minimum.  Please be mindful that this is not the time to ask questions or to engage in a lengthy conversation about your child. A conference can be scheduled at any time to address your questions or concerns. Please know that our friendly, yet brief exchange is intended to keep your child safe and to maintain the flow of traffic. This is not an indication of our personal relationship with you or your child. 
You are required to sign your child in and out every day. Brightwheel will be used for all attendance record keeping. The teacher will provide you with the sign-in/out record.
A teacher will escort your child from the playground to the classroom. Please remind your child they are not permitted to open gates or door. Only adults may open gates and doors. Your child will start school on the playground, unless otherwise directed. Extreme weather conditions may warrant an alternative drop-off procedure. Please make sure your child is wearing appropriate outerwear AND sunscreen at drop-off. 
Occasionally young children cry when they separate from a parent or caregiver. The feelings of both the parent and child are well understood by our staff. Please be assured this behavior is normal and often unpredictable. Let your child know when you will return and consider that lingering often makes it more difficult for you, your child, and the teachers. Most children regain their normal demeanor within a few minutes of separating from their parent or caregiver. If this is not the case, we will contact you. Otherwise, please trust that we are doing what is best for your child and that your child is adjusting to the classroom without further distress.  
Pick-up begins at 12:30pm and ends at 12:45pm. Please refer to the drop-off procedure to ensure safety. Your child will be dismissed from the playground, unless extreme weather conditions warrant an alternative dismissal procedure.                                                                   
If you arrive after 12:45pm, a late fee of $5/minute will be applied on your monthly tuition statement.                                                                           Please respect that teachers have time sensitive obligations at the end of the school day.
If you have an emergency or know you will be late, you must contact Della Casa Montessori promptly by text or by phone. Children will be properly cared for if they remain at school after hours. The school is not licensed for overnight care. Emergency contacts will be notified if you do not pick up your child; this could include law enforcement. The preferred method of communication is by text message or by phone. Email is not preferred during the school day, as teachers will not be accessing email while working with children. 
Pick-up authorization

Children will be released ONLY to adults authorized to pick up the child. These adults must be listed on the enrollment form. Identification is required at pick-up. If you have an emergency and are unable to pick up your child, verbal authorization must be given over the phone for someone not listed on the enrollment form to pick up your child. If an unauthorized person attempts to pick up a child, 911 will be called. * A parent has the right to pick up their child whether they are listed on the enrollment form or not- UNLESS court orders do not allow this. Court orders must be provided. 
If you (or any other person) arrive to pick up a child and appear to be under the influence of drugs or alcohol, someone else must come to pick you up. If you leave with your child, 911 will be called.  
4. Snack
Della Casa Montessori adheres to guidelines outlined by the USDA Child and Adult Food Program (CACFP). We have voluntarily committed to meet the high standards set by the USDA and the State of Colorado to provide children with healthy foods. Offerings include a variety of fruits, vegetables, lean proteins, and whole grains. Organic options will be provided whenever possible, to include organic produce from our school garden. Processed foods and sugars will be restricted. At no time will a teacher use food as an incentive, reward, or punishment. Water is available to your child at all times. 
Your child will be offered a nutritious snack during the morning work cycle between 10:00 am and 11:15 am. Consistent with the Montessori method, snack is self-serve and your child will be free to decide when they are hungry. The quantity of the food item available to your child will be posted. For example, if strawberries and cheese sticks are being served, a sign will indicate that each child may have 3 strawberries and 1 cheese stick. This provides some limits, but ultimately allows children to become increasingly independent, make choices, determine when and how hungry they are, and practice counting and reading skills. Water is offered at snack time and is always readily available. If your child’s diet is restricted, accommodations may be made with careful consideration. Lunch will not be served. You may find it helpful to bring lunch or a snack to offer your child upon pick up, as they are likely to be hungry and tired. 
5. Outdoor classroom/recess
Della Casa Montessori is committed to providing children with ample opportunities to connect with nature and move their bodies. Your child will have at least 45 minutes outdoors every day. Only extreme weather conditions (temperatures and precipitation) may dictate our outdoor playtime. As a general guideline, children will not play outside when the temperature falls bellow 20 degrees Fahrenheit or climbs above 95 degrees Fahrenheit. In the event we do not go outside for recess, an indoor recess will be taken. This will include music and movement, games, and free play time. We embrace opportunities for your child to experience the elements. Please ALWAYS send your child to school with appropriate outerwear. A sunscreen application release must be completed.
Our school offers an outdoor classroom. This unique arrangement allows for more gross motor movement, exposure to different materials, and a chance to get some fresh air. Della Casa Montessori believes in regular planned and unplanned environmental education opportunities. Again, please be sure to send your child to school with appropriate outwear so that he/she may participate. Teachers will be equipped to handle an accident or emergency outside the classroom.
6. Clothing/Outerwear/Shoes
Your child must have at least one change of clothes kept at school at all times labeled in a Ziplock back, to be stored in the bathroom. Accidents happen unexpectedly and being prepared with a change of clothes can make the situation less upsetting for your child. Remember, children grow quickly and seasons change, so it may be necessary to replace the clothes you initially brought to school. No child will be left in wet or soiled clothing, unless they get wet at recess and are being picked up directly from the playground.
Della Casa Montessori encourages ample time spent outdoors. Please be sure your child is well prepared for any type of weather, as Colorado weather changes quickly. Please LABEL all of your child’s outerwear. This will alleviate frustration over missing mittens! If your child is unprepared for inclement weather, accommodations will be made. However, if this reoccurs, you will be asked to review our school policies. Your child’s welfare is our top priority. Appropriate outerwear is required every day. We will play outside when it snows. Your child must have snow pants and snow boots. 
Your child must wear closed toe shoes to school. Our playground is not manicured. We have woodchips, sand, mud, rocks, logs, and insects in our natural playscape. Your child’s feet must be protected. No sandals, crocs, jelly shoes, or flip-flops, etc. are permitted on the playground. Your child will change into indoor shoes (Crocs are preferred) prior to entering the classroom. They will change back into their closed toe shoes for recess. If your child cannot tie their own shoes, we recommend shoes that they can put on by themselves without the help of a teacher. 
If there is snow on the ground, your child must come to school in waterproof boots. If you are unsure about what your child should wear to school, please call or text us for the conditions in our neighborhood before you leave for school. 
7. Special activities/visitors
Della Casa Montessori believes experiential education is an integral component of early childhood development. Opportunities to meet up offsite outside of school hours may be organized by the school or by families. You will be notified if an activity will require an additional fee. At this time, Della Casa Montessori is not equipped to transport students. At least one adult will be asked to attend meet ups and special activities with your child. Seasonal gatherings and celebrations may be hosted and may include family members. 
We request that visitors to our program schedule visits ahead of time. All visitors must sign in and out with the office. Visitors unknown to the director must present a valid government issued ID. All visitors are asked to be mindful of the Montessori environment and avoid disrupting the work cycle. Visitors unfamiliar with the Montessori method should refer questions to the director outside of the classroom to avoid disrupting the children.
8. Personal items
Please do not allow your child to bring personal items from home. Children love to show their toys to their friends and teachers. However, they can be easily lost or accidentally taken. If your child has a security item (blanket, stuffy, etc.), we ask that you leave it at home or in the car. Again, something so important to your child could be lost, damaged, or temporarily misplaced. The school cannot be responsible for such a loss. In the event that your child is clinging to their beloved, we can make special arrangements for the child to put the item in a designated classroom cubby out of reach for safekeeping.
Please do not send your child to school with a backpack or water bottle. Our space is limited, and it is unnecessary for your child to have a backpack at school. We will provide small tote bags for them to relay their work, soiled clothes, and other items to and from home. It is in your best interest to label everything! It is difficult for the school to ensure your items are returned to you if they are not labeled. The school is not responsible for missing items; however, we will do our best to return labeled items to you promptly. 
9. School property/classroom items
Della Casa Montessori is a special place for children and families. If your child deliberately or unintentionally damages the property, you may be held financially responsible. Please remind your child to treat their classroom, classmates, and teachers with love and respect. 
Our Montessori classroom is full of intriguing items: tiny cubes and cylinders, small figurines, puzzle pieces, beads, etc. It is not unusual for children to want to take small items from the classroom home with them. If you find something you don’t recognize in your child’s pocket or at home, please check with us before throwing it out or giving it away. Something that is seemingly insignificant can be an important piece of a Montessori material. It is expensive to replace the materials in our classroom, so please help us keep track of even our smallest items! In the unfortunate event that your child deliberately damages a classroom material, you may be held financially responsible. 
Della Casa Montessori complies with safety recalls in regard to materials in the classroom and onsite. Safety recall information is obtained from cpsc.gov.
10. Behavior 
Della Casa Montessori is founded upon Montessori philosophy. It is well understood that at this age children are exercising their will, experimenting with newfound independence, and exploring the boundaries imposed by their environment. Our purpose is not to reprimand the child, but to help the child learn to self-regulate and engage in socially acceptable behaviors that promote the success of the entire classroom community. Redirection, thoughtful problem solving, reaffirming boundaries, and a reiteration of grace and courtesy will be used in the event that your child is engaging in undesirable behaviors. Treating each child with compassion, love, and respect, particularly as they are exercising their developing will, is paramount to our program. It is our intent to cultivate grace and courtesy in our Montessori environment by teaching impulse control and self-regulation in each child. 
However, you may be contacted if a child’s behavior is consistently disruptive, destructive, or aggressive.  An incident report may be required if your child is hurt or inflicts injury on another child. Behaviors that cannot be positively redirected may require proactive interventions, to include a Positive Behavior Support Plan and/or the engagement of an early childhood mental health consultant. Please refer to the Acknowledgement of Risk Form.
Observations, recording keeping, and documentation are done routinely and are an integral part of maintaining the Montessori environment. If there are concerns regarding your child’s behavior or development, the director may suggest a formal, professional observation of your child in the classroom. The director will provide contact information for community resources if necessary. 
11. Media
Our classroom is a Montessori environment. Your child will not have access to media or screens. In alignment with our philosophy, we ask that you limit screen time at home. We endorse present, mindful parenting. Please take this into consideration when you enroll in our program. We suggest all parents consult research published by the American Academy of Pediatrics for guidelines and consequences of early media exposure on the development of the young brain. 
12. Naps: At this time, our program does not include a nap period because it is a half-day program. 


13. Toilet training
Della Casa Montessori accepts children who are currently toilet training and are comfortable in Pull-ups or other absorbent training pants. If your child is potty training, she/he must come to school in Pull-ups or other absorbent training pants. Please provide additional Pull-ups/other, clothing, and wipes. We will assist your child in the restroom until they are able to use the toilet independently. Toilet training is a very sensitive developmental milestone. We will do our best to mirror the potty training method you are using at home. You may be asked to schedule a meeting specific to your child’s potty training. 
14. Provider illness/Emergency/School closure
In the event that Della Casa Montessori cannot operate the school for any reason, you will be notified immediately. In the event the director and/or teacher is unable to report for duty, a licensed permanent substitute may be asked to fill in temporarily. You will be contacted immediately if the school must be closed unexpectedly during operating hours. In the event of an emergency, you may be asked to pick up your child immediately or before the end of the school day. If the school is closed for a prolonged period of time, tuition will be prorated. 
Della Casa Montessori will close in accordance with weather related closures announced by Widefield School District 3. In the event of a 2 hour delay, Della Casa Montessori will typically be closed for the day. Check the district website, the local news, or social media sources for closures. Any closure announcement will be confirmed via text message the morning of a school closure. Tuition will not be prorated for weather related closures. 
15. Student illness
Out of respect for your child, other families, and our teachers, please keep your child at home if she/he is sick. We are diligent about keeping our classroom clean and free of germs, but germs are easily spread among children. Do not bring your child if they have had diarrhea or vomiting the past 24 hours. They may not return to school for 24 hours following a bout of diarrhea or vomiting. If your child has been put on antibiotics, they must wait 24 hours after the first dose before returning to school. A child with a fever over 100 degrees F may not return to school for 24 hours after the fever has resolved without the use of fever reducing medications. Please refer to the state public health website for guidelines. 
If your child becomes sick while at school, you will be contacted. You may be asked to pick your child up immediately (within 30 minutes) if she/he is vomiting, has diarrhea, has a fever, or is unusually fatigued or lethargic. Keep in mind before you come to school that a fever is NOT the only indication that your child should not go to school.
Hand washing is important to health and hygiene. Children will be required to wash their hands before they enter the classroom, before eating, after using the bathroom, after blowing, wiping or picking their nose, when their hands are visibly dirty, and after being outside. Frequent washing can dry and chap skin, so please be attentive to your child’s skin, particularly during the winter. Staff is unable to apply moisturizing lotion without a doctor’s note.  
16. Medication administration
If your child requires medication while at school, you and your child’s medical provider must complete the required authorization forms. The medication must be in its original packaging. It must be given directly to the director. It will be stored in an appropriate location that is inaccessible to children. 
17. Immunizations
Della Casa Montessori accepts children who are fully immunized in accordance with the State of Colorado and the American Academy of Pediatrics. Up-to-date immunization records must be presented upon enrollment. A meeting may be scheduled to discus the mandated procedure for enrolling children who are not immunized or who are under-immunized. 
18. Student accident/Emergency
You will be contacted immediately if your child is injured and requires medical attention. 911 will be called first when warranted. An injury sustained at school that requires medical treatment will be reported to the State of Colorado Department of Early Childhood. You must complete an emergency information form and a signed authorization for medical treatment at the time of enrollment. 
Minor accidents, incidents, and small bumps and bruises are not unusual at this age. However, the nearest teacher will always attend to a crying child immediately. An accident report may be completed depending upon the severity of the injury, which will be sent home at the end of the day. You will be notified immediately if your child is seriously injured. Please let the school know if your child has sustained an injury at home that may limit his/her ability to function normally in the classroom, may alarm a teacher, or may demand attention while your child is at school. Please review the Acknowledgement of Risk Form.
19. Child Abuse
Suspected child abuse must be reported to authorities immediately. All staff members are recognized mandatory reporters and are required to receive annual training to identify and report abuse and neglect. Your child’s safety is our priority at all times. Suspected child abuse will be reported to the El Paso County Department of Human Services. 
Website:    dhs.elpasoco.com                                                                                                                                                       Phone:       719-444-5700/844-CO4KIDS                                                                                                                              Email:        childabusereport@elpasoco.com 
20. Onsite Emergency Procedures
Della Casa Montessori has developed emergency response procedures to ensure the safety of your child in the event of an emergency. Our procedures are specific to our facility and location. A prepared emergency kit is accessible at all times and includes emergency contact information, food, water, a first aid kit, blankets, and flashlights. A landline is available in the classroom. All doors are locked to restrict access from the outside during school hours to ensure safety and security. There are two (2) means of egress from the classroom. Emergency exit routes are posted in the classroom and hallway. Students will practice emergency drills monthly. It may be helpful to discuss fire drills and evacuation procedures with your child so they know what to expect.
Evacuation: An emergency may require us to evacuate the facility. If we are forced to evacuate on foot, we will go to the Widefield School District 3 Administration Building at 1820 Main St., Colorado Springs, CO 80911. If there is no alternative, children may be evacuated by vehicle. You will be notified as soon as it is safe and feasible.
Active Shooter: In the event there is an active shooter, we will follow guidance from local law enforcement. We will lock doors, turn out lights, hide, and lockdown until we are instructed otherwise. All attempts will be made to secure the premises and keep children safe. If we must evacuate the build, our reunification location is the Widefield School District 3 Administration Building.  
Reverse Evacuation: In the event we must get children off the playground and indoors immediately (dangerous animal, lightning, high winds, etc.), we will return to the classroom immediately. The school will remain on lockdown until the end of the school day. This means the children will remain inside and all doors will remain locked. If all children are safe and no further threats are identified, parents will not be notified of the lockdown until the end of the day. If safety remains a concern during pick-up, an alternative pick-up protocol will be implemented and you will be notified.  
Severe Weather: Children will be kept inside if weather conditions are extreme or unsafe. Should weather conditions deteriorate during school hours, parents may be contacted to pick up their child early. We recognize travel conditions may make on-time pick up difficult. If you are late picking up your child due to poor road conditions, you will not be charged a late fee. 
Shelter-in-Place: It is unlikely we will encounter an active shooter or other violent threat at Della Casa Montessori. Nevertheless, we are prepared to protect your child. Children will be taken to the bathroom at the back of the classroom. The door will be locked and barricaded. 911 will be called immediately. An emergency kit will be accessible. If it is deemed safe, children may be evacuated. Parents will be notified as soon as the situation is contained. 
Lost Child: A lost child will be searched for immediately, including the last place the child was seen, the immediate premises, and the surrounding area. Authorities (911) will be contacted right away if the child is not found. Parents and/or emergency contacts will be notified as soon as the authorities have been alerted. The Colorado Department of Early childhood will be informed within 24 hours and the event will be documented. 
21. Americans with Disabilities Act
Della Casa Montessori is in compliance with the Americans with Disabilities Act. Della Casa Montessori does not discriminate with regard to sex, gender, marital status, disability, religion, race, ethnicity or national origin in the administration of its education, admissions, and personal policies. Della Casa Montessori is wheelchair accessible. 
22. Secondhand smoke
Your child will never be exposed to secondhand smoke/vaping while attending Della Casa Montessori.       Smoking/vaping is not permitted anywhere on the premises at any time for any reason. 
23. Chemicals
Della Casa Montessori is committed to the health and wellbeing of our children and our planet. We do not use harsh chemical cleaners in the classroom. All cleaning products, including hand soaps, are labeled naturally derived and eco friendly. We do not use herbicides, pesticides, or chemical fertilizers on our playground. Your child is a steward of the environment and will be included in our best practices for environmental sustainability. Carbon monoxide and smoke detectors are installed and are in working condition. In addition, the classroom is well ventilated and the property has been tested for radon. 
24. Concerns/Complaints
Child safety is our number one priority. Concerns or complaints should be addressed in a timely fashion. A conference can be scheduled at any time to address any concerns. Conversations will remain confidential and will be documented to ensure all parties are protected. Please note that information that concerns another child must be kept private, and you may be asked to trust that situations involving other children are being handled appropriately and professionally.
Most issues can be easily resolved with open, mindful communication. However, if your concerns must be elevated beyond the director or owner, you may contact the Colorado Department of Early Childhood.
Complaints against a child care facility can be made to the Colorado Department of Early Childhood:                               1-800-799-5876                                                                                                                                                                      701 Ash St., Denver, CO  80246          
Rules Regulating Child Care can be obtained from Della Casa Montessori or the Colorado Department of Early Childhood	www.cdec.colorado.gov     or       1-800-799-5876 
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