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Mission Statement
To provide the foundation for stepping stones of success in the areas of academics, 
social, emotional, and physical in an atmosphere that is safe, stimulating, and fun.

Purpose and Philosophy
SSAFC believes that children can reach their potential if given the right environment 
and education. We believe that the right environment is one that is safe, fun, 
stimulating, and changes with the needs of the children. Experiences that are fostered 
with a hands-on approach of experimenting and allowing the children the freedom to 
explore will benefit the child greatly.

Discrimination Policy
Stepping Stones Academy and Family Center does not discriminate against and admits
students of any race, color, national or ethnic origin. SSA will make every attempt to 
fully meet the needs of children with special needs or learning disabilities. SSA will act 
in compliance with the American Disabilities Act.

Administration
Kaela Chaffin, Owner and Director of School
Sorrell Pappas, Owner and Director of School
Dianna Marston, Owner and Human Resources 

Hours of Operation
School Hours 
6:30am-6:00pm
6:30am-8:30am Before School
8:30am-3:00pm Academic Day
3:00pm-6:00pm After School

Part-Time School:
3 days per week: 8:30am-3:00pm
2 days per week: 8:30am-3:00pm
*Part-time students can enroll in before and after care.

Classrooms
Stepping Stones Academy and Family Center (SSAFC) accepts children that are 6 
weeks through the end of the Kindergarten year (Age 7). We are licensed for ages 6 
weeks through 13 years. We have four classrooms: Mt Evans, Pikes Peak, Torreys Peak 
and Longs Peak
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Fees
Please see Monthly Tuition Rates on our website for current tuition rates.

Monthly Tuition:
•Tuition is due on the first (1st) of each month and considered late on the fourth 

(4th) of the month. The amount of tuition is the same each month as it is based on a 
calendar year. Tuition is paid based on your child’s enrollment and not based 
attendance. SSAFC will not refund or credit tuition based on absences or vacations.

•On the fourth of each month, any unpaid tuition will be charged a $25 late fee.
•A $25 fee will be charged for any returned checks. If three returned checks happen in 

a school year, the child’s account will need to be paid in cash.
• If tuition is 30 days late the child will not be able to attend school unless payment 

arrangements have been made with the administration.
• If collection action must be taken, the parents will be responsible for any and all fees
• including but not limited to court costs and attorney fees.
•Tuition is charged to the child’s account and is the responsibility of the child’s 

guardian(s). Tuition is due for the child rather by the parent/guardian.

Sibling Discount-10% discount on the second child enrolled (discount excludes before 
and after care and cannot be combined with any other discounts)

Late Pick Up Fee:
• If a child is picked up after scheduled departure, a fee of $5 for the first 10 minutes 

and an additional $1 per minute for each additional minute thereafter.
•Please call the school as soon as you know you are going to be late.
•The fee must be paid within 48 hours after late pick up.

Annual Enrollment Fee- $100

Annual Nap Mat/Cot Fee- $35

Enrollment Policies
SSA has open-enrollment throughout the year. Applications are accepted on a first- 
come basis and children are enrolled based on space availability.

In order to enroll:
•Take a tour of SSAFC
•Meet with Administration (during tour)
•Return all requested paperwork via Brightwheel Portal
•Pay all fees
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Children’s Records
SSA is required by the Colorado Office of Early Childhood Education to have the 
following documents on file on the child’s start date:
•   Student Application- completed annually

•Authorization for Emergency Medical Care and Transportation
•  General Health Appraisal filled out and signed by your doctor at every well check
•Two Emergency Contacts on Brightwheel
•Proof of Immunization on the State approved form

SSA also requires:
• Individual Care Plan Family Information Form 
•Getting to Know Our Student
•Permission Forms/Healthy Inquiry- if applicable 

Your child’s file must stay in compliance at all times with the Colorado Office of Early 
Childhood. We appreciate your help with maintaining your child’s file in a timely manner.

General Health Appraisals are REQUIRED at EVERY child’s well child checkup. These 
forms must be signed by your child’s physician. Unfortunately, submitting your child’s 
Healthy Summary or Visit Summary does not meet the requirements from Arapahoe 
County Health Department or the Colorado Office of Early Childhood Education. 
 
Immunization Records must be on file with SSA for each child prior to enrollment and 
updated at each child’s Well Child Check according to AAP recommendations. If you 
child is on a delayed immunization schedule or is exempted from any immunizations, 
documents must be provided as required by the State of Colorado. Children that are 
not immunized (select or all immunizations) must take an online module and often 
times have their doctor sign a form. Your child will then be allowed to attend SSA. 
Please know that we will follow all recommendations from Arapahoe County Health 
Department as far as excluding children from care.

All forms can be submitted online through our Brightwheel portal.

Holidays Observed
SSA will observe the following holidays and will therefore be closed. Please also refer to 
the school calendar for other days that SSAFC will be closed for Teacher Work Days, 
holiday extensions, etc. Please see our SSA Calendar on our website for exact up to 
date closures.
 Some closures:

•Martin Luther King, Jr.
•President’s Day
•Memorial Day
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•Fourth of July (closed for week) · Labor Day
•Thanksgiving Day (closed for the holiday weekend)
•Winter Break
•New Years Break 
•Spring Break
•Juneteenth 

Celebrations
Holidays are always an exciting thing for children! SSAFC celebrates all holidays whether 
it is a birthday or a holiday. Please see your child’s teacher in order to properly 
celebrate the various birthdays and holidays.
   

Drop Off/Pick Up Procedures
Drop Off- The person dropping off will need to sign the child in with their signature and 
the current time. SSA asks that all parents drop off their children at the appropriate 
time which means not before your enrolled time nor after 9:30a. If you are going to 
drop your child off late please do not disturb the classroom and quietly say your 
goodbyes outside the class. If available, an administrator will deliver your child to their 
classroom. If you are going to be late (after 9:30a), please notify SSA via the 
Brightwheel portal. If your class is on an excursion when your child is dropped off, your 
child may join another class. All children need to be dropped off to a teacher/staff 
member. DO NOT leave your child unattended anywhere onsite. Your child should 
always stay with you.

Pick Up- The person picking up will need to check out the child on the Brightwheel 
Portal. 

SSA asks that all parents pick up their children at the appropriate time. If you are going 
to be late, please message us on the Brightwheel portal. Please note there is a late fee 
for any late pick-ups.

All parents that are picking up their child(ren) need to make verbal contact with the 
teacher/staff member before taking their child. For safety reasons, please make sure 
that your child(ren) stay with you the entire time before exiting the building.

Child Release Policy- Children will only be released to a parent/guardian or authorized 
pickup individual. Children must be checked out by the person according to the above 
procedure. SSA must have prior written authorization from a parent/guardian in order 
to release a child to an individual not listed as an authorized individual to pick up child.

In the event of an emergency, the parent/guardian may call the school and give verbal
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authorization for a child to be picked up. This person will need to show a driver’s 
license in order for the child to be released.

Emergency Procedures
Facility evacuation: Facility evacuation is used to remove children and adults from a
dangerous situation or safety or protection. An example of a facility evacuation would 
be evacuating the building during a fire drill.

•Fire- In the event of a fire at SSA, students will evacuate the school through 
designated doors and will go to the predetermined area. The children will wait at the 
predetermined area until it is safe to return into the building or until a child is 
released to an authorized parent/guardian or individual.

Shelter- In-Place: Keeping children and adults in place inside the building, and securing 
the facility for an immediate threat or emergency. Examples of shelter-in-place would 
include a tornado warning or poor air quality due to smoke from a wildfire.

•Tornado- In the event of a tornado, students will move to a predetermined area 
inside the school and take cover until the warning has passed.

•External Safety Concerns such as minor crime in the area- We go about our day 
mostly normal, but stay inside, are on alert for external changes that would cause 
us to take the next step in safety precautions, and close curtains. 

Lock Down/Active Shooter- Lockdown is used to protect children and adults inside a 
facility from a dangerous external threat. An example of a lock down situation would be 
an active shooter in the area.

•SSA would evacuate all students to the back of the building away from windows. 
Doors would be shut and curtains closed.

Off-site evacuation: Off-site evacuation is used to move children and staff out of the 
entire area to a pre-designated shelter. An example of an off-site evacuation would be 
a gas leak in the neighborhood. 

• SSA has three different off-site evacuation sites. Englewood Public Library, 
Englewood Police Department and Englewood High School. These sites were 
set up in conjunction with the Englewood Police Department (EPD) during our 
emergency preparedness meetings and each site was chosen for safety, 
support and varying distances/directions.  EPD and SSA worked together on 
the safe locations and routes to get there. 

Evacuation away from the facility: Evacuation away from the facility is used to direct
children and staff to an off-site location determined by a government agency in the 
event of a threat to location. SSA may be directed to go to a Red Cross shelter
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instead of the facilities predetermined evacuation location. Examples of an evacuation 
away from the facility include a wild fire or flash flood.

•These locations will be determined by the local government agency and 
dependent upon the particular situation/emergency.

Students with disabilities will be evacuated based on their ability and need. SSA will 
work with families prior to their first day on what the students needs are and how we 
can support the student. 

Inclement Weather
In the event of inclement weather, students will stay inside where it is safe. This 
includes extremely hot or cold conditions outside. Staff members and administration 
will use their discretion on whether it is safe for the students to participate in outdoor 
activities. Please have your child prepared for the weather i.e. coats, mittens, hats, etc.

School Closing due to weather- The school will follow the Englewood School District. If 
our local school district determines that it is not safe enough for students and staff to 
be commuting to school then we will follow their lead. Tuition will not be credited in the 
event of school closings.

Delayed Start- The school will follow the Englewood School District. If Englewood 
School District is on delayed start then we will follow the same timed delay. Tuition will
not be credited in the event of school closings. For example, if Englewood
School District is on a one-hour delay we will also be delayed one-hour.

Attire- Colorado weather can change very quickly so please provide your child with 
proper attire for all the possibilities. Please ensure that your child’s items are labeled 
with your child’s name. 

Accidents, Illnesses and Emergencies
In the event of a minor accident, the child will be taken care of based on the staff 
member’s First Aid training. An accident/incident report will be posted on the 
Brightwheel portal. Staff members will also watch the child for the rest of the day for 
any concerns from the accident/incident. There also may be times where the teacher/
administration calls and notifies the parents of an injury even if the child is well enough 
to stay at school and does not require any additional care.

In the event of a major accident, the staff member will call 911 and then the parents. If 
the parents cannot be reached, the emergency contacts will be called. SSA staff 
members will follow instructions from emergency responders.
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Illness- Stepping Stone Academy follows “How Sick Is Too Sick Illness Policy” in order to 
keep from spreading illnesses throughout our school. This policy, including guidance, is 
posted on our Brightwheel portal under documents. If a child is sent home from school, 
the child may not return for 24 hours minimum and must have been fever free for AT 
LEAST 24 hours (without the aid of fever reducing medication). Please help us keep 
your child healthier by keeping illness out of SSA as much as possible. We appreciate 
your attention to this important matter.

Absences- Please message SSA on the Brightwheel portal if your child is too sick to 
attend for that day.

Illness/Accidents during the school day- We immediately notify parents or legal 
guardians when their child becomes ill, is involved in an accident or is injured and 
requires emergency medical care while at school. All non-emergency or minor accidents 
and injuries will be treated with first aid and TLC by a trained staff member then the 
accident or injury is documented on the Brightwheel portal

When we feel a child is too ill to attend school in order to maintain the good health of 
our children within our school, we will not accept children if:

• Just began taking an antibiotic for a contagious illness within 24 hours
• Elevated temperature over 100.5 within the last 24 hours
• More than one episode of vomiting within the last 24 hours
• Acute diarrhea

SSA reserves the right to determine if your child is too sick to attend school. If a child 
becomes ill at school parents will be called and must pick up their child within one hour.

Daily Departure Procedures
The closing staff members will check our Brightwheel portal to ensure that all children 
have been picked up and signed out. If a child is not picked up the staff member will 
call the parent to ensure that the child has been picked up.

Lost Children/Keeping count of Children
A child is considered lost when a child is not accounted for and the safety of the child 
cannot be confirmed by a staff member or guardian. Staff members and administration 
will search the building and school grounds. If the child cannot be found then a phone 
call will be placed to the parents. If the child is not with the parents or they are not 
reachable, emergency personnel (911) may be called. Every effort will be made to do 
the above in a quick and efficient manner.
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Each staff member will always know how many children they are in charge of and where 
those children are at all times. Each transition the staff members will connect to verify 
how many children they now have using the Brightwheel portal.

Behavior/Support
Chronic Misbehavior and Other Adjustment Issues- Stepping Stones Academy will make 
every effort to notify and work with parents regarding any misbehavior or issues with 
children. If a child is unable to adjust to our program, is consistently insubordinate, or 
has a serious behavioral problem, we reserve the right to suspend or terminate his or 
her enrollment. We believe that behavior resolution takes teamwork. The parents, 
teacher and child must work together. In the event the teacher or parents feel that 
added support is needed, an administrator will become involved in finding a reasonable 
resolution.

Discipline- If a child is showing minor misbehavior, the child will receive redirection, a 
verbal warning, or possible personal time. If a child’s behavior is deemed severe, the 
child will receive personal time in order for the child to calm their body. If a child is 
being unsafe towards others, the child may have to be sent to the administration. If a 
child’s behavior is consistent or severe, parents may be required to come and pick up 
their child.

SSA reserves the right to dismiss a child from our Academy in the event that the 
child’s behavior is deemed unsafe for the child, other children, or staff members. The 
remaining tuition will be forfeited. Every effort will be made in order to work with the 
family in order to achieve positive behavior.

Cultivating positive child, staff and family relationships- Each teacher at SSAFC has 
been trained on positive teaching practices that ensure that children’s behavior is 
guided in a positive manner. We continuously incorporate our families through daily 
communications regarding their child(ren) and encourage family involvement to ensure 
that their child(ren) are being guided in a positive direction.
Creating and maintaining a socially and emotionally respectful early learning and care
environment. All of our teachers encourage positive interactions with each child 
through demonstration and teachings that allow children to learn and be capable of 
respecting others socially and emotionally.

Implementing teaching strategies supporting positive behavior, pro-social peer 
interaction, and overall social and emotional competence in young children- Through 
training each teacher is able to effectively and positively reinforce children’s positive 
behavior and re-direct any behavior that is harmful to a wanted behavior. Each teacher 
continuously demonstrates positive interactions with each child, which helps children 
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learn how to treat others in a positive way and allows them be more socially and 
emotionally aware of the feelings of their peers.

SSA believes in working as a team to identify the specific social and emotional needs of
each child. Our staff are trained in methods that enable them to understand children’s 
behavior and develop positive behavior support plans for each child. This reduces 
challenging behaviors and may prevent suspensions and expulsions.

Access an early childhood mental health consultant or other specialist as needed- At 
SSA, we continuously strive to strengthen our relationships with our children and their 
family. Through our continuous specialized trainings, our teachers are able to identify 
the individual needs of our children. While working with our families, we are able to 
provide each child with the specialized care that he/she may need within our 
classrooms. When a situation occurs that make a child’s needs difficult for staff and 
parents to adequately address the family will be given information on how to access an 
Early Childhood Mental Health Specialist to support their child in all environments.
After observing and working with a child, if a staff member feels that a child may 
benefit for other services, a staff member will contact the parents and explain the 
interactions. Administration will provide information for services and recommendations 
based on the child’s need. SSA Administration will provide contact information of the 
services or contact information for support to the parents via email or handout.

Diapering/Toilet Training/Bathroom Use
Diapering- Children that wear diapers are not charged differently than children that are 
potty trained. We ask that parents provide diapers, wipes and any ointments that are 
needed for proper diapering. Staff will check each child’s diaper every two hours or 
whenever the child appears to have a soiled diaper. Staff will input the diaper change 
into the Brightwheel portal so parents know their child’s diapering habits. If your child 
has an special diapering needs, please message staff on the Brightwheel app so that we 
can properly care for your child. 

Toilet Training- Toilet training is an exciting time for you and your child. We have found 
throughout our experience, that if your child is ready to master potty training, it will 
only take a few weeks. If it takes longer, they may not be ready and we may want to 
try it again a little later. We want this to be a successful time in your child’s life, not a 
frustrating one for all. We know that in order for this to be successful we need to 
partner together for your child’s best interest.

The following are a some signs we see when your child may be ready to potty train. We 
would typically want to see several, if not all, of these signs:

•Shows an interest in the toilet
•Can recognize when their diaper is wet or soiled.
•Stays dry for a long period of time
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•Can undress and pull up his/her own pants
•Wants to be independent
•Can use consistent words or gestures to communicate.
•Can try to wipe themselves.

Once your child stays dry for several hours and uses the toilet on their request, it’s 
time to start!

SSAFC's staff will agree to:
•Encourage, support and praise all success that your child achieves during their potty 

training experience.
•We will expect accidents and treat them as teachable moments. We will watch for 

and identify signals that may help us make it on time next time as well as encourage 
children to be independent in changing their own clothes.

•We will take children to the bathroom at regularly scheduled times during each day 
and on demand when necessary.

•Communicate to parents daily regarding our bathroom experiences. This 
communication will come in a way as a personal conversation or writing on the 
child’s daily note on Brightwheel.

•Commit up to 1 month to the process of potty training unless parents inform us 
that the experience is not able to be a positive one at this time.

Parent’s agree to:
•Provide at least 3 changes of clothes, including pants, underwear and socks daily. 

(Please make sure that your child’s name is on everything)
•Please have an extra pair of shoes in their cubby as well.
•Soiled clothing will go in the child’s cubby to be taken home daily.
•Have their child wear elastic waist clothes. No buttons, snaps, belts, or one piece 

clothing.
•Leggings, sweat pants and elastic waist pants are best. No dresses for girls, as it’s 

hard to coordinate holding up the dress and sitting on the toilet at the same time.
•Your child should be able to easily pull up and down their own clothing. 
•Potty training should begin at home, at minimum, the weekend before we start the 

process at school. We ask that underwear rather than pull-ups be worn, as pull ups 
don’t let your child “feel” wet. Wearing potty training undies with plastic underwear 
over it helps keep things sanitary while also allowing your child to feel accidents.

•Provide diapers for nap time.

We will communicate with your family as to how potty training is going. We will potty 
train for a period of 3-4 weeks and then assess how the child is doing. If we are not 
feel that your child is ready, we will put them back into diapers and try again at a later 
date. If your child is ready, it should only take a few weeks!
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Please remember that potty training at home versus school is often times very 
different. We will most likely see very different versions of potty training and potty 
training success at school. This is normal! 

Bathroom Use- Children can use the bathroom in their classroom whenever they need. 
Staff will stop at the bathroom on the way outside to the playground as well as on our 
way inside. Staff will take children inside to go to the bathroom when needed. 
Accidents will happen and that is okay. Staff will help children get cleaned up and 
changed when needed. Accidents will not be a negative response from staff.

Reporting of Child Abuse
The State of Colorado requires that child care providers report all known or suspected 
cases of child abuse or neglect. If you feel that your child has been a victim of child 
abuse, assistance may be obtained through the Department of Social Services, 
Arapahoe County at 303-636-1750.

Visitors
All visitors must sign in at the office with a staff member. Visitors are asked that they 
do not disturb the students, staff or schedule. Advance notice is always appreciated; 
however we love to have visitors.

First Aid/CPR
All staff members are required to be certified in both First Aid and CPR.

Medication
In the event that medicine is needed for a child and the medicine cannot be given at 
home, SSA will give medication under certain situations. Only staff members that have 
completed the Medications Administration Training will be allowed to administer the 
medicine. We must have the medication in the original container including the printed 
label from the pharmacy and must also have your child’s doctor fill out a form that 
must be given to SSA before medication can be administered. The form can be printed 
off of our website under the forms tab and is called Permission to Administer 
Medication. In the event that any of these items are missing, SSA will not be able to 
give the medication, but parents may stop by to give the child the medication 
themselves.

All medications must be given to the teacher or administration. Medications cannot be 
stored in the child’s cubby or with their personal belongings. Administration will store 
all medication away from the children in a special medical storage place.
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Children’s Personal Belongings and Money
Each child will have a cubby in their classroom. All of the children’s belongings will need 
to be stored here. Please make sure that your child’s belongings are all individually 
labeled with your child’s name. Items can and do get lost. Please help us by having your 
child’s name on each item and keep extra special items at home. SSA is not responsible 
for lost items. 

Tuition will be paid to the administration. Please do not give your children the tuition or 
put it into their backpack.

Language Interpretation
If English is not your first language, please always let us know. We are happy to provide 
all correspondence in your preferred/home language. This includes both written and 
verbal translation such as newsletters, conferences, day to day conversation, etc. Our 
goal is for all families to feel comfortable and be a part of your child’s growth. In the 
event that a translator is needed, SSAFC will use the interpretation services of 
Colorado Language Connection.

Colorado Language Connection
(303) 923-2945

www.coloradolanguageconnection.org

When we have students in classrooms that have a different home languages, we will do 
our best to have a teacher that speaks your home language in the child’s class.

Transitions
Transitions are often difficult for young children. Our goal is to work together with the 
student and family to make each transition as easy as possible. If you have any 
questions regarding transitions, please feel free to reach out Ms. Kaela or Ms. Sorrell. 
We will be happy to set up a time to connect with you.

Transitioning into SSA- New environments are often challenging for new students. We 
recommend that you attend a tour of SSA with your child so that the environment is 
not brand new. Talk to your child about the transition in a fun manner. On the first day, 
set up a routine with your child that you will follow each drop off. Example: Give you 
child a hug, kiss, and wake then tell them you will see them after school. Follow this 
routine regardless of their response. SSA Staff will give them lots of TLC and also let 
you know if they get upset. Often times, students are happy as can be before parents 
even get to their car! You are always welcome to message us on the Brightwheel portal 
to check on your child.

Transitioning into another classroom- When a child is ready to move up to another 
class, staff will speak to the parents to make the best decision for the child. If we 
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cannot meet with families, SSA will send home a letter. Staff will introduce you to the 
new teachers and tell you a little bit about the classroom routine. We will have the 
student visit the new classroom and follow their lead as to how many visits they need 
to feel comfortable in their new classroom.

Transitioning to Elementary- Transitioning to elementary school is a big moment for 
students and families! SSA will put out fliers of local schools Kindergarten Round Up. 
SSA will also try and connect you to other students at that elementary school. 
Towards the end of the year and again at the end of the summer program, we will 
invite a couple elementary students to talk with our transitioning students to answer 
questions.

Continuity of Care and Ratios
Continuity of care means that children and their caregiver remain together for more 
than one year, often for the first three years of the child’s life. SSAFC has two teachers 
in each classroom. These teachers are the same teachers everyday. This way the 
teachers can emotionally bond and staff can provide the best care possible for each 
child. Our goal is to have the staff move with the students as the students grow in our 
program.

Our goal is to follow the NAEYC standard for ratios which is a smaller ratio standard 
than the State of Colorado Licensing requires. For example, Infants must be at 1 
student for every 5 students whereas we do 1 student for every 4 students.

Nap
All children will rest (as required by the State of Colorado). The children (except
Kindergarteners) will all be asked to nap for a period of approximately 2 hours. If the 
child wakes up and cannot go back to sleep, the child will be allowed to do a quiet 
activity such as read a book, color, or work quietly in the room. Parents will need to 
provide their child with a sheet and blanket. The parents will need to nap materials 
home each week to clean them.

Kindergarteners will be asked to rest for 30-45 minutes. This time may include silent 
reading, teacher reading, resting, and listening to music, etc.

Food
A small healthy snack will be provided in the morning between 9:00a-11:00a and again 
in the afternoon at 4:00pm. These snacks will be a small helping of a nutritious item. 
For example: apples slices and ranch or string cheese and crackers may be served.
Breakfast is served Monday through Friday from 7:30a to 8:30a. When enrolled in the 
breakfast program each child will be served a nutritious drink and breakfast. The cost is 
$2.00 per day.
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Lunch is served Monday through Friday about 11:30a-noon. When enrolled in the lunch 
program each child is served a nutritious main dish along with healthy sides and water. 
The cost is $4.00 per day.

If your child brings lunch from home, your child’s lunch must include items from each of 
the food groups. Your child is not required to eat it, rather, each of the food groups 
must be offered. A wonderful website is called My Plate and can be found at https://
www.myplate.gov/life-stages/kids. SSA will have to supplement any missing items and 
will charge your child’s account $4.00 to cover the school food provided.

Drug/Tobacco-Free Campus
The school does not tolerate the presence of illegal drugs or the illegal use of legal 
drugs in SSA. The use, possession, distribution, or sale of controlled substances such 
as drugs or alcohol, or being under the influence of such controlled substances is 
strictly prohibited while while on the school’s premises. This includes legal drug use 
that causes adults to be under the influence while on-site. 

Second and Thirdhand Smoke Policy- Due to the acknowledged hazards to young 
children arising from exposure to tobacco use. It shall be the policy of Stepping Stones 
Academy to provide a tobacco/nicotine-free, alcohol-free and marijuana free 
environment for staff/visitors/parents/students. This policy covers the use of any 
tobacco for the purposes of this policy “tobacco” is defined to include any lighted or 
unlighted cigarette, cigar, pipe, and any other smoking product; and spit tobacco, also 
known as smokeless, dip, chew, spit less, snus and snuff, in any form; including, but not 
limited to, non-FDA approved cessation nicotine products, digital/electronic nicotine 
delivery systems e.g. “e-cigarette,” vapor products or anything that simulates or can 
be construed as being a smoking or smokeless tobacco product (i.e., herbal smoking 
products), marijuana/THC products and applies to employees and all non-employees 
including visitors and vendors.

Definition:
•There will be no tobacco use or electronic cigarettes or vapes in any area of SSA.
•There will be no tobacco use in vehicle on site at any time.
•There will be no tobacco use by staff or volunteers on-site this includes all indoor or 

outdoor activities.
•Field Trips, walks and all outside activities will be tobacco and electronic cigarette 

free.
•All employees that use tobacco at home will be required to bring clothing that has 

not been worn around tobacco users.
•Employees that leave campus and use tobacco while out will be required to change 

clothes and wash hands thoroughly when re-entry of SSA occurs.
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•Visitors and vendors that enter SSA are required to obey all the policies of SSA.
•All Employees will be required to read about all potential hazards of tobacco use 

and nicotine based products.

Marijuana/THC/Drugs/Alcohol- For the safety of our students, staff and families, we 
ask that adults are not under the influence of any marijuana/THC/Alcohol while on-site.   

Field Trips
SSA my take children on short field trip excursions or walks, i.e. the library, within 1 
mile of the school. The Academy does not provide transportation (except in an 
emergency) therefore parents will be asked to sign up to transport children to any off 
campus trips outside of 1 mile.

Any field trips outside of the walking 1 mile radius will require notice and an additional
permission slip. All guidelines/procedures for the field trip will be provided at that time. 
Please note all car seat laws will be strictly observed.
Staff members/adults will stay with the children at all times during these excursions. 
Ratio will be followed while on field trips.

Video/Movie/Media Policy
Movies may be watched on occasion in the preschool classrooms. The staff to child 
ratio will remain the same as during regular classroom activities. For children ages 5 
years and up, our curriculum does not include technology use except for books on iPad 
or songs. If this changes, we will notify families on the Brightwheel portal. 

Conferences
Conferences will be given twice per year by your child’s teacher. In the event that a 
teacher feels the need for a conference at other times, you will be contacted to 
schedule one. Conferences are a great opportunity for parents/guardians to learn 
where the children are in their development.

Withdrawal from Program
In the event that a child needs to be withdrawn from our program, we do require a 30 
day written notice. Tuition will need to be paid regardless if your child is in attendance 
during this 30 day notice period.

SSA reserves the right to withdraw any child due to behavior from the child or family. 
We will make every reasonable attempt to work with the family to prevent this from 
happening.
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Annual Survey
Annually, SSA will conduct a survey regarding how we are doing as a school. We will ask 
for parent/guardian input on what families like, what families would like improved and 
also additional suggestions on how SSA can support our families, staff and community. 
Upon completion of the surgery, SSA will share the results with our families as well as 
create a Quality Improvement Plan. A copy of the Quality Improvement Plan will always 
be available upon request in the main office at SSAFC.

Volunteer Hours
We ask that each family donates 10 hours per year towards SSAFC. These hours are 
not only meant to support the Academy, but more importantly your child. This time is 
a great way to learn about your child’s time at SSA and also celebrate with your child 
during parties and events. These hours are accumulated on an honor system and can 
be achieved in various ways. 

Ways to accumulate 10 hours?
•Attend informational meetings, parents/teacher conferences, extracurricular activities
•presented by the school.
•Help the teacher by putting together projects, research ideas, wash rugs, etc.
•Donations of requested goods, Read to children and volunteer in classroom
•Career/Interest Day
•Read your child a book at home 
•Talk to your child about their day and what they are learning

Open-Door Policy/Concerns
In keeping with the school’s philosophy of open communication, all families have the 
right and are encouraged to speak freely, but respectfully with the directors about any 
concerns or accolades. SSA is committed to resolving your individual concerns in a 
timely and appropriate manner as well as sharing your accolades with staff. 

Complaints about the Academy should be directed to the Administration. (Kaela Chaffin 
& Sorrell Pappas)

Unresolved complaints can also be directed to:
 Child Care Licensing and Administration  
Division of Early Care and Learning, CDEC  

710 S. Ash Street  
Denver, CO 80246 

Phone: 1-800-799-5876 or 303-866-5948 
cdec_communications@state.co.us
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Stepping Stones Academy
“Building the foundation for stepping stones of success”

451 Englewood Parkway Englewood, CO 80110
303-781-8900 telephone
www.ssamontessori.com

Kaela@ssamontessori.com

Discrimination Policy: Stepping Stones Academy and Family Center does not 
discriminate against and admits students of any race, color, national or ethnic origin. 
SSA will make an attempt to fully meet the needs of children with special needs or 
learning disabilities. SSA will act in compliance with the American Disabilities Act.
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