Imagination Station Montessori Pre-School and Kindergarten
Parent Handbook

[image: image1.jpg]
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Daytona Beach, FL 32118
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Cell : (386)334-6459

Email: imaginationstn@bellsouth.net
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Licensed with the Department of Children and Families (#C07VO008)

A quality environment to nurture and educate children….

Start on the right track at Imagination Station Montessori!
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All Aboard for Imagination Station!!

A place where children learn and grow together through creative activities and educational programs carefully guided by a warm and caring teaching staff.

Located in sunny Daytona Beach, FL, Imagination Station Montessori was originally a home that was built in 1925. Since purchasing this school January 1995, we have carefully converted it into a quality school, while maintaining a home-like atmosphere. Children can freely flow through the house rather than being limited to one room. We feel that this teaches the children to share spaces and learn to cooperate with one another. Older children are encouraged to be helpful with younger children on a daily basis.

Academics are a great concern to many parents. The children at Imagination Station will be encouraged to learn to do many things when they express the interest to do so. They will not be “pushed” because they are at a certain age and it is expected of them. All children progress at their own rate. The children will be taught to use their creativity, express feelings, and learn to enjoy their imagination. In time, when they are ready, the academics will come.
Our objective is to teach children as you would at home with patience, love, understanding, and guidance. We are not only concerned with their educational achievements, but also their social development and awareness of the world around them. We introduce the concept of table manners, politeness, emotions, and attitudes, sharing, nature, grooming, and healthy living.

We invite you to come aboard at anytime for a tour of our school and we look forward to having your child join our family. 

Sincerely,

Kim Vukelja

Imagination Station Staff

Director/Owner 

Kim Vukelja, B.A., Administrator‘s Credential 
Montessori Directress

Denise Mueller, AA; CDA; AMS Certification 

Sarah Ramsaran, CDA; AMS Certification
Jennifer Donnelly, CDA; AMS Certification Pending
Ivette Rodriguez, C.D.A., director’s credential     
Lead Teachers

Sandra del Toro Torres, BA; C.D.A.
Shaquana Butler, B.A.; C.D.A. 
Janice Logue, AA; C.D.A.
Marjorie Glasnak, C.D.A.

Amanda Clow, C.D.A.
Catherine Clow, C.D.A.
Teachers
Janice Logue, AA; C.D.A.
Marjorie Glasnak, C.D.A.

Amanda Clow, C.D.A.
Sandra del Toro Torres, BA; C.D.A.
Carrie Jalas
Diana dePanza

Kasey McIntyre

Giannina Biglia

Substitutes
Jake Vukelja (coach), B.A.
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What is Montessori?

[image: image3.jpg]. ~ @ edicatlior /4/ /4/4

K~




Our Aim is not merely to make the child understand and still less to force him to memorize, but to touch his imagination as to enthuse him to his inmost core”

Maria MOntessori

Maria Montessori, born in 1870, was the first woman in Italy to receive a medical degree. She worked in the fields of psychiatry, education and anthropology. She believed that each child is born with a unique potential to be revealed, rather than as a "blank slate" waiting to be written upon. She created the Montessori Method of Education based on scientific observations of young children’s behavior. She discovered through her observations that the most important years of learning are from birth to age six. During those years, a child is sensitive to his surroundings and absorbs certain factors around him. 

The Montessori classroom operates on the principle of “freedom within limits.” The program has its set of ground rules, which differs from age to age, but is based always on respect for each other and for the environment. The children are free to choose materials off the shelves and work at their own pace. They may choose to work together or alone. The teacher observes the children to determine which new activities and materials he may introduce to an individual child or to a large or small group.

The three-year age span in the classroom provides a family like grouping where learning can take place naturally. More experienced children share what they have learned while at the same time building self-esteem. The younger child at the same time is learning something that may have seemed too difficult if explained to them by an adult. There is

communication and harmony between the two that is seldom found between an adult and a small child. The age combination also allows children to progress at their own rate.
“…Education a natural process which develops spontaneously in the human being. It is not acquired by listening to words, but in the virtue of experiences in which the child acts on his environment.” Our environment offers these experiences from which children create their own knowledge.
PARENT INFORMATION

It is very important that you sign your child in and out everyday. Not only is it a fire mandate, but it is also our information center to you. Any messages and information directed to you will be displayed on the clipboard. Also any injuries that may have occurred during the day will also be posted underneath the sign in/out sheet. Parents are required to sign these accident reports.

Another very important communication that we have with you the parent, is our monthly newsletter. PLEASE carefully read it each month so that you are informed on all happenings at school.

Please remember that school is an extension of the child’s home environment and we believe that you are your child‘s first teacher; therefore, we feel it is most important for the parent and teacher to be able to communicate with each other. Parents generally want to know what their children are doing during the many hours spent away from their home, and teachers need to know what factors are influencing the children in their home environment in order to help them in their development while at school. With this in mind, if you have any questions or concerns regarding your child’s progress or our school’s policies, please don’t hesitate to ask Or drop us a note in the black fee mailbox. Parent/ Teacher conferences can be set up at anytime.

PARENT EDUCATION 

At the beginning of every school year, we will have our annual parent open house. On this night, you will meet all your child’s teachers, look around the classroom, and watch a short slide show of the kids in action. We will also have parent education nights during the school year so that you can learn more about the Montessori philosophy and areas of the classroom. Please read the monthly newsletter to know when these events will be held.

DISCRIMINATION POLICY

Imagination Station does not discriminate against anyone based upon race, color, creed, sexual orientation, or ethnic origin.

OTHER

The State of Florida requires that all members of child care centers and private schools be on the lookout for and report to the state any and all cases of abuse to a child. Imagination Station Montessori is, therefore, obligated to report to the state any suspected cases of child abuse or neglect.

Parents are welcome at Imagination Station at all times!  An open door policy is important in building a relationship between the parents and the school. Our open door policy means that you may visit your child at any time as long as you are not a disturbance to the class. 
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MEDICAL EMERGENCIES

In the event of a medical emergency or accident, we will contact the parents, the emergency contact person or the doctor of the child.  If it is impossible to reach any of them and emergency treatment be required, 911 will be called and the child will be taken to Halifax Medical Center Emergency Room.  Your authorization for the school to take you child is in the enrollment form.

*Please keep the school up to date on any phone number changes...This will benefit your child in case of an emergency.

GRIEVANCES

Concerns and grievances should be directed to Kim Vukelja. She will address any problems personally. Concerns may be made in person, by telephone, or notes can be placed in the black fee box. (She is the only person who will get these notes and will in turn contact you regarding the matter in question.)  She is the owner of Imagination Station and has the responsibility of the staff, as well as the well being of your children as her concern. She can only deal with problems if she knows that they exist...Please feel free to contact her anytime!
PHOTOGRAPHS

Teachers, other parents, photographers, and also the local newspaper may take photographs of your child. These photographs will also possibly be used on our school website and Facebook pages.  If this is a problem, please indicate this on the policy form you sign for your child’s file. 
WEBSITE AND SOCIAL MEDIA

We have a school website and both a private and public facebook page. You may visit any of these to get info about the school, see pictures, and share messages with other parents and staff at Imagination Station Montessori. The website is http://imaginationstationmontessori.com
Our private facebook group page for parents is “Imagination Station Montessori Too”…You must request to be a member of this group. You can also “like” our public facebook page, which is “Imagination Station Montessori”
PARENT VOLUNTEERS

If you are interested in helping out at our school, please ask for a parent volunteer form to fill out so that we can see what your interests are. We appreciate all volunteers!! All guests at Imagination Station must sign in the guest book and will not be left unattended in the classroom.
SCHOLASTIC BOOK ORDERS
We receive pamphlets for parents to order books from Scholastic Book Club on a monthly basis. We will send them home for you and your child to look through. These books are usually priced less than local bookstores. You can submit your order online. The web address is www.scholastic.com/bookclubs and the class activation code is GKM9K. The order also generates points for out school to cash in for classroom books.
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HOURS OF OPERATION

We are open from *7:30 AM until 5:30PM
ADMISSIONS 

Children are accepted at our school on a first come, first serve basis. When there are openings, we will call the next family on the waiting list.

On first day of school, all children must have a registration form on file. This form has important information about your child that is needed should an emergency arise. State regulations also require us to have a copy of your child’s immunization and physical on file.  You may get these forms from your child’s doctor or Health Department.  These two forms must be on file within ten days of registration and should be updated as needed. 
PARENT/CHILD ORIENTATION

Every parent with their child are given the opportunity to visit and tour our facility, meet the teaching staff, and/or just observe our program. Tours can be set up with the director at any time, but we do have an open door policy for observations. Parents may also bring their child to hang out and get comfortable with the environment, the other children, and the teachers before enrollment. 

SUPPLIES

We ask that every child upon enrolling and each summer thereafter spend approximately $75.00 on supplies. We will put requests on our private facebook page for items that can be ordered on amazon on our wish list and delivered directly to the school.

*Wipes should be brought in weekly by those in diapers or potty training AND 

once a month by ALL other children. (Amazon works for this as well)
*We keep these items on our shelves for the children to use on a daily basis. We will request replacement items throughout the year for those wishing to help out! Copy paper and Bubbles are usually needed often!
HOLIDAYS

School will be closed on the following days:

Labor Day

Thanksgiving Break (2 days)

**Christmas and New Years Break (1 week)

Good Friday

Memorial Day

Independence Day

Teacher Duty Day (Friday before the new school year begins)
**Tuition is still due on all holidays, except during the one week we are closed for the Christmas/New Year’s break.
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PAYMENT

Make all checks/money orders payable to Imagination Station and place in the black mailbox where you enter the front building. PLEASE NO CASH! Tuition is due on Monday morning of each week. A late fee of $15.00 will be assessed if payment is not made by Wednesday. If payment is not made by Friday, your child will not be allowed into school the following Monday. A new registration fee will be charged for re-enrollment.

Please remember that your child’s rate is a yearly tuition that is broken down by the week. No credit is given for days when a child is sick, on vacation, or if there is a holiday or school is closed for any reason. The only time your weekly tuition does not need to be paid is during the week in December when we are closed for the Christmas/New Years break.

A fee of $40.00 is charged on any returned checks. Once two checks have been returned, payments must be made with a money order.

We at Imagination Station are teachers...NOT ACCOUNTANTS (This means that we do actually make errors!) We love our job of working with your children, but when it comes to the finances of running our business, WE REALLY NEED YOUR COOPERATION! Please do not make this a chore. Any questions regarding your account can be answered by dropping a note in the payment box.

DROP OFF/PICK UP

Please make sure that you walk your child all the way into the school when dropping off. This is for your child’s safety. Also, please be prompt in having your child at school (we are not a daycare center) by 8:30AM, which is when class time begins. It is very disruptive to our morning line time when children come in late, plus very embarrassing to the child who came in late. We can devote more time to the separation of your child from you if we are not in the middle of a group time. If you realize that you are late and there is nobody on the playground, please try to slip your child in quietly. 

Also, arrival time in the mornings and dismissals need to move quickly due to limited parking. If you have a matter which needs to be discussed or you just want to see what your child has been doing at school, please park your vehicle in front of the school by the sidewalk. This will leave the circle driveway available for the other parents that are in more of a hurry. Please be courteous to the other parents and DO NOT LEAVE your vehicle parked in the driveway if you need to enter the school. 

Due to more than one accident in our driveway, we ask that all parents enter through the South Driveway (Closest to Oakridge) and exit through the north driveway. Please do not back down the driveway for any reason. There are too many blind spots...Our reasoning is safety!

                                                                (3)
ILLNESS
For the protection of all the children, the following rules are in effect regarding illness...

· Children with fevers are not to be brought to school unless they have a doctor’s note stating that they are not contagious.

· Children with bad coughs, congestion, rashes, diarrhea or vomiting within the previous 24 hours or any other outward signs of illness are not to be brought to school.

· Children who become ill at the center will be isolated on a nap mat and the parents will notified so that the child can be immediately picked up from school.  Please keep us up to date on any changes in emergency phone numbers. This is very important should your child become ill.

· Children who have been sick, seen a doctor, and are on medication for at least 24 hours may return to school unless illness is contagious.
· Children who do not see a doctor may return after they have been without a fever, vomiting, diarrhea, etc. for at least 24 hours.

· Children who cannot go out on the playground should not be brought to the center. Teachers cannot leave children in the classroom unsupervised.  If a parent does not want their child to run around, the teacher will have the child sit down outside.

· Children may not attend school if they have lice. If sent home with lice, they must be treated and nits removed before they can return to school. Please remember that the only way to get rid of the lice is to treat the child, home and vehicle that they ride in. Otherwise, treating just the child will be a waste of time. A notice will go home to all parents notifying them when a child is found with lice.

· Teachers may not administer medication to the children. 

We realize that it is difficult for you to take time off work, but your child needs YOU when they do not feel good. PLEASE think of the other children, parents, and teachers before making the decision as to whether or not your child should attend school.

CLOTHING

Children should wear comfortable play clothes to school. Please select clothing that is manageable by your child. Difficult belts, overalls, and ties are very frustrating and do not 

enable your child to develop the independence that he/she is striving for.

Shoes at school can also be a problem. Please have your child wear shoes that are safe for running and climbing. Tennis shoes are best...sandals and dress shoes are not safe.

Also, please make sure that your child has a complete set of clothing (more than one if potty training) in his/her cubby. This is necessary for ALL children due to the many water and food preparation activities, as well as occasional bathroom accidents. If is very important to label them with your child’s name!!!  It is also helpful to put your child’s clothing in a Ziploc bag so 

that when clothing is accidentally dumped, the clothes are easier to keep track of. As the weather turns cooler, make sure that all jackets and sweaters are labeled as well. As a 

general rule...If you want it returned to you, LABEL IT WITH YOUR CHILD’S NAME!
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EMERGENCY/DISASTER POLICIES

In the event of a hurricane or other emergency that would be potentially dangerous to the children, staff and families, we will be closed if the Volusia County schools are closed. When you are aware that a storm is approaching, please watch the local news closely for updates regarding the closure of schools. Being a beachside school, this is especially important with potentially dangerous weather situations (i.e. hurricanes or tropical storms.) We want to avoid any confusion or stress due to loved ones becoming separated if bridges shut down, winds or rain become too strong for safe driving, power lines fall, etc. The best place for all of us in such times is at home with our families. After an approaching storm has passed, please contact the school and listen to answering machine to see when we will reopen. If power is cut off, answering machine will not pick up and you should call Kim Vukelja at (386)334-6459 to get an update. We will reopen before public schools reopen only if our school it safe for all of us. Thank you for your understanding.

In the event of an evacuation, we will take the children to Our Lady of Lourdes Catholic church on the corner of University and Halifax, which is within walking distance of our school (we do not transport the children.) The phone number there is (386)252-0931 and you may always call Kim’s cell phone which is listed above.
TOYS

We offer many things for your child to do throughout the day, so please do not allow your child to bring toys to school. This will also eliminate any blame for broken or lost toys.

MONTHLY NEWSLETTER

The newsletter is our form of communication to you each month. We use it to let you know of classroom happenings and needs in the classroom. Please read your monthly newsletter also to get information on the following special events that we will celebrate...

Halloween party

Thanksgiving lunch

Christmas party

Valentines Day party

Spring Egg Hunt

Graduation

PROGRESS REPORTS

Every child will receive a progress report twice a year. This report will let you know what your child is doing in the classroom. Please remember that every child progresses at their own rate and should not be compared to other children or siblings. Parent/Teacher conferences can be set up at anytime if you have any questions or concerns. 

An Ages & Stages Questionnaire will be done on your child’s birthday each year that will also access their progress. All VPK students will have the VPK Readiness testing done 3 times during the year they are in that program.
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BIRTHDAYS AND SPECIAL OCCASIONS

Parents are welcome to bring in a special snack to share with their child’s friends on birthdays and special occasions. Please only bring individual snacks such a cupcakes, brownies, cookies or donut holes that are commercially prepared. (Please do not send a whole cake...Preparation would be too difficult with the number of children that attend.) Please let your child’s teacher know in advance that you will be bringing the snack so that they can tell you how many you will need. All of the children look forward to Birthdays at school!

SIGN IN/OUT SHEET

Please make it a priority to sign your child in and out on the clipboard hanging in each building. This is a fire mandate...Please observe this policy for you child’s safety.

WITHDRAWALS

A parent may withdraw a child from the program at any time. A TWO WEEK notice is required. Parents wishing to withdraw their child by fail to give notice will be liable for two weeks tuition. Tuition not paid by the last day of attendance will result in additional collection and attorney’s fees.

ATTENDANCE POLICY

All children must bring written documentation for all absences to be kept in their file.

The parent/guardian is responsible for payment of tuition not covered by outside agencies or agreements, i.e. VPK, government subsidized child care assistance, employer reimbursement, DSC, etc. A parent can send in written excuses for no more than 7 days per month. 

The following is the list of excused absences that are accepted: 

Illness or injury of child or family member requiring hospitalization, 
Physician or Dentist appointment, 

Infectious disease or parasitic infestation, 

Bereavement upon the death of the child’s family member, 

Compliance of a court order, 
Special education or related services for the child’s disability, 
Religious holidays,
 Family vacation (not to exceed 5 per program year),
 Extraordinary circumstances beyond the control of the parent/guardian. 
After 7 absences, a note is needed from a doctor or other outside party.
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DIAPERS AND POTTY TRAINING

Parents are to supply a sufficient supply (6 per day) of diapers for toddlers (No Pull-ups.) Please pre-label them with your child’s name on the end of each diaper. Baby wipes are to be brought in weekly by toddler parents and any child that is still having accidents in the pre-primary class...Please bring the folding type rather that the pop up containers. (All other children should bring in wipes once a month.)

Children are considered potty trained when he/she will go to the bathroom on their own. We are happy to help in the potty learning process. We need 6 sets of underwear and shorts or pants for each day. In other words, be prepared for a lot of wet clothes in the beginning. We do not penalize a child for accidents. We do praise a child for dry clothes and each time they go potty. When an accident occurs, the child will be cleaned up and will redress themselves. This goes along with teaching the child to become more independent. Please do not allow a child to wear diapers at home if you want them to learn...this confuses the child. Consistency is so important...both as school and home.
DISCIPLINE/EXPULSION
We feel that it is important for children to learn respect for each other as well as their teachers. Whenever possible, we will redirect the child that is being disruptive. If a child is physically harming another child, they will be separated from the group and given time to think about being a peacekeeper.  This is a time for the child to cool down and reflect on his/her behavior.  A child may also be invited to leave the classroom with a teacher to run around the playground if they are disruptive during group or worktimes and have the need to release excess energy.

If a child’s behavior becomes problematic parents will be asked to meet with teachers and the director. We will make every effort to help a child stay in our program and we will help parents with referrals. Expulsion is a last resort and is decision of Kim Vukelja, director.
NAP TIME

We will provide a LIGHTWEIGHT blanket and a nap mat for your child if he/she is a napper.  

All children are encouraged to rest, but not required to sleep. During this time, relaxing music is played, but there will also be proper lighting for those that want to read a book while on their mat. 

Pacifiers and stuffed animals are not to be brought to school.

Conductors (Pre-K) do not take a nap unless a parent requests it or we see that a child needs one. They do however have a short rest time. During this time, a teacher will have them rest their eyes while a story is read. 

Nap time is between 12:45 - 2:15 PM.  Please do not ask us to keep your child up during this time. If we know that you are coming, we will let your child know and he can lie quietly.
                                                     (5)
CLOSING TIME

We ask parents to cooperate and pick their children up before 5:30PM closing time.  A late fee of $1.00 per min. is assessed starting at 5:31PM. This fee is payable immediately by the parent to the staff person required to remain overtime.  If for some reason a parent will be late, please notify the school (This will relax the teacher and the child if they know in advance...late fee still applies)

LUNCH AND SNACKS

Parents are to provide a nutritional boxed lunch each day...Please label everything (containers, thermos, and lunchbox) with your child’s name. Leftovers will be sent home so you will know what you child is eating. If a lunch is forgotten in the morning, please have it at school no later than 11:15AM, which is just before our lunchtime begins.

We request that you please try to get your child a regular size lunchbox. The Florida Department of Children and Families want the children to use their lunchboxes to eat over to define their space. Lunchboxes with bento boxes inside ( to separate foods) , side pockets for water or juice containers, and foods in baggies or plastic containers are all acceptable.  We also will not be able to store lunches in the refrigerator, so please include coolies (or freeze juice boxes) if you pack perishables.

Lunchtime is the most difficult and busiest time of the day. We need your help in order to make it go smoother.  What we mean by this, is to try not to make your child’s lunch child proof.  Send food in easy to open containers or bags, and pre-open straws from juice boxes, string cheese, etc. if needed.  Please DO NOT send in baby bottles. 

We need to request that you not send food that needs to be heated. If 15 children send in food that needs to be heated, we spend the first 20 to 25 minutes using the microwave, while your child waits. (Our lunchtime is only 30 minutes) If you still feel it necessary to send a warm lunch, you can heat soups, noodles, etc. in the morning and put  it in your child’s thermos. 

All of the children are encouraged to eat their healthy food before any snacks. We encourage you to pack your child a healthy lunch including foods from the basic food groups. Handouts with the basic food groups and proper nutrition are on file if you need them. We have food to supplement your child’s lunch as needed for a small fee. PLEASE DO NOT SEND CANDY!!
Morning and afternoon snacks are provided to all children. Please make sure that we are aware of all allergies!  There is a monthly snack menu posted for anyone wishing to see.
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