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Welcome to MMS!
Welcome to Millhopper Montessori School! We are pleased that you are joining us and we know that your contribution will assist us in continuing to offer our students high standards of academics and education.

As an employee of Millhopper Montessori School (MMS), you will want to know what you can expect from us and what we can expect from you.  This Staff Handbook will give you that information by outlining our school’s current benefits, practices, and policies.

You should keep this handbook handy as a guide and a ready reference throughout your employment at Millhopper Montessori School (MMS).  You can always access this handbook in the Faculty Center of the MMS website – www.millhopper.com.  

Purpose of the Staff Handbook
This handbook has been prepared to acquaint you with MMS and to give you a ready reference to answer your questions regarding employment with us.  We intend for this handbook to offer two-way communication: what you can expect from us and what we can expect from you.  However, the contents of this handbook constitute only a summary of the employee benefits, personnel policies, employment regulations, in effect at the time of publication.

This handbook should not be construed as creating any kind of “employment contract”, since Millhopper Montessori School reserves the right to add, change, delete benefits, guidelines and policies as it deems appropriate.

This handbook does not alter the “at will” nature of your employment.  You have the right to terminate your employment at any time, with or without cause or notice, and Millhopper Montessori School has the same right.  Your status as an “at will” employee may not be changed, except in writing, signed by the President of Millhopper Montessori School.

Equal Employment Opportunity

We are committed to providing equal opportunity in all of our employment practices, including selection, hiring, promotion, transfer, and compensation, to all qualified applicants and employees without regard to age, race, religion, color, sex, national origin, marital status, citizenship status, gender identity expression, or sexual orientation, disability or any other protected status in accordance with the requirements of all federal, state and local laws.
No Smoking Policy

In accordance with the Florida law, our school buildings, playground 
and parking area are a no smoking environment 

School Organizational Structure
Area of Responsibility and Who to See

Area of Responsibility




Person to See
Overall management of school safety, policies 


Christina Miller: President

and accreditation; student safety, curriculum 
and policies: parent relations, staff employment, 
affairs and policies; school financial policies
Daily operations of school safety, policies, 


Amilda Clark: Administrator & 

tours and grounds; student admissions, 



Director of Admissions

affairs; parent affairs, staff employment,



Auri Hollinger:
affairs and policies; school finance and



Assistant Director
budgets

Duties include maintaining student records,


Donna Bernal & Leslie Gaskill: 
answering phones, overseeing Sick Bay



Administrative Assistants 

and student medical needs, various clerical 



duties, setting up meetings for the 





President, Administrator, or teachers

Duties include payroll and billing




Geetha Thoguluva Accountant

Duties include head of a class responsible


Lead Teacher 

for its curriculum, activities and progress;

initial line of communication with parent

regarding student

Duties include specific subject area instruction


Co-Teacher & Special Area Teachers

CODE OF ETHICS

of the

AMERICAN MONTESSORI SOCIETY

Adopted by AMS Board of Directors October, 1969.  Expanded June, 1975

As American Montessori Society members, we pledge to conduct ourselves professionally and personally in ways that will reflect our respect for each other and for the children we serve.  We will do whatever is within our talents and capacity to protect the rights of each child to have the freedom and opportunity to develop his full potential.

PRINCIPLE I – Commitment to the Student
In fulfillment of the obligation to the children, the educator:

· Shall encourage independence action in the pursuit of learning.

· Shall protect the opportunity to provide for participation in educational programs without regard to race, sex, color, creed or national origin.

· Shall protect the health and safety of students.

· Shall honor professional commitments, maintain obligations and contracts while never soliciting nor involving students or their parents in schemes for commercial gain.

· Shall keep in confidence information that has been secured in the course of professional service, unless disclosure serves professional purposes or is required by law.

PRINCIPLE II – Commitment to the Public
The Montessori educator shares in the responsibility for the development of policy relating to the extension of educational opportunity for all and for interpreting educational programs and policies to the public in fulfilling these goals, the educator:

· Shall support his/her professional society and not misrepresent its policies in public discussion.  

· Whenever speaking or writing about policies, the educator should take the precaution to distinguish his/her private views from the official position of the society.

· Shall not interfere with nor exploit the rights and responsibilities of colleagues within the teaching profession.

PRINCIPLE III – Commitment to Profession
The Montessori educator makes efforts to raise professional standards and conditions to attract persons worthy of trust to careers in Montessori education.

In fulfilling these goals the educator:

· Shall extend just and equitable treatment to all members of the Montessori education profession.

· Shall represent his own profession qualification with clarity and true intent.

· Shall apply for, accept, offer, recommend, and assign professional positions and responsibilities on the basis of professional preparation and legal qualifications.

· Shall use honest and effective methods of administering his duties, use of time and conducting business.

Section 1:
Introduction

Millhopper Montessori School: Building for the Future

The Millhopper Montessori School, LLC was founded in 1977 and served Early Childhood Preschool and Kindergarten.  The long-range plan set by the President, Christina Miller, was to develop a complete Montessori program beginning with age two and continuing through Middle School.   In 1979, the school moved to a cottage-style building at 4840 NW 23rd Avenue and served Early Childhood through third grade.  In 1989, the new custom-designed school located near Santa Fe Community College was completed serving Early Childhood through Elementary.  In 1990, a cottage classroom was appended to allow for further expansion to serve children as young as two.  In the summer of 1997, the new Elementary/Middle School (the
Stresing-Camp Educational Wing) was built.

The Millhopper Montessori School presently enjoys a spacious facility for its children Toddlers through Middle School.  The Millhopper Montessori mission is to provide a comprehensive education through the Middle School level.
Mission and Description
The mission of Millhopper Montessori School, LLC., is to provide education that is integrative, evolving, and grounded in respect for individual students and their intrinsic motivation to develop their mental, physical, and emotional abilities. This mission is achieved by the Head of School, administrative staff, and faculty team, and reinforced by support from parents. Our distinctive blend of 21st century education practices, family atmosphere, and Montessori philosophy epitomizes “The Millhopper Way.”
Millhopper Montessori School, LLC, is an independent, for-profit Montessori school. MMS operates in accordance with the principles and philosophies of the Florida Council of Independent Schools (FCIS) and the Florida Kindergarten Council (FKC) and is Affiliated with The American Montessori Society.

There is no discrimination in employment regarding race, creed, political affiliation, marital, sexual orientation, gender, or number of dependents. A staff that is representative of both men and women and of varied religious, racial, and cultural backgrounds is encouraged for the good of the students, their parents, and the community, as well as the faculty itself.

Long and Short Term Goals

The Montessori structure at Millhopper Montessori School embraces a state-of-the-art learning environment with its curriculum honoring varying learning styles.  The Millhopper Montessori School, LLC. will build upon its current reputation to continue being a model school.

A Commitment to Quality

The Millhopper Montessori School has enjoyed a reputation of quality and goodwill since 1977.  As the school expands to meet its goals, the commitment to remain a high quality school with a family style atmosphere will hold a top priority.  Tuition prices will be competitive, but at the higher end of the Gainesville’s school spectrum because of the superior quality offered.

The Millhopper Montessori School is based on the Montessori philosophy as well as other methodologies.  It offers an educationally challenging learning environment.  The teaching staff is comprised of teachers holding credentials in Montessori (Pre-school, Elementary and Middle School), Early Childhood Education, and Elementary Education.  The student teacher ratio is approximately 6:1 for Toddlers and 12:1 for Preschool, Kindergarten, Elementary and Middle School students. 
The Outcomes of a Montessori Education XE "Outcomes of a Montessori Education" 
Studies comparing children attending Montessori schools with those enrolled in traditional programs have focused on the following educational outcomes: 
Intrinsic Motivation XE "Intrinsic Motivation" :  Intrinsic motivation is the innate desire that drives the child to engage in an activity for enjoyment and satisfaction.

Ability to Handle External Authority:  The student is able to accept the ground rules established by external authority as appropriate boundaries in his/her interactions within the school community.  These ground rules are internalized, enabling the student to function with or without the presence of the external authority.

Creativity XE "Creativity"  and Originality of Thought:  Students are confident using the knowledge and skills they have acquired to express their own ideas and creativity.  They recognize the value of their own ideas, respect the creative process of others, and are willing to share.  Students find joy and satisfaction in self-expression.

Social Responsibility:  Social responsibility requires the awareness that one's actions impact the welfare of the group and that one cannot attain complete independence and autonomy until one contributes constructively in a group process.  Individuals are able to make a positive contribution to their community and groups within that community.

Academic Preparation XE "Academic Preparation" :  Academic preparation entails providing students with skills that allow them to become independently functioning adults and life-long learners. As students master one level of academic skills they are able to go further and apply themselves to increasingly challenging materials across various academic disciplines.  Students recognize that there is always room to grow in their abilities to read, write, speak, and think clearly and thoughtfully.  Children learn how to learn by doing—experiential learning.  Students are encouraged to explore materials, integrate new concepts, analyze data, and think critically.  Academic skills are essential to learning and knowing, not the aim of learning and knowing.
Autonomy:  The autonomous child is self-directed, composed and morally independent. 

Confidence and Competence:  The confident and competent child perceives himself as being successful, has a realistic understanding of accomplishment and has the ability to learn from his mistakes.  Competence is the capability for success through taking risks, reflection and self-correction.

Spiritual Awareness XE "Spiritual Awareness" :  Spiritual awareness is embodied in the child who is compassionate, empathetic, and sensitive to the natural world and the human condition. 

Section 2:
Employment Opportunities
MMS Staff Accommodations Policy 
It is the policy of this school to afford equal opportunity to all employees, regardless of physical or mental disability.  However, all employees with such disabilities are expected to perform the essential functions of their positions as both defined in their respective job descriptions or as performed on a regular basis as part of their normal responsibilities.  All employees with disabilities are eligible for accommodations per the Americans with Disabilities Act.  Such requests must be made to either the employee’s direct supervisor or made to the human resource officer of the School.  While the School cannot make all requested accommodations, it will work with the employees to define reasonable terms and supply such terms to the employee.  If the employee cannot perform the essential functions with the requested accommodation, the employee may be separated from the School.
Procedure for Hiring Staff
First the President establishes a position and advertises as needs are seen.

The Administrator follows by screening applications.  It is the responsibility of the Administrator to require and check written references for all prospective employees and to make sure the background check, sheriff's check, and fingerprint card are completed and sent in to the appropriate screening facilities.  
The President makes the final selection.
Finally, the Administrator notifies all applicants of their status unless the position is for Administrator in which the President shall notify all applicants of their status.
Staff Positions Defined
Contracted Employees: Staff members who are hired with a contract and have regular pay periods per year are considered contract employees 
Non-contracted Employees: Staff members who are paid by the hour. Time sheets are turned in every two weeks. 
Probationary Period

All employees are hired on a 90 (ninety) probationary period. If an employee is unsuited to the position, s/he may be released during the trial period. The President must approve all absences or use of personal days during this probationary period.
Religious Expression Policy

MMS works diligently to respect the recognized religious beliefs of its entire workforce.  As such, it welcomes any requests for accommodations because of recognized beliefs that do not create an undue hardship on the MMS’s ability to properly fulfill its mission.  An employee merely needs to codify the request for a religious accommodation and present it to the employees’ supervisor or to the Administrator for consideration and corresponding action.  Examples of accommodations include using paid leave or leave without pay, allowing an exception to the dress and appearance code which does not impact safety or uniform requirements, or for other aspects of employment.  

Drug and Alcohol Policy
Millhopper Montessori School will not tolerate alcohol abuse or the use of other intoxicants and mind-altering substances, including illegal drugs.  By virtue of their employment with the School, our employees may be required to submit to drug screens, blood alcohol tests, Breathalyzer tests and medical examinations under the following circumstances:   
· when an employee is hired

· when an employee is suspected of working or reporting to work with intoxicants or mind-altering substances in his or her system

· when an employee suffers an on-the-job injury or is involved in an accident while at work

· when an employee returns to work after a leave of absence of two weeks or more

· on a periodic or random basis  
The presence of 0.04% alcohol or the presence of any other intoxicants or mind-altering substances in the body is a violation of this policy.  Refusal of an employee to undergo testing or to cooperate fully with any of these tests is also a violation of our policy.

Our employees are also prohibited from possessing, using, selling or purchasing any alcoholic beverages or other mind-altering substances on school property or in school vehicles.  Off-premises possession, use, sale or purchase of mind-altering substances and off-premise alcohol abuse may reflect unfavorably on the school’s reputation and is also prohibited. 

This policy does not prohibit the proper use of medication under the direction of a physician.  However, the misuse or abuse of such drugs is prohibited.  Employees who are taking prescription or nonprescription drugs which could affect their ability to perform their job in a safe and efficient manner must notify their immediate supervisor of this fact when they report to work.

In order to protect the safety and property of all employees, the school reserves the right to inspect employees’ work spaces, desks and cabinets as well as motor vehicles and any other personal belongings brought onto school property.  Failure to cooperate with such inspections is a violation of this policy.
Employment Date
The employment date, which determines sick leave, is the date on which the employee reports for duty.  This will usually be the first day of teacher workweek unless the employee is hired during the school year.
Evaluations
Evaluations may be used as a partial basis for continued employment, promotion, salary changes, demotion or dismissal, and for references.  Each employee's evaluation shall be given to the employee with the opportunity to discuss it, and a copy placed in his/her file.  It is the responsibility of the President to evaluate any of the staff. 
Absences
Paid days off may be used as personal leave days.  It is not the intent that these days be used consecutively as personal leave to cause extended absence from the class. Planned days off are discouraged immediately prior to or following a holiday i.e.: Christmas, Spring Break…

Attendance, Holidays, Lateness & Leaves 
The quality of our school and program is dependent upon consistent attendance. Excessive, habitual, and unauthorized absences/tardiness and personal days are disruptive to the care of the children and create an unsafe burden on other staff. Our policy on absenteeism, personal days, and lateness has been designed to maintain the high standards of our program and alleviate any stresses felt by the rest of the school community.  Click here to access the school’s calendar.  
Daily Attendance: Abide by the hours listed in your employment contract. Be present with sufficient time to prepare your class.
Pre-Planning and Post-Planning Week Attendance: Staff is required to commence work before and end work after the children's actual school year so that the classrooms may be annually inventoried, prepared, and cleaned for upcoming use, or stored away for summer non-use. 
Holidays, Teacher Work Days & Flex Days: Holidays, Teacher Work Days, and Flex Days follow the ones listed on the school’s website calendar for students and faculty. 
Special MMS Events Attendance: Special events will be required of employees during the course of the school year.  If possible, we ask that employees not miss any MMS functions put on by the school, regardless of whether they are day or evening events such as, but not limited to PTO meetings, Spirit Week Jamboree, Fall Festival, end of year shows, Alumni Reunions, etc.  Staff involvement is necessary to run special events efficiently, ensure the safety of our students, and set a good example of an involved school community for our parents. Staff members will be given ample notice of special events as to make necessary arrangements as attendance at these events is encouraged.
Teacher Work Afternoon Attendance: Two hours each month (that does not have a teacher work day in it), on a designated afternoon is required by all faculty and staff.  Absence at such work afternoons will require teacher or assistant to make up the hours at the earliest convenient time.  Permission to make up time missed has to be cleared by the administration in advance. A Planned Day Off form, located on the school’s website in the Faculty Center, must be filled out and turned in at the front desk after approval has been given. The teacher work afternoon schedule is posted in both kitchens and on the school’s website. 
Lateness: Being late on a consistent basis will be deducted from personal leave time and may result in disciplinary actions or termination.  
Personal Leave: If at all possible, please give advance notice to the Administration if you are to be out. Consecutive days for non-illness reasons, even if unpaid, are unacceptable unless used for an emergency such as family illness.
A Planned Day Off form must be filled out and turned in at the front desk prior to a staff member taking a day off so that a substitute can be arranged in advance. Turn in lesson plans (if applicable) at that time. 

Taking personal days just before or after a school holiday are unfair to other staff members and the students and cannot be permitted unless the President gives prior approval. An employee calling in sick just before or after a school holiday or their pre-scheduled personal day will be required to submit a physician’s note in order both to return to work and to be paid for the day(s).
Employees may not save accrued sick days to take a vacation when school is open. The school’s calendar allows for adequate vacation time. Absence for illness of more than three days' duration needs a physician's note in order to return to work.  

Professional Development Leave: For certain staff positions, attendance at professional meetings, courses, conferences, and seminars is desirable.  All arrangements must be made with the approval of the President before commitments are made. A Planned Day Off form must be filled out and turned in at the front desk after approval has been given. For additional information, see Professional Development Benefits.
Maternity Leave: An employee may work during pregnancy as long as she is able to fulfill the requirements of her job as evaluated by the President, and the employee's physician. A Planned Day Off form must be filled out and turned in at the front desk.
Sick Day Procedure

If a staff member is ill, s/he will call the Administrator (as early as 5:00 am and as late as 12:00 midnight) at (home) 386-462-9107 or (cell) 352-665-0060 if the Administrator has already left the house.  The staff member will then call, or email, to notify his/her classroom Lead Teacher, Co-Teacher or Assistant that he/she will be out. The Co-Teacher or Assistant Teacher always takes over the duties of the class Lead Teacher in her/his absence. 
If a Special Area Teacher is out, after calling to inform the Administrator, they must call or email to notify the Lead Teacher of the classes that will be missed. They must also include an alternative lesson plan for the substitute to follow.
Lesson plans need to be available for Co-Teachers, Assistant Teachers or Substitutes to use in case the Lead Teacher is out.  
Dating and Fraternization Policy

Non-supervisory employees are permitted to date, develop friendships, and form other consensual personal relationships with one another as long as such relationships do not impact their ability to perform at an exceptional level while at work.  However, any such relationship that adversely affects MMS’s spirit of teamwork, productivity, or overall cohesion will be addressed through corrective or disciplinary action.  Moreover, any unprofessional workplace behavior that occurs because of personal relationships will not be tolerated and will be addressed accordingly.  In contrast, supervisors will not be permitted to engage in dating, sexual, or other intimate personal relationships with employees.  Actual or perceived favoritism, misuse of authority, and unprofessional behavior may result from such relationships.  Any such relationships should be promptly reported to administration for appropriate management. Nothing in this policy is intended to infringe upon employees’ rights to engage in protected concerted activity.
Nepotism policy

The Organization prohibits working relationships between members of the same family in which one such employee has supervisory or managerial authority over the other family member.  Supervisory or managerial authority includes hiring, promotion, salary, performance evaluation and other staffing decisions.  For the purpose of this policy, family member is defined as a spouse, domestic partner, romantic partner, children, parents, siblings, nieces, nephews, grandparents, grandchildren, aunts, uncles, first cousins, and corresponding in-law or step relationships.  If such a relationship is discovered, the Organization will take all necessary measures, including separation of employment, to rectify the violation of this policy.
Distracted Driver policy

Personal Cell Phone or Similar Device Used for Business
Research indicates that phone calling, texting, or emailing using a cell phone or a personal data device while driving is dangerous, and may even approach the equivalent danger of driving while drunk. We recognize that other distractions occur while driving, however, curbing the use of cell phones, and personal data devices during driving, is one way to minimize the risk of accidents. 

Therefore, MMS prohibits employees from using cell phones or personal data devices to text or email while driving either a rented or personal vehicle while transporting students or while in the school’s parking lot.  Cell phone usage while driving students is restricted to usage only when operated in a hands free mode. Further, personal cell phones or personal data devices are restricted in the same manner when driving an MMS rented vehicle or when using a personal vehicle for school business. 

This prohibition of cell phone or similar device use while driving includes receiving or placing calls, text messaging, surfing the Internet, receiving or responding to email, checking for phone messages, or any other purpose related to your employment, MMS, our customers, our vendors, volunteer activities, meetings, or civic responsibilities performed for or attended in the name of Millhopper Montessori School, or any other school related activities not named here while driving. 

All employees are required to stop their vehicle in a safe location to use a cell phone or personal data device. 

Employees who violate this policy will be subject to disciplinary actions, up to and including employment termination.

Malfeasance   

Definition: Malfeasance connotes a serious behavior problem. It has broad interpretations but would indicate a major problem, such as theft, acts in the community of a totally unprofessional nature, unprofessional unethical behavior, drunkenness, a criminal offense, assault on a child at the school or any member of the staff or any persons on the school premises, and so forth. Misappropriation of funds or willful damage to the school's property also warrants dismissal.   Misconduct more minor in degree could warrant dismissal.

Conditions: No dismissal notice shall be required and the employee shall forfeit all privileges.
Employment Reference Prohibition Policy

MMS prohibits leaders and employees alike from providing employment reference information to third parties, including prospective employers.  Any and all solicitations for reference information should be immediately directed to Christina Miller or Amilda Clark for appropriate management.  The human resource office shall only provide a former employee’s position title, dates of employment, and whether such employee is eligible to be rehired absent court mandate or a contractual agreement to the contrary.  Such policy has been designed to protect both employees and MMS from liability.  
Sameness vs. Consistency Policy

MMS strives to ensure fair treatment of all employees.  It is the best interest of MMS to ensure that disciplinary and corrective actions are prompt, consistent and impartial and most importantly, correct the problem, prevent recurrence and prepare the employee for satisfactory service in the future. 

It is important that employees realize that the same infraction committed by different employees holding different positions may, at times, result in different corrective action procedures.  It is the responsibility of our managers and human resource team to review the totality of events, including the tenure, performance record, and previous unrelated infractions of the individual(s) involved to ensure that the corrective action or termination decision is reasonable and appropriate for the offense.  

Here’s an example of why the same corrective action for the same infraction is not appropriate.  Consider three employees that each fall asleep while they are on duty.  One is a Fiscal Assistant, the second is the Receptionist and the third is an employee that is responsible for regularly operating a motor vehicle.  When the Fiscal Assistant is caught sleeping on the job, a verbal warning may be appropriate.  When the Receptionist falls asleep at the front desk, a final written warning may be issued instead because of the role’s public nature.  But falling asleep while operating the Organization vehicle would result in immediate termination, without warning, for the third employee because of the obvious safety concerns.  The circumstances surrounding the infraction determine the appropriate level of discipline more than the infraction itself. 

The goal is to administer corrective actions in a manner that best serves our Organization and results in satisfactory performance.
Incompetence and Disciplinary Procedure
Incompetence shall be measured in terms of such factors as: 
· Inadequacy of the employee's personality for sound relationships with the parents, staff, President, and/or the students. 
· Lack of growth and progress on the job.

· Ineffective classroom management skills.

· Little skill in the performance of duties.

· No understanding or acceptance of the philosophy and purpose of the school.

· Poor professional community relationships.

· Absenteeism and lack of punctuality.
· Disloyalty to the President and school
· Disregard for policy and procedures as outlined in the Staff Handbook, Parent Handbook and other additional policy and procedural guides.
When the work of a staff member shows indications of incompetence, as outlined above, the following disciplinary procedure will be used. The staff member may receive an evaluation of his/her performance in conference, to be followed by a designated opportunity for improvement.  The period for improvement shall be specified at the conference.  If at the end of the period, the President finds the worker incompetent, notice of dismissal shall be given. In the case of disloyalty to the school or to the President, or failure to fulfill job requirements that compromise the safety of the children, dismissal notice will be immediate.  For any of the other reasons listed, dismissal notice shall be two weeks. 
Procurement and Involuntary Separation

The Organization limits the ability to take tangible employment action, including the authority to hire and involuntarily separate employees, to the President and Administrator positions.  No other individual within the Organization is empowered to take such express actions.  

Termination of Employment

The President is responsible for the dismissal of an employee. Employees will be given written notice should dismissal from their position become necessary. Prior to issuing such notice, the matter is discussed between the Administrator and the employee, and s/he is given opportunity to self-improve if performance is an issue.
For Cause: Millhopper Montessori may terminate this agreement at any time without notice to employee, and Millhopper Montessori shall not be obligated to pay employee any compensation beyond the time worked.

Millhopper Montessori shall have the option of terminating employment if a staff member is continually absent for a period of four (4) weeks because of disability or illness.

In all circumstances other than for cause, either the school or the staff member shall have the right to terminate employment upon thirty (30) days’ notice to each other. The school reserves the right to relieve the staff member of his/her duties during the notification period.  

Without Cause: Millhopper Montessori may terminate this agreement at any time and Montessori shall be obligated to pay employee compensation for a fifteen (15) day period.
Employee may terminate this agreement at any time upon thirty (30) working days notice to Millhopper Montessori and Millhopper Montessori shall be obligated to pay employee compensation to the date of termination only.

When a staff or faculty member is dismissed or resigns, all classroom materials furnished by that person must be checked by the President before materials are removed from the classroom 
Resignation
Notice of resignation shall be in writing, delivered in advance of the date of termination by thirty (30) working days.  At the time of the staff member’s leaving, it is expected that the work of the staff member who is leaving be brought up to date so that his or her successor can readily take over.  All records must be completed and on file.  Normally employment is for a full academic school year and no vacancies are expected during the school year.  Employment is based on that assumption.  No letters of recommendation will be given until the end of the school year.

Reorganization and Retrenchment
Definition: Reorganization shall be considered to include any change in the purpose, organization, program or technique of the school, or of one of its departments, which alters the job in question, changes job requirements, eliminates a position, or results in the creation of a newly defined position and provides no suitable place for the person concerned. Retrenchment shall cover the elimination or function in the working schedule of a position, arising from organizational or program changes in the agency necessitated by any reason including insufficiency of funds.

Conditions: It is assumed that the President will give as much notice as possible with a one-month notice for professional and two weeks for full-time hourly employees. In the event of dismissals for these causes, MMS will strive to give first consideration to the dismissed staff member in filling another position when it becomes available for which the worker is qualified, and shall make every effort to assist her in securing another position. Any plan for retrenchment and reorganization shall be discussed and explained to the staff. 
Promotions and Transfers

In keeping with the principle of promotion from within, employees will be given consideration for other positions as they occur and for which they have the appropriate credentials and experience. 

Should it become necessary to cut back on the size of the staff, employees are retained in accordance with the needs of the School, as decided by the administration. Transfers to another class or school location may become a necessary option in order to retain employees.
Employee Benefit Plans

All full-time employees are eligible for …

Health and Dental Insurance Benefits 

All compulsory Federal, State and Local required insurance benefits are provided; employees and employer contribute as required by law.  
Following the 30-day trial period, Health insurance and Dental Insurance will be available to full time employees – fifty percent (50%) will be paid by MMS the rest is the responsibility of the employee.

Employees may elect to participate in the health care program to which the school participates. The premium is a shared financial contribution, should the employee both be eligible and choose this benefit.

Disability Insurance Benefittc "DISABILITY INSURANCE " \l 2
Millhopper Montessori School encourages employees to enroll in a disability insurance program, such as Aflac.  This is an excellent program that provides income to you in the event of sickness or an accident prevents you from working.  You may obtain additional information about the program through the Administrator.  

Consolidated Omnibus Budget Reconciliation Act (COBRA) tc "CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT (COBRA) " \l 2
On April 7, 1986, a federal law was enacted (Public Law 99-272, Title X) requiring that most employers sponsoring group health plans offer employees and their families the opportunity for a temporary extension of health coverage (called “continuation coverage”) at group rates in certain instances where coverage under the plan would otherwise end.  This notice is intended to inform you, in a summary fashion, of your rights and obligations under the continuation coverage provisions of the law.

If you are an employee of the School, covered by the School’s medical insurance plan, you have the right to choose continuation coverage if you lose your group health coverage because of a reduction in your hours of employment or the termination of your employment (for reasons other than gross misconduct on your part).  Your eligible dependents may also have the right to elect and pay for continuation coverage for a temporary period in certain circumstances where their coverage under the Plan would otherwise end.  If you have any questions concerning your rights under COBRA, please contact the Plan Administrator for details.

Social Security Insurance Benefit tc "SOCIAL SECURITY INSURANCE " \l 2
Each pay period, the school deducts a percentage of your pay, matches it with an equal amount of the school’s money, and sends it to the government to be deposited in your Social Security account.  If you are not familiar with the retirement and disability benefits provided under Social Security, check with the school’s Accountant or your local Social Security office for a more complete explanation.
401K Benefits

For full time employees, MMS will contribute two percent (2%) of the employee’s salary amount to a 401K program.  
Personal Leave Benefits

The number of personal leave days is based upon each employee’s contract.  For staff members on contract, sick leave is considered a personal leave day.  There are no additional paid days, vacation or otherwise, other than those listed as school closure days in the school calendar. Paid personal leave days are not carried over to the summer or the next contracted period. Missed hours during the regularly contracted workday cannot be made up by coming in early or working late unless pre-arranged and approved by the President. See Attendance, Holidays, Lateness & Leaves for additional information. 
Bereavement Leave

Employee’s with contracted personal leave days are eligible to receive one paid day bereavement leave in the event they miss a regularly scheduled work day due to the death or funeral of a member of the employee’s immediate family.  Your immediate family includes your spouse, children, stepchildren, parents, grandparents, grandchildren, brother or sister, your spouse’s parents, domestic partner, and any other relative residing in the same household.

A contracted employee who is notified of a death in his or her immediate family while at work will be paid for the remainder of the scheduled hours of that day if s/he leaves early and one work day for the funeral.  All time off in connection with the death of one of the above-listed individuals should be scheduled with the Administrator.
Professional Development Benefits
For the highest sense of professionalism, as well as awareness and integration of academic “best practices” professional development/continuing education opportunities are available to certain staff positions.  Text-based resources and training publications, webinars, online classes or training opportunities may be available for certain staff positions. Lead Teachers, Co-teachers and some Special Area Teacher positions may attend “off-site” conferences, workshops, and in-services with certain professional development-related expenses being paid.  Please see administration for additional information.
Civic Duties Benefitstc "CIVIC DUTIES " \l 2
We encourage each of our staff members to accept his or her civic responsibilities.  As a good corporate citizen, we are pleased to assist you in the performance of your civic duties.

Jury Duty:  If you are called to jury duty, please notify the Administrator immediately so we can plan your absences with as little disruption as possible. Employees who are released from jury service before the end of their regularly scheduled work day or who are not asked to serve on a jury panel are expected to call the Administrator as soon as possible and report to work if requested.

Voting: We want every staff member to have the opportunity to vote in every election.  Generally, there will be sufficient time to vote either before or after your work day.  However, if you foresee a problem getting to the polls, please inform the Administrator so that arrangements can be made.
Pay Period
Pay periods occur twice monthly on the 15th and the last day of the month for all employees. If the payday of the month falls on a holiday or weekend, checks will be issued on the following Monday.  All checks are direct deposited into employees’ accounts. A voided check must be submitted before employment for the direct deposit payment method. Payroll checks cannot be paid in advance of these terms.  
Withholding exemption certificates are required and will be prepared by the staff member before receiving the first paycheck. It is your responsibility to notify the office of any exemption changes, marital changes, or change of address.
Computing Day’s Pay Rate

Using the basis of the number of school days school days for Early Childhood and for Elementary/Middle School, the daily rate is computed by the number of working days of the yearly salary.
Overtime

Millhopper Montessori School acknowledges and commends staff members who work above and beyond their work day schedule. Unfortunately, MMS is not able to pay staff members for hours worked beyond their normal work day schedule.
Meal/Rest Periods

Employees who work an eight hour day are entitled to a half-hour meal period. Employees who work a six hour day are not eligible for a meal period and will instead have a discretionary fifteen-minute rest period.  Employees who work a four-hour day are not eligible for a meal or rest period.  Lead teachers are given a one hour meal period.  Every other week, on a specific day, lead teacher meetings takes place during lunch hour and lunch is provided by the school. Regardless of staff meal/rest periods, supervision of the students is not to be compromised and staff/student ratios must always be observed.
Salary

Salaries are set according to an employee's educational preparation, professional credentials and licenses, teaching experience, with due consideration given to their current performance. Any discussion regarding salaries should be held solely with the President.

Early Childhood Lead Teacher
· Lead teacher with BA or BS degree or higher and Montessori 3-6 certification: Starting salary $25,000 (depending on experience) and capping at $31,000
· Lead teacher with a BA or BS degree or higher and in the process of obtaining the Montessori certification: Starting salary $23,000 (depending on experience) - then turning into scenario A (above) when credential is obtained. 
Elementary/Middle School Lead Teacher
· Lead teacher with BA or BS degree or higher and Montessori elementary or middle school certification: Starting salary $27,000 (depending on experience) to cap off at $36,000.
· Lead teacher with BA or BS degree or higher and in the process of obtaining the Montessori certification: Starting salary $24,000 (depending on experience) then turning into scenario A (above) when credential is obtained.
Co-Teacher & Assistant Teacher
· Assistant teacher with BA degree or higher and Montessori certification: $10.00 per hour start
· Assistant teacher with BA degree or higher and in the process of obtaining a Montessori certification: $9.50 per hour start
· Assistant teacher with a Montessori certification, but without a BA degree or higher: $9.00 per hour start
· Assistant teacher with BA degree or higher: $9.00 per hour start
· Assistant teacher without BA degree or higher and in the process of obtaining a Montessori certification: $9.00 per hour start *Would turn into scenario C (above) when credential is obtained
· Assistant teacher without BA degree or higher and without a Montessori certification: $8.50 per hour start
Specialty Area Teachers & Support Staff

$9.00 per hour start
Substitutes
With a degree $10.00 per hour 
Without a degree $9.50 per hour
Interns

Millhopper Montessori School welcomes interns.  The intern must be professional and responsible and follow the guidelines of any staff member. The pay scale for interns is the same as part time staff members if the intern is taking a needed position on the staff.  If the intern is extra to the Lead teacher and the Assistant teacher then there is no salary.

Raises 
Raises take effect the beginning of a new school year and can be dependent on one or more the following variables:

· Favorable performance according to evaluation.

· Attainment of Montessori certification, higher degree or specialization certification.
· School budget restrictions when enrollment is not full.
· Tuition increases towards cost-of-living raises up to salary caps.

· Salary caps increase every few years.

Safe Harbor Provision 
It is our policy to comply with the salary basis requirements of all existing wage laws. Therefore, we prohibit all organizational leadership from making any improper deductions from employees who are not eligible for overtime.  ‘If you believe that an improper deduction has been made to your salary, you should immediately report this information to the Administrator or the school Accountant.  Reports of improper deductions will be promptly investigated. If it is determined that an improper deduction has occurred, you will be promptly reimbursed for any improper deduction made.
Employee Grievances
It is never professional to discuss professional grievances with other staff members.  The appropriate course of action is to discuss your concerns with the President or Administrator.
The procedure for consideration and adjustment of grievances of any employee shall be as follows:
· The staff member must attempt to work out issues with the individuals involved. 
· If failing to reach settlement in the situation, the staff member will bring the grievance to the President or Administrator.
· If the staff member has an issue that Administration cannot assist with and it is related to work issues, a letter must be written to the President.
Non Harassment 
Millhopper Montessori School does not and will not tolerate any type of harassment of our employees, applicants, or customers.  The term “harassment” includes, but is not limited to, slurs, jokes, and other verbal, graphic or physical conduct relating to an individual’s race, color, sex (including same-sex sexual harassment), religion, national origin, citizenship, age, genetic information, gender identity or expression, or sexual orientation, or disability.  “Harassment” also includes sexual advances, requests for sexual favors, offensive touching, and other verbal, graphic, physical conduct, or electronic communications (e-mail) of a sexual nature involving either members of the opposite or the same sex.

If you feel that you are being harassed in any way by a coworker, a parent or a vendor, you should notify the President and/or Administrator immediately.  The matter will be thoroughly investigated and where appropriate disciplinary action will be taken.

The President and Administrative staff are also covered by this policy and are prohibited from engaging in any form of harassing conduct.  Further, no supervisor or other member of management has the authority to suggest to any employee or applicant that the individual’s employment, continued employment, or future advancement will be affected in any way by the individual’s entering into (or refusing to enter into) any form of personal relationship with the supervisor or member of management.  Such conduct is a direct violation of this policy.

Any person who feels that he or she is being harassed or discriminated against must immediately report the offensive conduct to the Administrator.  You will not be penalized in any way for reporting such improper conduct.
Please do not assume that the School is aware of your problem.  Bring your complaints and concerns to our attention so that we can resolve them.
Sexual and Domestic Violence Policy 
Millhopper Montessori School is committed to promoting the autonomy, safety and health of our employees, and to providing leadership on the impact of domestic and sexual violence on staff, and in the workplace.  The purpose of this policy is to detail the support available to staff who are victims of domestic or sexual violence, and to detail the disciplinary consequences to staff members who commit, threaten, or have been held legally responsible for committing acts of domestic or sexual violence.

1. It is the policy of Millhopper Montessori School to provide available support and assistance to employees who are experiencing domestic or sexual violence. This support includes: 
Confidential means for coming forward for help, resource and referral information, additional security at the workplace, work schedule adjustments, and leave necessary to address the impact of the domestic or sexual violence, as detailed in Paragraph 3. Written resource and referral information shall be available in languages understood by all employees. Other appropriate assistance will be provided based on individual need. 

2. Confidentiality: In all responses to domestic and sexual violence, Millhopper Montessori School will respect the confidentiality and autonomy of the adult experiencing domestic violence to direct his or her own life, in accordance with Millhopper Montessori School policy and Florida law, which mandates reporting for certain populations.  All information relating to leave taken under this policy will be kept confidential.

3.  Leave Options for Employees Who Are Experiencing Domestic or Sexual Violence:

A.   Any employee may take up to 24 hours of paid leave from work in any 12-month period if the employee, or a family or household member of the employee, is the victim of domestic or sexual violence, for the purpose of:

i. seeking an injunction for protection against domestic violence, repeat violence, dating violence, or sexual violence;

ii. obtaining medical care or mental health counseling, or both for the employee or a family or household member to address physical or psychological injuries resulting from the domestic or sexual violence;

iii. obtaining services from any victim-services organization;

iv. making the employee’s home secure from the perpetrator of the domestic or sexual violence, or seeking new housing;

v.  seeking legal assistance in addressing issues arising from the act of domestic or sexual violence, or attending and preparing for court-related proceedings arising from the act of domestic or sexual violence.

B.    The employee seeking leave under this paragraph should follow ordinary procedures for leave requests, or, in instances where a request in advance is either impracticable or unsafe, the employee should call her supervisor as soon as possible to inform the supervisor regarding the reason for her absence.   Employees are not required to exhaust accrued leave time in advance of seeking leave under this paragraph.
C.    Requests for additional hours of leave, or for other purposes than those recited above, will be considered on an individual basis on consultation with the employee, her/his supervisor, the Administrator, and the President.  Additional hours of leave, beyond the 24 hours of paid leave authorized above, may be taken as unpaid leave or as accrued PTO leave. 

D.   The employee, supervisor, Administrator, and the President are encouraged to explore whether any other paid options can be arranged, including schedule accommodations, which will help the employee cope with a domestic or sexual violence situation without having to take a unpaid leave. 

4.  Procedures for Employees with Performance Issues Related to Domestic Violence

A. Millhopper Montessori School recognizes that people experiencing domestic or sexual violence may have performance or conduct problems such as repeated absences from work, or inability to concentrate on work tasks, as a result of abuse. When an employee subject to disciplinary procedures (as outlined in Incompetence and Disciplinary Procedure section of the Staff Handbook) discloses that the job performance or conduct problem is caused by domestic or sexual violence, a referral for appropriate assistance should be offered to the employee.

B. The supervisor, in collaboration with the employee and President, should allow a reasonable time for the employee to obtain assistance regarding the domestic or sexual violence.
5. Disciplinary Procedures for Employees Who Commit Acts or Threats of Violence
A. Millhopper Montessori School is committed to a workplace in which the perpetration of domestic or sexual violence is neither tolerated nor excused. Any physical assault or threat made by an employee while on Millhopper Montessori School premises, during work hours, or at a Millhopper Montessori School sponsored event is a serious violation of Millhopper Montessori School policy. This policy applies not only to acts against other employees, but to acts against all other persons, including intimate partners. Employees found to have violated this policy will be subject to disciplinary action, up to and including discharge. 

B.  Employees who are convicted of a crime as a result of domestic or sexual violence, or who are subject to a Domestic Violence, Dating Violence, Sexual Violence, or Repeat Violence injunction, may be subject to disciplinary action, up to and including discharge, depending on the circumstances.

C.  Millhopper Montessori School understands that there is the possibility of wrongful conviction of assault in the case of victims of domestic violence, who act in self-defense.  Millhopper Montessori School will consider the context of the conviction before deciding on disciplinary action or discharge.
Social Events within the Workplace 
Our culture seeks to be inclusive and permit all employees to participate in any and all social gatherings that occur within the workplace.  Events such as birthday parties, retirement celebrations, and other like events represent opportunities to fellowship and further develop the culture of the School.  As such, no employee is allowed to initiate or organize a social gathering or function without inviting all employees to attend.  Simultaneously, no employee should ever feel pressured to participate in such an activity and simply needs to express his or her lack of interest in such participation to those organizing such an event.
Summer Camp Employment
MMS Summer Camp offers our students and those in the community an enriching and exciting experience for Preschool – Middle School students.  It offers a summer childcare schedule for parents who work year around and allows parents interested in enrolling their child in the school observe the program.  For students new to the school, it is a good introduction and orientation. Lastly, it helps the school maintain the financial overhead of the school.

Summer camp staff is paid on an hourly basis.  It is not required that school-year staff work the summer schedule.  Summer employment salaries do not follow the same guidelines as yearly salaries.
If a staff member is interested in teaching a summer camp program, please see the Administrator. 
Summer camp will be held in one or more of the classrooms.   The decision for the classroom chosen will be based on the criteria of the best room for the camp, decided by the President.
Open Office Environment Policy
Common courtesy and respect will go a long way in ensuring a productive environment in our workspace.  To assist toward the goal of helping each of you be as productive as possible, we are providing the following guidelines:  

Minimize hallway conversations
While it can be convenient and productive to have a quick work conversation in the hallway with a coworker, these conversations can be very distracting to other employees working in close proximity.  Be mindful of the potential for disruption and step to a convenient conference room or to a general corridor away from other workers to have the conversation.  

Limit noises
Keep the sounds coming from your workspace to a minimum. This means using earbuds when listening to music, picking up the phone after one or two rings, tuning the ring volume on your phone to a low setting, and avoiding screensaver sound effects.  When away from your workspace, set your office phone to take voice messages and if you leave your cellphone behind when you leave your workspace, set it to vibrate.  Be aware of your personal voice volume level. Speak only loud enough to be heard by the intended audience when talking on the telephone or to your coworkers.  Those around you may be able to hear you, even when you are not thinking about it. 

No confidential meetings
Avoid discussing personal and/or confidential matters at your workspace.  Whether you’re on the telephone or having a discussion with a coworker, your conversation may easily be overheard by others.  Move to a conference room or step outside to discuss personal or confidential matters.

Be considerate of sensitivities to aromas

The sense of smell is one of the most powerful senses we possess. What smells good to one person, may not be enjoyed by another.  Be careful of the smells you bring to the office. Be judicious in the use of cologne/perfume.  Do not bring strong scented oils or room deodorizers to the workplace.  Avoid eating strong-smelling food in your workspace as well. 

Decorate with taste

You need to use good judgment when decorating your workspace.  Avoid things that are controversial. This includes things that are political, spiritual, sensual, or cultural. Your office décor should be in good taste without offending others. 

Respect other's privacy

Be respectful of your coworkers.  Avoid peeking into another workspace or listening in on other's conversations.  Resist the temptation to chime in on other's conversations or join them uninvited.  Give others the same respect that you want.
Section 3:
Staff Professionalism
Staff Preparation

All staff members must be familiar with the policies and procedures of the Staff Handbook, Parent Handbook and other additional policy and procedural guides.

It is never professional to discuss professional grievances with other staff members.  The appropriate course of action is to discuss your concerns with the President or Administrator.

All staff members are expected to arrive to school on time and in a positive frame of mind. It is important that staff members remain calm and in control of emotions and voice. Always use good choice of words - weigh it before saying something.  Do not raise your voice with threats. Be aware of your body language.  

All staff members are responsible for being well prepared and organized for their staff position.  When student lessons, student management and the environment are well organized, this will help to keep the workload from becoming overwhelming.  Staff members should remain flexible and able to adjust to situations that may arise during the school day.

Staff members are encouraged to keep both mentally and physically healthy. Allow for plenty of sleep so that you are alert and focused while at school.  Regular exercise and healthy nutrition will help staff members maintain optimum job performance.
All staff members are expected to model the use of correct English for the students and be able to use English properly in correspondence with parents.  

Do not discuss your own political or religious opinions during class discussion or with children at any time.

Remember to smile, laugh and enjoy what you do.
Dress Code
Dress code must be followed at all times, including teacher work weeks and teacher work days, unless special exemption is given by the President. If you are unsure about any part of the dress code, please see the Administrator.  If you are interested in ordering a school logo shirt, please ask the front office for more information.  
Accessories: 
Jewelry should be worn that is appropriate for the school environment.  Body piercing should be limited to only ears. Any other body piercing should be either covered or removed while at work. Accessories should neither detract from appropriate school attire nor be a safety risk to yourself or others. 

Grooming: 
All staff must maintain a clean and groomed appearance while at school.  Hairstyles, hair color, make-up, facial hair, and other appearance-related items should present a neat and professional style. Personal hygiene products, such as deodorant, must be used. 

Special Conditions: 
Certain special circumstances, such as field trips, garden days, special jeans days, etc, may warrant relaxing specific dress code requirements and expectations.  These circumstances are at the discretion of the President. 

Undergarments: 
Appropriate undergarments should be worn at all times and not be visible under clothing or showing above or below clothing lines. 
Shirts: 
Dress shirts/blouses, casual shirts, long-sleeved or short sleeved, button-down shirts, collard polo-shirts, and casual shirts are acceptable attire for school. All shirts must have at least a one-inch strap and covers undergarments. All shirts must be an appropriate hem length that does not expose undergarments or midriffs.  All shirts should allow for natural movement for the staff position that applies to you. Shirts that expose cleavage when bending forward are not appropriate for school.  Ties are acceptable but not required. Suit jackets are acceptable but not required.  

Inappropriate shirts include advertisements, inappropriate/suggestive wording or images, halter-tops, undershirts, strapless tops, wrinkled, have holes, or stains. 

Pants: 
Long pants/slacks, professional looking Capri’s are acceptable attire for school.  All pants should allow for natural movement for the staff position that applies to you.  All pants waist length should be long enough so that undergarments do not show when either standing or sitting and fit appropriately.  

Inappropriate pants include any that are too tight as to constrict movement, too loose as to show undergarments, wrinkled, frayed, stained, patched, have holes, pajama pants, sweatpants, exercise pants, or shorts.  Leggings are not considered pants and are only appropriate if worn under a dress or skirt.  Jeans are not to be worn unless under special conditions such as gardening day - the day before a GATOR game, a sports shirt might be worn, jeans are not to be worn.
PE staff may wear shorts that are appropriate for school and their staff position. 
After School staff may wear capris or a similar style which is no shorter than knee length and that are appropriate for school and their staff position. 

Skirts and Dresses: 
Casual skirts and dresses should be a length at which you can sit comfortably and appropriately in the staff position that applies to you. Mini-skirts that ride up are inappropriate for the work place.  Dresses that expose cleavage are not appropriate.

Inappropriate attire for school includes halter-tops, wrinkled shirts, midriff-exposing shirts or strapless shirts.  

Footwear: 
Dress flats, dress shoes, loafers, walking shoes, ankle-strapped sandals, walking shoes, heels/wedges, and boots are appropriate footwear for school.  Closed-toes shoes are highly recommended.  Heels/wedges and boot height must be of a tasteful, professional-looking height.  All shoes must be in good repair and clean.  All shoe choices must allow for natural movement for the staff position that applies to you. 

Closed-toes shoes are highly recommended.  All shoes must be in good repair and clean.  All shoe choices must allow for natural movement for the staff position that applies to you. 

*PE staff may wear athletic shoes that are appropriate for school and their staff position. 

Inappropriate footwear includes: athletic footwear (except under special conditions), flip-flops, non-strapped sandals, Crocs-style shoes, house slippers.

Tattoo Policy

Employees may not have any lewd or offensive indelible marks or figures (tattoos) visible on any exposed part of                        the body while wearing the prescribed dress code or uniform.  Tattoos or brands that are extremist, indecent, sexist or racist are   prohibited, regardless of location on the body. Extremist tattoos or brands are those affiliated with, depicting or symbolizing   extremist philosophies, organizations, or activities; those which advocate racial, gender or ethnic hatred or intolerance; advocate, create or engage in illegal discrimination based on race, color, gender, ethnicity, sexual orientation, religion or national origin; or advocate violence or other unlawful means of depriving individual rights under the U.S. Constitution or federal and state law.  Indecent tattoos or brands are those that are grossly offensive to modesty, decency or propriety; shock the moral sense because of their vulgar, filthy or disgusting nature, or tendency to insight lustful thought; or tend reasonably to corrupt morals or incite libidinous thoughts.  Sexist tattoos or brands are those that advocate a philosophy that degrades or demeans a person based on gender, but that may not meet the same definition of “indecent.”  Racist tattoos or brands are those that advocate a philosophy that degrades or demeans a person based on race, ethnicity or national origin.
Conflict of Interest tc "Conflict of Interest " \l 3
It is our policy to forbid staff members to deal in any other business which competes with our Organization.  If you think that there is a possibility that you may have a conflict in this regard, it is your responsibility to notify the President.
Outside Employment tc "OUTSIDE EMPLOYMENT " \l 2
There have been times when most of us have had the opportunity or the need to have two jobs at one time.  However, the school’s main priority is to maintain the highest level of academics, instructional time, and/or supervision of our students, thus it is important that other employment and outside interests do not interfere in any way with your job at Millhopper Montessori School.  If you do hold a second job, we expect that you will be careful that extra hours of work do not affect your performance here.

If your second job could create a potential conflict of interest, for example, working for a competitor, you are expected to discuss the matter with the President.
Staff Attending College During Employment
We believe in and support staff member who are continuing their education. We will try to work around your college class schedule but the school’s main priority is to maintain the highest level of academics, instructional time, and/or supervision of our students. We expect that you will be careful in taking a course load that will not affect your performance here. If college holidays (such as Winter and Spring Break) do not coincide with school holidays, staff members are expected to follow the school work calendar. 
Damage to Property 

We have made a tremendous investment in our campus and equipment in order to better serve our students and to make staff’s job easier.  Deliberate or careless damage to the school’s property will not be tolerated.

Fighting, Threats, and Weapons

Fighting, threats made by staff members or weapons on campus are never allowed.  Nor can we allow the possession of weapons of any kind on the school premises. All three may result in immediate loss of employment.
Fraud, Dishonesty and False Statements

Falsification of any application, medical history record, invoice, paperwork, time record, or any other document is strictly prohibited.  If you observe any such violations, please report them to the President or Administrator immediately.

Safety

We are committed to providing a safe environment for our students and staff in which to work, and we have established safety guidelines (see Emergency Action Plan) to ensure that everyone understands the importance of safety.  Millhopper Montessori School requires each of us to exercise good judgment and common sense in our day-to-day work.  

Substance Abuse

Substance abuse is not tolerated at Millhopper Montessori School.  Our Drug and Alcohol Policy, which is set forth in detail in this handbook, explains our position and policy regarding alcohol and drug use as well as the use of other intoxicants and mind-altering substances.
Theft

We do not tolerate theft in any form.  In order to protect you, your co-workers, our students and parents, and the school, we reserve the right to inspect all lockers, desks, tool boxes, purses, briefcases, packages, vehicles and any other personal property which is brought onto school property.  If you wish to remove any school property you must obtain permission in advance the President or Administrator.
Unlawful Activity
No staff member may engage in any unlawful activity either on or off the job as this can adversely affect the school’s reputation.

Violation of any of these rules may lead to discipline, up to and including immediate discharge.  Obviously, this list is not all inclusive and there may be other circumstances for which employees may be disciplined, up to and including immediate discharge.  If you have any questions about these basics, or what we expect of you as one of our employees, please discuss them with the President or Administrator.
Staff Correspondence 
Staff members are assigned a mailbox that is located in the West Building kitchen.  It is the responsibility of staff members to check their mailbox on a daily basis.  

All staff members are assigned a school email account.  It is the responsibility of each staff member to be able to login to their email account and receive and send email messages from their account.  If a staff member is not able to access his or her email account or requires training on how to use their email account, please see the Administrator as soon as possible.  Please see the Staff Technology Responsible Use Policy for policies related to staff email.
In order for the school to increase efficiency and cut down on paper usage and copier expenses, we will be transitioning to staff correspondence and school-related information distribution through electronic means, such as email, online school calendars, the MMS website, collaborative document sharing, etc. If a staff member feels that they need training in order to access and utilize these correspondence methods, please see the Administrator.
Educational, Driving, Criminal, And Employment Background Screening During Employment policy
MMS must be able to employ individuals that are trustworthy and able to properly interact with key organizational partners.  Employees agree, by signing the acknowledgment provision verifying agreement to this handbook, that MMS may conduct occasional criminal, employment, driving and educational backgrounds on employees as it deems necessary to conduct its operation in a profitable and legal manner.  The Organization reserves the right to take any and all action it deems necessary to act upon the results of such ongoing screening.  

Faculty Center 

All forms included in this handbook are located in the Faculty Center of the School’s website.  The Faculty Center link is located at the bottom of the website’s home page.

Electronic Devices and Cell Phone Use at School
Millhopper Montessori School encourages staff members to use technology, including cell phones, to improve efficiency and safety. The School expects all employees to use such devices in a responsible manner that does not interfere with the employee's job duties.
Appropriate cell phone usage at School includes keeping phones silenced, utilizing vibrate mode instead.  If it is necessary to make or receive a call, please do so during break or planning times, as long as planning time is not compromised. 
Supervision of students is a priority at Millhopper Montessori School, and employees who are responsible for supervising students must concentrate on that task at all times. Employees shall not use a cell phone when they are responsible for supervising students unless any of the following conditions occurs:

· There is an emergency.

· The use is necessary to the performance of an employment-related duty at that particular time and cannot be avoided.

· The employee has received specific and direct permission from Administration. 


Even when these conditions exist, the staff member is responsible for obtaining assistance in adequately supervising students during the approved use so that students are supervised at all times.
Staff Parking 
All staff members are to park in the teacher parking lot located on the east side of the property If there are no parking spaces available in the lot, please park on the grass strips but not on the grass right next to the grounds shed. If there are no spaces available in the teacher lot or grass strip, then park in the main lot.

On certain occasions, staff will be required to park in the back of the school.  The Administrator will inform staff when it is be necessary to park in the back lot. Otherwise, if it is necessary for a staff member to park in the back s/he must inform the Administrator first. 

Access to the back lot is through the Northridge Subdivision neighborhood.  It is very important that staff members adhere to the posted speed limit and be mindful of residents walking in the neighborhood. 
Please refer to the section Front Gate Bar Code System for information about access the campus.
Chewing Gum

Chewing gum is strictly prohibited on MMS property.

Staff Use of the Kitchen

Kitchens in both the East building and West building are available for staff use for meals, rest periods, workspace, class cooking projects, etc.  
It is the responsibility of all those using the kitchens for meals, coffee, workspace, cooking projects, etc to clean up after themselves and ensure the general cleanliness, organization, upkeep and restocking of regularly used kitchen supplies.   
Students, even children of staff members, should not be in the kitchen during staff meal times. 
Using the kitchens as a workspace is permissible but should be removed during staff meal times.
For class cooking projects, students are not allowed in the kitchen without supervision and only in small groups. If possible, schedule cooking projects so that all prep work can take place in the classroom with only cooking happening in the kitchen. “Cooking” refers to the staff member operating the stove or oven and the students observing.  It is the responsibility of the class using the kitchen for a cooking project to make sure that the kitchen is cleaned upon completion.
There are usually students and parents within hearing distance of either kitchen and it is inappropriate and unprofessional to discuss student concerns or personal and professional grievances with other staff members.  
Tutoring MMS Students

On campus tutoring is considered an After School Studio.  If a staff member is interested in tutoring students at school, please see the Administration about setting up that studio.

If a parent approaches a staff member about private tutoring while at school, After School Studio policy applies.  For tutoring to be effective, it is important that the tutor and the child’s teacher are able to communicate with each other about the child’s academic needs and set up a plan to best meet those needs.  If a staff member is tutoring an MMS student on or off campus, please inform the Administrator and Lead Teacher so that conflicting assessments of a teaching method, student’s work, or ability level between the tutor and school can be avoided.

Children of Staff Members 

All students, regardless of whether they are children of staff members or not, should be treated with the same amount of respect and kindness. Staff members showing preferential treatment to one student over others is prohibited.

Employee’s children are to attend the morning school and after school programs during class preparation time and may not be in their parent’s class unless they are ill or approved by the President on a by-case basis.  They will remain in the after school program until the parent checks them out upon leaving.

All children of staff members will conduct themselves as expected of all children enrolled this includes dress code, heating/cooling lunches and all other rules that apply to other students.

Contract hours will not be re-arranged to accommodate the demands of an employee’s child.

Babysitting Children of MMS Parents

Due to the conflict of interest that is created when staff members babysit a child(ren) of a parent at the school, babysitting children of parents from MMS is not allowed.
One example of a conflict of interest occurs when a parent is paying the staff member and feels that they can pressure the staff member for school information that is more appropriate for the child's lead teacher or administration to answer.  

Babysitting of staff member's children by other staff members is allowed since the relationship is that of a co-worker and does not cause a conflict of interest.
Non-Employee Solicitation and Distribution Policy

The School does not permit solicitation or distribution by non-employees at any time on the School’s premises.  Additionally, the School prohibits solicitation and distribution by any employee or non-employee during work time.  This includes all types of distribution and solicitation such as requests for charitable giving, endorsement of political campaigns, the sale of goods for the benefit of children or partners, and all other similar behaviors.  Employees violating such expectation may be disciplined or even terminated.
Consensual Romantic Relationships

The Organization prohibits romantic or sexual relationships between a management or other supervisory employee and his or her staff (an employee who reports directly or indirectly to that person) because such relationships tend to create compromising conflicts of interest or the appearance of such conflicts. In addition, such a relationship may give rise to the perception by others that there is favoritism or bias in employment decisions affecting the staff employee. Moreover, given the uneven balance of power within such relationships, consent by the staff member is suspect and may be viewed by others or, at a later date, by the staff member him/herself as having been given as the result of coercion or intimidation. The atmosphere created by such appearances of bias, favoritism, intimidation or coercion or exploitation undermines the spirit of trust and mutual respect that is essential to a healthy work environment.

Additionally, the Organization discourages romantic or sexual relationships between all employees. Such relationships can complicate working associations with other employees, limit an employee’s eligibility for transfer or promotion and personal conflicts from outside the work environment can be carried over into day- to-day working relationships. Employees in a close personal relationship should refrain from public workplace displays of affection or excessive personal conversation.

If any supervisory or management employee enters into a consensual relationship that is romantic or sexual in nature with a member of his or her staff (an employee who reports directly or indirectly to him or her), or if one of the parties is in a supervisory capacity in the same department in which the other party works, the parties must notify the manager. Although the parties may feel that what they do during non-working hours is their business and not the business of the office, because of potential issues regarding "quid pro quo" harassment, this is a mandatory requirement. This requirement does not apply to employees who do not work in the same department or parties who do not supervise or otherwise have management responsibilities over others.

Once the relationship is made known to the Organization, the Organization will review the situation in light of all the facts (reporting relationship between the parties, effect on co-workers, job titles of the parties, etc.) and will determine whether one or both parties need to be moved to another job or department. That decision will be based on which move will be least disruptive to the organization as a whole.

If it is determined that one or both parties must be moved, but no other jobs are available for either party, one or both parties may be terminated.

This policy applies to all employees without regard to the gender of the individuals involved.
Violation of Local, State and/or Federal Laws

And Self-Reporting of Arrests and Convictions Policy

Anyone known to be violating a local, state, and/or federal law on Organization property or at a school supported function will be subject to referral for prosecution to the appropriate law enforcement agency.

All employees are required to self-report the following information to their immediate supervisor within forty-eight (48) hours:

a)
any arrests/charges that are considered a felony

b)
any conviction, finding of guilt, withholding of adjudication, commitment to a pretrial diversion program, or entering of a plea of guilty or Nolo Contendere for any criminal offense other than a minor traffic violation.

For purposes of this policy a minor traffic violation is defined as a non-criminal violation that may require community service hours but is not punishable by incarceration and for which there is no right to trial by jury. Criminal traffic violations, including driving under the influence of alcohol and/or drugs, are not minor and must be reported.

Any employee in violation of the reporting requirements of this policy may be subject to disciplinary action up to or including dismissal.
Workplace Injuries

MMS strives to provide a workplace that is free from any known health or injury hazards. Employees can assist us by bringing forward any health or safety concerns. Employees may speak with their supervisor or our Human Resources Department about any issues related to safety without fear of reprisal or retaliation. Employees may also receive periodic training on workplace safety and responsible handling of hazardous substances.

If an employee sustains a job-related injury or illness, it must immediately be reported to the Administrator or Assistant Director. This reporting requirement applies to all injuries, no matter how small or insignificant it may appear initially. The Organization wants to ensure that any injured employee receives prompt and appropriate medical attention. Additionally, our school complies with all federal and state regulatory standards regarding workplace injuries and illnesses. As such, we must make a timely record of any workplace injuries or illnesses. We also are responsible for workers’ compensation insurance for employees which provides for medical coverage, disability coverage and loss of work time compensation due to a work-related injury.

Employees may report work-related injuries and illnesses without any concerns of adverse employment action or retaliation by our Organization.
Social Media 

Millhopper Montessori School understands that you may wish to create and maintain personal blogs or use social networking services (such as, but not limited to, Twitter, LinkedIn and Facebook). Because such activities can impact the school, you are expected to follow these guidelines when posting to a personal blog or when participating in online social networking.

Your communications on social networking services contain your own personal views, not the views of the school; however, readers may not immediately appreciate this concept. Always exercise sound personal and professional judgment when posting information and photos. Be cautious to avoid posting information that is deemed sensitive in nature, discriminatory or inappropriate. You are required to obtain prior written authorization from administration before posting a message that is in Millhopper Montessori’s name or could reasonably be attributed to the school. 

You are required to maintain the confidentiality of the school’s trade secrets, intellectual property, copyright information and private or confidential information. Trade secrets may include information regarding the development of systems, processes, products, know-how and technology. Do not post internal reports, policies, procedures, or other internal business-related confidential communications. 

Use professional discretion when “friending” former employees. When doing so, recognize that many former employees have online connections with current employees and that information shared between former employees is likely to be seen by current employees as well. 

The school may determine that it is in its best interests to establish or maintain a social networking presence for development, customer relations, internal and external marketing, or other Organization-related purposes. All official contacts or postings to this site or sites will be initiated under the direction of administration. 

Employees are asked to use good judgment when making and/or accepting “friend” requests to or from coworkers. Employees in supervisor/subordinate relationships are particularly encouraged to use caution, due to the potential for both parties to feel awkward or pressured to accept the request for business purposes and thus potentially impacting the work and social relationship (as well as possibly raising conflict of interest, unequal treatment, discrimination, or similar concerns). 

Nothing in our policy is designed to interfere with, restrain, or prevent employee communications regarding wages, hours, or other terms and conditions of employment; employees have the right to engage in or refrain from such activities. It is our intent is to comply fully with section 7 of the National Labor Relations Act. 

Interacting online with colleagues, customers, and other community members is no different than interacting with these individuals or groups face-to-face. You are expected to maintain the respect, dignity, prudence, and professionalism expected of our employees. No employee shall knowingly conduct any activity that is not in the full spirit of honest and ethical behavior, nor shall any employee cause another employee or non-employee to act otherwise, either through inducement, suggestion, or coercion.
Contagious Illness Policy

The Millhopper Montessori School (MMS) owes an obligation to the entire workforce to prohibit employees who have an infectious condition, illness, or injury from working until such time that an infected employee is able to produce written verification from a licensed physician that the condition is no longer contagious.  MMS shall work with immense diligence to protect the private health information of the infected employee; however, all employees must also recognize the need to alert other employees of infectious conditions that may have impacted others, particularly those with sensitive medical conditions including pregnancy, immune deficiency conditions, etc.  Records of employee medical examinations shall be kept in a separate and confidential file.

Employees with contagious conditions that may pose health risks to others agree that they will report such conditions to the human resource department for appropriate guidance and management immediately upon learning of the condition.  An employee who reports for duty with a suspected infectious condition shall be sent home and referred to their personal physician for further evaluation.  Following the medical evaluation, the employee may return to work with a physician’s statement that indicates the employee is free of an infectious condition.  

When reporting for duty after recovering from an infectious condition, the employee shall present the physician's statement to human resources that states the employee is free of the infectious condition before being allowed to return to work.  No employee shall return to work who has a temperature elevation, draining skin lesions, a communicable rash, or a communicable disease.  Such employees may pose a direct threat to the health and safety of the other employees and our customers.
Section 4:
Events of the School Year
Teacher Work Week

The teacher work week is the week prior to the start of the new school year.  All staff members must follow set dress code during this week.  This week is used to create/order or repair materials and supplies, plan and organize yearly units of study, set-up or arrange classroom areas, prepare for student orientation, etc. 
Lead teachers will receive the class roster, parent contact information, student allergy and medical information, and weekly schedule during the work week.  Each Lead Teacher will contact parents about orientations and additional back-to-school information. 
Staff Meetings: A teacher work week agenda will be emailed to the staff prior to returning to school at the beginning of a new school year.  The agenda will contain the dates and times for whole organizational meetings and individual class meetings with the President.
CPR & First Aid Training: All employees must have current CPR and First Aid certificates.  Training courses are offered for free during the work week to MMS employees that require certification or recertification.  If an employee is unable to take the course on the scheduled not current, the training must be taken when the school provides it or at the employees own expense no later than two weeks into the school year or two weeks after employment if employed after the school year starts.
Beginner’s Class and Preschool/Kindergarten Orientation: The last Friday before full session, all children will be invited to the school for a visit with the class teachers.  You will be contacted by letter or by phone regarding the date and time of the orientation day.

Elementary and Middle School Orientation: Orientation day is scheduled for the last Friday before the regular school session begins.  During orientation, grade level students will be invited to class in groups to work closely with the lead teachers in acquainting and re-acquainting the students to the responsibilities of the classroom.

Teacher Work Days/Student Holidays
During teacher workdays, Teachers, Co-Teachers, and Assistant Teachers must work their regular hours.  Extra hours need to be approved by the President.  After School Program staff are to work their regular hours - this time is to be used cleaning, changing work out and organizing the After School Program area.
Teachers may choose to give parents the opportunity to come in and assist with material making.   This is an opportunity for the parents to share in the Montessori environment through construction of materials. The day must be organized for the best utilization of the parent and Lead Teacher. Some parents will prefer to carry work home since no childcare is provided.  Assistant Teachers must also work on workdays.  
Some of the workdays may be utilized as parent teacher conference days – especially if report cards have recently been sent home.

Teacher Work Afternoon 

Teacher work afternoons will be held the second Tuesday of every month (when there is not a teacher work day) from 3:30-5:30 for all staff members unless they are working in the After School Program.  Lead, Co-Teachers, and Assistant Teachers must attend a meeting if one is scheduled and/or work in classroom. The Teacher Work Afternoon schedule is posted on the school’s main calendar. Faculty meetings or individual staff meetings can be called by the President as needed. 
Lunch Meetings

East building and West building teacher meetings will alternate on an every-other-week basis. Meetings are scheduled from 12:00 to 1:00 for all lead teachers.  Lunch is provided by the school. The meeting schedule is posted on the school’s main calendar. 
Special Events

During the year the school and classes will host several special events. Special events are defined as any event beyond the scope of the normal class schedule, including guest speakers/presentations, field trips, Parent Nights, Parent Appreciations, Mother’s Day Tea, Spelling/Geography Bees, etc. Lead Teachers and Co-Teachers or Assistant Teachers are asked to share responsibilities of coordinating these events.  

· Fill out a Special Events Form as soon as possible and turn in to the Administrator for approval

· Notify parents by memo at least one week in advance

· Put supplies needed on the shopping list at least one week in advance

Field Trips

First through eighth students will periodically take field trips to local points of interest during the year. They are planned to coordinate with subjects being studied by a class or take advantage of special community events.  All school trips are carefully planned and well supervised. 
Notice of upcoming events and permission slips will be sent home in advance.  No student will be allowed to attend a field trip without a signed permission slip from a parent. Some field trips may include a fee. If a child has an extreme disability or allergy, parents must accompany him/her on the field trip.  Parents that decide their child will not attend a field trip must keep their child at home on the day of the trip. 
The teacher reserves the right to revoke any participation in school trips, one-day or extended, due to persistent academic or behavioral issues.  

Planning a Field Trip
The safety of the children must be of utmost concern when planning and administering a field trip.  Please follow the field trip procedures:
· If possible, visit the place yourself beforehand.  Make sure the program and environment are safe for your class.
· Submit a Special Event Form to the front office for approval two to three weeks in advance for approval.  

· Fill out a Blank Permission Slip and turn into the front office to proof, then either send or email home.

· Confirm chaperones. Ensure that drivers meet the Chaperone criteria

· Fill out a Field Trip Check List form to the office for approval at least one week prior to the field trip

· Give children careful instruction on expected behavior and nature of trip.
· If possible, meet with drivers before the trip to distribute necessary information: directions and maps, field trip rules, students assigned to vehicle, general overview of schedule, etc.

· Instruct the children on how to enter the school and classroom after the trip.  Instruct drivers on what to do upon return.  Make sure someone is in class with the children.
· If admission is charged, Lead Teachers will collect all money, turn it in to the office and carry a school check.  

· If possible, there should be enough cars to have one of the teachers leave with a child for emergency reasons without compromising the safety of the students on the return trip.

Parent Driver and Chaperone Criteria
Parents often help out with transportation and are welcome to join the class in these activities. Relatives of students (aunts/uncles/older siblings) or staff may be considered as chaperones with final approval by both the teacher and the administration.  Parent drivers must meet the following criteria:
· Volunteer field trip drivers must have a valid driver's license and automobile insurance with bodily injury coverage of at least $100,000.  
· An up-to-date copy of your driver’s license and insurance information must be on-file in the front office
· If you volunteer to drive, please plan to stay with the group during the field trip unless the teachers confirm that you are not needed to chaperone as well.  
· Complete the required background check procedures (see the front office) 
· Parents acting as chaperones or drivers may not bring a younger child along.
· Siblings, friends, etc. may not attend the field trip if the parent attending is acting as a chaperone for the trip.  
· Convertible vehicles, 15 passenger vans, or motor homes are not acceptable field trip vehicles. 
· Please do not make unplanned stops for food or treats if you are driving on a field trip.

Rules for Safety on Field Trips

Each student and driver must be secured in an individual seat belt and wearing a seat belt at all times.
No student, regardless or height, weight or age may ride in the front seat. It does not matter if it is your own child; they may not ride in the front seat while on a school field trip.
· Stay in your seat at all times while the car is moving.

· Don’t leave your seat to get out until the car has come to a complete stop.

· For everyone’s safety, do not shout; engage in horseplay or switch seats during the trip.

· Never stick your hand (or anything else) out of the car window.

· Never throw anything out of the car.

· Do not play with sharp objects, such as pens or pencils, in the car.

· Do not eat or drink in the car unless the driver gives permission.
· Every student is expected to set a good example. Do not use inappropriate language or behave inappropriately.

· All school rules, requirements and procedures are in effect during field trips.
Extended Trips

The fifth through eighth grade classes may have one or more overnight trips during the year.  Trips may be, at most, one week in duration.  Extended trips are used as a form of immersion study in various subject areas, the culmination of a unit of study, or the enhancement of positive social interaction among the students.  
The students are made aware of the rules for safety before each trip.  Students who break rules for safety on a trip may be sent home at parents’ expense.  

All safety rules described above are in effect along with whatever additional chaperoning requirements the supervising teacher feels is necessary

The teacher reserves the right to suspend a student’s attendance on a trip due to repeated academic or behavioral issues.
Parent Nights/Parent Appreciation/Student Showcase
In the Fall and Spring, the school will be opened on prescheduled nights for parents.  Lead Teachers, Assistant Teachers and/or Co-Teachers are required to attend and prepare the classroom. The children bring their parents to see the class. The children may select work to do.  Children's work should be presented appropriately, tastefully and every child represented. The Lead Teacher must prepare the classroom and be in attendance a half-hour before the doors open.  Please tell the parents that siblings should not be brought to a Parent Night. 
Open House

Lead and Assistant Teachers are required to attend any Montessori or related workshops; open house events and PTO meetings hosted by Millhopper Montessori School. They are also required to assist in the preparation of same.  Assistance may include preparation of classroom, food, name tags, posters and registrations. 
Holiday Celebrations

Birthday Celebrations: It is suggested in the parent guide that the child donate a book to the class library (the school will put a donation label in the front with child's name on it) and that he/she may bring a snack on his/her birthday.  Label any special snacks in the kitchen.  Please do not forget a child's birthday snack or postpone it.  
You may want the class to celebrate birthdays in a special way.  If so, don't forget summer birthday children. One special way is to have the child walk with the globe around the sun for every year on earth, while his/her history is being read.  Parents may want to attend this and give the "story of his life".  Grade level may want to have a "monthly birthday party".

Other Holidays: Projects, stories, songs, etc. can help a child prepare for the holidays and perhaps, the "break in routine".  Please remember that many religions are represented, and while we should not stress one religious belief over another, neither should we ignore these significant dates.  Please emphasize the "real" meaning of holidays - history, different ways to celebrate etc.
Show and Tell

Sharing time may be decided by the Lead Teacher and communicated to the parents. Children are encouraged to bring books, CD’s, and artifacts, but not toys or valuables.  The school cannot be responsible for valuable items brought in by the child.  
School Pictures

Individual and group pictures will be taken in the Fall and Spring.  All staff members need to have their pictures taken for yearbook purposes.  Failure to do so results in many problems for the yearbook staff.

Yearbook

School pictures will be used as part of the annual yearbook. Lead Teachers are expected to assist in the process by taking pictures of the students (see Digital Cameras) and the coordination and checking of their yearbook pages. 
Section 5:
Daily School Procedures
School Calendar
Millhopper Montessori School observes the same holidays as the Alachua County schools except for the beginning and ending dates for Beginner’s Class and Preschool/Kindergarten. Some school dates and events may be subject to change.  The school may make additions, deletions and changes as the year progresses.  
Important dates can be found on the school calendar located on the school website: www.millhopper.com.

School Hours 
Hours of operation for Millhopper Montessori School are 7:00 am to 6:00 pm.  
Beginning and end times for students are:

Beginner’s Class: Half Day 

9:00 am – 12:00 pm

Beginner’s Class: Full Day 

9:00 am – 2:40 pm
Preschool: Half Day


9:00 am – 12:00 pm


Preschool: Full Day


9:00 am –  2:40 pm

Preschool/Kindergarten: Full Day 
9:00 am – 2:40 pm

Elementary 



9:00 am – 3:00 pm 

Middle School 



8:30 am – 3:30 pm
Front Gate Bar Code System

The MMS front gate system will only open with a gate bar code sticker.   The gate will be open during morning, noon and afternoon drop off time and pick up times as follows:
8:15 am - 9:20 am
2:15 pm - 3:30 pm

Staff front gate bar code stickers will allow campus access afterhours and on weekends.  

Each staff member will be given one front gate bar code sticker.  If additional front gate bar code stickers are needed, a $10.00 fee is required for each additional sticker.  Please see the front office staff for additional bar code stickers.
Staff, parents, visitors, vendors, etc. who do not have a front gate bar code sticker will need to use the call box located in the front of the left side gate marked “Visitor”.  The front office will assess who it is that is calling and grant campus access.

Proper Bar Code Sticker Application
The front gate bar code sticker must be adhered to the vehicle is a specific way: 

· It must be adhered to the right side window on the passenger side of the car, i.e. right side window of the car.

· The bar code sticker must be applied to the outside of the window, not the inside of the window.

· The sticker must be applied so that the bar code lines run vertically, not horizontally.

Class Size
Our class sizes and flexibility is as follows:
Beginner’s Class:

19 children

1 Lead Teacher, 2 Assistant Teachers

Ages 2 to 4

Preschool:



25 children

1 Lead Teacher, 1 Assistant Teacher

Ages 3 to 5

Preschool/Kindergarten:

25 children

1 Lead Teacher, 1 Assistant Teacher 

Ages 4½ to 6
1st & 2nd Grade Class: 

27-29 children

1 Lead Teacher, 1 Assistant Teacher 

Ages 6 to 7

2nd & 3rd Grade Class: 

27-29 children

1 Lead Teacher, 1 Assistant Teacher 

Ages 7 to 8

4th & 5th Grade Class: 

28-31 children

1 Lead Teacher, 2 Co-Teachers 

Ages 8 to 11

6th, 7th & 8th Grade Class: 
28-30 children

1 Lead Teacher, 1 Co-Teacher
An assistant of a special needs child is not counted as an assistant teacher.
If student enrollment drops below the class size, the school will continue to pay the negotiated salary on the lead teacher’s contract.
The Administrator holds the right to place a child in a class if the age of the child is within the specified age range for the class.
Gender Ratios
We strive for a balance of ages and male/female ratio. However, we cannot guarantee these variables from one year to the next.
Class Schedules 

Generating class schedules is a joint process completed by the President, Lead Teacher and Special Area Teachers.  Final approval of all class schedules is required by the President.  Class schedules may be subject to revision at any time due to staffing modifications.

Six Week Adjustment Evaluation
We normally allow a six-week adjustment period for each child accompanied with a written evaluation.  Sometimes we find that a child will not adjust due to factors within the six weeks given and a child, who is showing progress, is afforded a longer period.  If a teacher recommends that a child be removed due to an inability to adjust, the President may be asked to make a formal observation followed by a withdrawal conference between the teacher and the family of the child.  
Observations at MMS
Be aware at any time someone may be observing through the one-way glass. Parents may observe their children in the classroom after the first six weeks of school. 
From time to time observers may enter the class. They are usually students, prospective parents, teachers or other Montessorians. The office will either accompany the observers or will inform the lead teacher ahead of time of anyone entering the classroom. If someone enters unexpectedly or is disrupting the classroom environment, please notify the office.

Prospective Parents: Prospective parents will be viewing through the observation glass or in the classroom with the President, Administrator, or Administrative Assistants at any time.

Observing another Teacher: If an MMS teacher would like to observe another MMS teacher within the school, s/he should inform the office of date and details. A substitute or parent volunteer should be scheduled to assist in the class of the teacher that will be observing elsewhere.  
Morning Care Program Times 
Students arriving to school before the following times will be checked into the Morning Care Program.  

Beginner’s Class*

8:45 am  

Preschool/Kindergarten  
8:45 am  

Elementary 


8:45 am  

Middle School 


8:20 am
*For Beginner’s Class arrival, the morning care staff is not equipped to change diapers, please do not have your child attend the morning care program if diaper changing is needed. 

During Morning Care, children will be checked in and can choose an item or activity to do.  Ten minutes before class time, items will be put away and children will gather for circle time. Children should not linger in the big room after 8:45 am.  Children of teachers and parents who are substituting that day need to be in morning school care (at no charge) prior to 8:45 am.
After School Program Times 
Students not picked up by the following times will be checked into the After School Program:

Beginner’s Class* 

3:15 pm

Preschool/Kindergarten 

3:15 pm

Elementary


3:15 pm

Middle School**


3:30 pm
*Beginner’s Class children attending the full day program must be picked up no later than 3:00 pm if the child is not yet three years old and potty trained.  Children that are three years old and potty trained may stay in the After School program.

**Middle School students may not wait at the picnic benches, located in the front of the east building for parents to pick them up past the normal dismissal time.  
Teachers and Administrative Assistants need to pass along to the After School Program staff any special instructions received; such as pick-up time changes, adult pick-up changes, students going home with other parents, etc. However, it is very important that the adult picking up the student must be listed on the student’s pick-up list.  
For students who are not in the After School Program on a regular basis, please make sure the After School staff knows what students are joining the group.
End of Day Dismissal Procedures: General 
 XE "Dismissal"  TC "Dismissal" \f C \l "2" CELL PHONE USE IS PROHIBITED WHILE DRIVING ON MMS PROPERTY! XE "Morning arrival"  TC "Morning arrival" \f C \l "2" 
All staff members and/or dismissal supervisors may ask to see I.D. of individuals they do not recognize who are picking up students.  

Unless we receive specific permission from parents to do otherwise, we will only release a child to the people that parents have specifically indicated on the release form XE "release form"  that every family completes annually. We must receive a note, or in an emergency, a phone call, from the parent in order to release a child to someone not on the list.  This rule also applies to students going home with school friends as well.  
Parents are encouraged to utilize the drive-thru to help avoid traffic congestion in the parking lot.  

The school always assigns the Safety Patrol to bring students to their family cars when departing at the end of the day. Before a child can be placed in the car, the parent must put the car in “Park” to ensure the safety of the child and the Safety Patrollers’ safety. It is not necessary for the parent to get out of the car to assist the Safety Patroller.

If a parent is picking up their child from his/her classroom, the parent needs to make sure that the staff member supervising the child is aware before taking him/ her out of the classroom.
When picking up a child, parents are discouraged from engaging a teacher or other staff member in a conversation while on duty.  The staff member’s attention needs to be focused on the children at all times.  Please ask the parent to leave information in the front office so that you can call them back.
Dismissal for Beginner’s Class Half-Day Program 

Children should be picked up no later than 12:00 and can be picked up in the classroom.  Parents are encouraged to arrive promptly.  When parents are late, it worries the children.  Students who only stay for the morning session ending at 12:00 can be picked up in the classroom.  
Parents are asked not to send a lunch with their child – this will only confuse him/her since s/he does not participate in the lunch group. 
Dismissal from After School Program  TC "Extended Day" \f C \l "2" 
All After School program students must be signed out by an adult listed on their emergency information form before they can be removed from campus. Students are not allowed to sign themselves out in place of an adult.

If for some reason (rain, smoke…) the children are inside during dismissal time, the After School Program staff may play a G rated video or DVD.  This may also happen during the Book Fair and Picture Day.

The After School Program ends at 6:00 pm., at which time Millhopper Montessori School closes for the day.  It is essential that all children be picked up by this time.  A substantial late fee will be assessed ($1.00 per minute) should any child not be picked up by 6:00 pm. 
After School Studios

After School Studios are special interest classes taught on MMS premises in the classrooms after 3:30 PM.  Studio costs are arranged with Administration and will include a school “on premises” usage fee for MMS.  Please see the Administrator if you are interested in teaching an after school studio.
On campus tutoring is considered an After School Studio.  If a staff member is interested in tutoring students at school, it is also necessary to see the Administration about setting up your tutoring.

If a parent approaches a staff member about private tutoring while at school, After School Studio Policy applies.  For tutoring to be effective, it is important that the tutor and the child’s teacher are able to communicate with each other about the child’s academic needs and set up a plan to best meet those needs.  If a staff member is tutoring an MMS student on or off campus, please inform the Administrator and Lead Teacher so that conflicting assessments of a teaching method, student’s work, or ability level between the Tutor and school can be avoided.
After School Studio Check In & Check Out
All After School Studio students must be checked into the After School Program BEFORE they are checked out to the studio teacher. This procedure allows the After School staff to track the student’s location.  

At the end of the Studio time, students are dismissed to their parents by the studio teacher.  Those students that are remaining will be checked back into the After School Program and then follow After School dismissal procedures.

Section 6:
The Environment
Team Teaching 

Team teaching is the foundation upon which our classroom structure is built upon.  The relationship, interaction and communication between Lead Teacher and/or Assistant Teacher, Co-Teacher or Special Area Teacher is important to the smooth running of the daily schedule, structure and feel of the classroom environment and effectiveness of the curriculum.
Each Lead Teacher will have a team teaching procedure that best meets their student and classroom needs.  Here is a general list of team teaching guidelines:

· It is important that the Lead Teacher and Assistant Teacher and/or Co-Teacher establish an effective means of communication about the students, parents, classroom administration and management, staff/administration communications, etc.  
· Lead Teacher, Assistant Teacher and/or Co-Teachers should both be aware of the classroom rules and be consistent in enforcement.  Teaching teams should work out a plan on how one observes and manages the classroom environment while the other is giving a lesson. 

· While a Lead Teacher is giving a lesson, the Assistant Teacher should be circulating around the room, helping other students. In the Early Childhood and lower Elementary classes, the Lead and Assistant Teachers should practice with materials and share in lessons, as the Assistant is capable.  
· Lead Teachers, Assistant Teachers and/or Co-Teachers should share classroom administration duties, such as attendance taking, planning lessons, and special class events, making materials, etc.  
· Regular classroom organization and cleaning must be maintained by both the Lead and Assistant but Assistants can be expected to have more cleaning responsibilities than Leads. For special events (Open House, Parent Night, Conferences, etc.), a schedule must be arranged for cleaning and preparation that is shared.  
· Although the parent/teacher conferences should be administered by the Lead Teacher, the Assistant Teacher, Co-Teacher or Special Area Teacher may be required to attend.
The Classroom

Lead and Assistant Teachers are expected to arrange the classroom in areas, according to the Montessori Philosophy and to sequence the materials appropriately.  The areas of the classroom should be arranged so that they are easily accessible by students and teachers.  The teachers should be able to see the children while they are in any area.  The arrangement of the room should encourage walking purposefully and carefully and should discourage running.  Any wall displays should be appropriate and placed at children's eye level.  Do not plaster the walls with distracting colors and pictures; the materials should be the attracting force.  Do not put tape or blue tack on wooden doors. 
Classroom Animals and Plants
In conjunction with the studies of biology, the class should have plants and possibly animals for the children to learn to care for.  The President must approve the addition of an animal to the classroom before it is brought to school. 
 It is the responsibility of the Lead Teachers to maintain the proper nutrition, health, and habitat of classroom animals and provide for them over weekends and holidays.  Many times parents will volunteer to donate animals and plants to the class or to care for animals during long holidays. No rodents or mini-turtles permitted by law. 
Classroom Cleaning

The children should be taught to replace the materials in the proper place and to dust and care for the environment.  The teachers are responsible for keeping the environment neat and clean.  
Heavy cleaning (wiping shelves & materials) should be done once a week.  The students can help with the cleaning of shelves but it is the teacher’s responsibility to ensure that the shelves are cleaned properly.  Teachers are in charge of cleaning the shelves, sinks, teacher shelves, fingerprints on walls and classroom doors and lunch box shelves.  Lunch box shelves should be washed daily.  Floors and bathrooms are maintained daily by the teachers and/or assistants; on weekends heavier cleaning is done by a professional service.
Montessori Guidelines for Working with Children:

Since MMS follows the Montessori philosophy, there are special ways that staff handles certain situations.  It would greatly benefit the after school Supervisor to understand the important principles of Montessori and be aware of what the children at MMS are capable of.  The following are Montessori guidelines for dealing with children:

1. Never speak ill of a child in his presence or absence or in front of a parent. When speaking to a parent about a child’s behavior please use professional language and state the facts in a non-confrontational manner. State the behavior you observed and what you did to correct the behavior (i.e. talked to the child, gave the child options, sent the child to time out). 

2. Focus on what the child is doing right and encourage its development in order to leave less and less room for the undesirable choices or behaviors. Attempt to redirect them, or remind them of the appropriate way to behave.  Focus on what is the right thing to do.  

3. Always be ready to answer the call of the child who needs you and ready to respond to the child who appeals to you.


4. Respect the child who makes a mistake and can then or later correct him or herself.  Stop firmly and immediately any inappropriate behavior (i.e. Rough/violent play, using materials inappropriately).

5. Help those who are in search of activity and cannot find it.  Encourage children to play on their own.  As an After School Program Supervisor, your job is to supervise.  It is important to not play with one group of children or just one child. Do not have a child sit on your lap - this does not encourage independent play and shows favoritism.  Your attention must be focused on the group as a whole.
6. Always treat the child with the best of manners.

7. Never yell at the children to gain their attention unless attempting to stop a dangerous or very inappropriate behavior that requires being heard over a distance.  Instead, use a creative sound, movement or ritual.  If you need to get the attention of a child who is across the room, walk over to them.  Please do not shout across the room or outside field unless the aforementioned danger arises.  

8. Remember that each child is different.  They all come from different backgrounds, family situations, and have their own intellectual, social and emotional abilities.  Also take into consideration that the children have been in school all day long, some since 7 AM!  Use this information when dealing with a child that is displaying behavioral problems.  If there is a repeating behavior, document it, speak with the parents, speak with your supervisor, and let the administrator know about it.

10.
Whenever you have a problem, concern, or question regarding the school or a child, please do not hesitate to see the Administrator in the front office or the After School Program Supervisor.
The teachers are in charge of daily cleaning of toilets, a general inspection is needed several times a day to ensure proper flushing.  All accidents should be cleaned immediately (both child and bathroom).  For younger students, lessons in proper bathroom use, such as flushing and washing hands, are appropriate.  Please be sure that no foreign objects or non-biodegradable items are flushed down toilets.  Do not keep small items on toilet tank top.  Notify parents if their child has an accident.  A change of clothes is kept for all children.
Classroom Materials 
Materials utilized by staff and faculty must be well maintained by those who have used them.  Materials purchased by the school remain the property of Millhopper Montessori School.  Materials purchased by staff members and used in the classroom remain the property of the staff member.  It is recommended that the purchaser initial those items so they are easily distinguished from MMS property.

All MMS materials must be stamped with the MMS stamp before laminating (the small size of some materials might prohibit the use of the stamp, in which case, the MMS initials will be hand written).  

Each Lead Teacher is expected to add materials to the class periodically.  There should be exercises added to each area once a deficiency in a particular area has been discussed with the President.  The exercises should be made with school materials and or purchased by the school.  Personal exercises may be added to the class if you wish.  They are exercises made on your own time, with your own personal materials (paper, contact, etc.) and placed in the class at your own risk.  Anytime school supplies are used, the exercises belong to the school.  
Care and Inventory of Materials

Teachers are expected to show the same consideration of the materials as we expect from the children.  They should carry and clean it with utmost care, making spot checks daily for any missing pieces (i.e. pink tower cubes, etc.).  Maps should be checked for missing pieces before a child puts it away.  If a piece is damaged, it should be repaired as soon as possible.  Repairs or replacement should be noted on the inventory.  Teacher’s who utilize teacher resource kits for curriculum use should keep all the components together.
Classroom materials should be disinfected regularly and air-dried or put through the dishwasher before being returned to usage in the class. It is the teachers’ responsibility to maintain the healthy condition of the materials in use in the class. The teachers need to disinfect materials and surfaces in their rooms on a daily basis.

If two classes exchange materials or a piece is given or received from another class, it should be noted and dated on the inventory of both classes.  Inventory of each classroom, Media Center, PE equipment… must be updated at the end of each school year.
Ordering or Purchasing Guidelines

Check with administration before filling out any order form or purchasing something that requires reimbursement - they might know who has an extra of what you want.
Ordering
· All orders must be approved by the President.

· Submit ordering information to the Administrator. You will then be advised if you need to compare prices 
· If using a catalog, photocopy the order form, do not use the original
· Items ordered must have item number, price, any additional information such as color, size, etc.

· Do not total up items; shipping/handling and taxes must be applied 

· If using a catalog, do not remove any pages.

· Copy of order will be returned to you after being placed.
Purchasing

If you are given approval to make a school purchase and permission to use the school’s credit card, a receipt must be turned into the Administrator or Administrative Assistants.  It is also helpful to note on the receipt what the purchase was for.

If you are given approval to make a school purchase and you are given approval to use your own funds, a Reimbursement Form (located in Faculty Center on school’s website) must be filled out and the receipt attached.  The reimbursement may not be completed if the receipt is not attached.  Turn in the form to the Administrator or Administrative Assistants.  The approved reimbursement will be direct deposited into your banking account.

Wish Lists

Each Lead Teacher may create a wish list of items needed for their classrooms to be placed in the front office binder.  There are many parents that would like to get an item for the class and they would like to know this information.
Use of Outside Tables & Porch Areas
Students may use the porch areas and outside tables located outside their classrooms for reasons such as, a space to work on something that requires a quiet area to concentrate, like an assignment; something that might distract other students in the classroom, like musical instruments; or is too messy for classroom use, like painting.  An adult supervisor must also be outside with the students.
Since the outside tables are also used for lunch, if you wish to do activities that involve getting the tables dirty, such as gluing or working on science labs, please put down a plastic tablecloth first. 
Class Gardens 

Millhopper Montessori School supports the study of nature and there are many lessons and resources in the Montessori curriculum to support gardening projects.  Please get approval for garden projects from the President before you start.  This way the ground maintenance staff can help prepare the garden beds for planting.
Big Room

The Big Room is a multipurpose area used for a variety of reasons: parent observations, music class, school assemblies, or lesson groups.  The Big Room can be reserved by filling out the Big Room sign-up sheet in the West kitchen – please add times/dates needed from Special Event Forms as well.  When possible, please keep the noise level in the Big Room moderate.  Because of the high ceilings, the noise level is higher in the Big Room and easily carries into the Preschool/Kindergarten classrooms. 
The Big Room may be used as a study place for individual work or group work with adult supervision. This is not the responsibility of the office. The Big Room is not to be used as a punishment or isolation area for disciplinary problems.  
Lines of children at the fountain are discouraged – this is permitted at outside fountains. 
During recess and the After School Program, children must use the Big Room bathroom so that they are supervised.  
It is the responsibility of all who use the Big Room, to keep it neat or organized. This area is highly visible and is the first area parents see upon touring the facility or dropping off their children at school.
Media Center
The Media Center contains teacher resources and student materials for teachers to use as reference for cultural activities and to enhance curriculum units and themes.  Books, DVD’s, etc. must be properly checked out by the Media Specialist.  
For Teachers: Items may be loaned to the teachers and administrators for the length of the school year, unless said materials are requested by other students, teachers or administrators.  

Class library books or other items needing repairs, cataloging, or removal from the catalog should be placed in the designated area in the Media Center; minor repairs may be done by the teacher to save time. If you are unsure about the repair needs of a book or other item, please see the Media Specialist before making repairs.    
Students may check out books at any time during the year prior to the last month of school.  Students visiting the library should have library passes from the classroom teachers.  
Supply Areas

Cleaning supplies can be found in both kitchen janitorial closets. Items include tissues, napkins, paper cups, Clorox wipes, hand towel rolls, garbage bags, mops, brooms, etc. 
School supplies such as construction paper, pencils, student paper, copy paper, colored pencils, are located in the West kitchen.

Office supplies such as pens, envelop, tape, staples, file folders, etc., are stored in Front Office supply closet.  
Art supplies such as tempera paint, glitter, glue, markers, etc., are in the art west supply closet in the Big Room. We ask for the conservation of all supplies.  Please save your construction paper scraps for collages or art projects.  
Please keep supply areas neat and organized.  Take only what you need.  If you notice an item running low or you take the last remaining item, make a note on the shopping list located in the West kitchen or tell the Administrative Assistants.  If there is a specific cleaning or office supply that you need, ask the Administrative Assistants and they will inform you of ordering procedures. 
Copiers
The copy machines can be used for school related copying needs.  
Office printing deadlines must take priority over classroom use.  Each staff member has a copier login code.  It is the staff member’s birthday: ddmmyy
Please conserve paper and numbers of copies by proofing copy documents before printing or printing in double-sided mode. 

Do not use construction paper in the copy machine. To conserve on toner, always keep the lid completely closed when making copies.  You must get permission from the Administrator for personal copies.
Laminating Machine

The laminating machine is located in the West Kitchen.  The directions for use are located above the machine.

Paper Cutters

A paper cutter is located in both kitchens.  They are sharp and must remain closed and latched when not in use.
Digital Cameras
Digital cameras are located in each classroom.  Lead Teachers, Assistant Teachers, Co-Teachers and Special Area Teachers should use the camera to record student work and classroom events.  Recording students and projects is an effective method of sharing with parents and the community what students are doing at school.  Photos and video of the students are also used in for the publication of the school’s yearbook and MMS promotional advertising. 

The classroom camera should be kept in working condition and contain an SD card.  If new batteries or an empty SD card is needed, please see the Administrative Assistants.  
Do not delete photos on the SD cards.  Please turn them into the Administrator so that the photographs and videos can be added to the school’s archive.  

Air Conditioning & Heating Units
The AC/Heating control is located on the wall in classroom.  If the AC or heat is on, make sure that all windows and doors are closed and remain that way.  Fenced in compressors on outside of building are off limits to children.  When playground equipment falls into this area, a staff member must retrieve it. Do not block air flow in the intake closets; this will burn out the air compressor.  If you suspect a problem with your classroom AC/heating unit, please notify the Administrator as soon as possible.  To keep AC/heating costs down, please keep the temperature within the 72-74 range when possible.  The units are programmed for evenings, weekends, and holidays. If you need your AC or heat adjusted, see the Administrator.
Section 7:
Student Health and Safety
Safety at All Times
All staff members of Millhopper Montessori School, regardless of whether they have direct contact with a student are not, are responsible for student safety.  The Staff Handbook, Parent Handbook and additional policy and procedural guides are the foundation upon which student safety is based and they work in tandem with your own common-sense.  If you have a concern or a suggestion about student safety in any component of the MMS, please inform the President or Administrator. 

MMS Security 
The school is completely fenced in and is accessible by gate in the front and back of the school.  The back gate is only used under certain circumstances or requires the Administrator’s approval. The front entrance gate will be open during morning drop off and afternoon pick up. Otherwise, it will only be accessible with a staff member’s front gate bar code sticker; this also includes evenings, weekends, and holidays.  All front gate access is recorded and time stamped by bar code number.  The exit gate is an automatic gate that will open upon approach.  Please approach the exit gate slowly.

Video surveillance cameras are situated around the campus and monitored by administration during the school day. Administration is able to access the surveillance cameras in real-time, regardless of whether they are on campus or not.  Surveillance footage is recorded.
All closets in the Big Room and outside supply closets must remain locked at all times.  Teachers should make sure that their outside exit doors are locked at the end of the school day.
If a staff member is on campus during the evening, weekend, or holidays, they must sign the sign-in sheet located in the West or East kitchens. It is that staff member’s responsibility to make sure that the doors of all the rooms they have accessed are locked before they leave campus.
Emergency Care XE "Emergency care"  TC "Emergency care" \f C \l "2" 


All staff members are trained and certified in First Aid and CPR.

If a child needs immediate medical attention, the Front Office will contact parents.  If parents cannot be reached, their enrollment agreement authorizes MMS to seek medical care in their name. The Front Office will contact necessary emergency responders.
First Aid Kits

First Aid kits must be kept in each classroom.  Additional first aid supplies are also located in each Kitchen.  Make sure that the classroom first aid kit remains stocked with regularly used items.
Administering Medication TC "Medication" \f C \l "2"  

Medications cannot be stored in children’s lockers, lunch boxes, or cubbies.  This includes pills, inhalers, topical ointments, etc.  All medications brought to school must be left with the staff in the Front Office, where it will be locked up.

Except under extraordinary situations, we prefer not to administer medication at school. Parents are aware that they may stop by the school to administer medication themselves.  Please allow the child to go into the office with their parent for the medication.
In most situations, the Front Office will administer medications (as listed below).  In the situation of medications that require immediate usage, such as epipens, they will be stored in the class, in a secure location.

Our staff members are prohibited from providing or administering any medication to any student except as authorized by the parent or guardian and the child’s physician, in accordance with the following procedures:

· We can only administer oral medications and topical solutions.
· All medication brought to the school must be in its original prescription container.

· All medications sent from home must be accompanied by the “Authorization to Administer Medication” form on the first day medication is administered at school.  Any medication sent without the appropriate completed authorization form will not be administered and will be sent home. 

· Parents are responsible for notifying the school in person or by telephone on the first morning a medication is being brought in with the completed authorization form.

· Whenever possible, medication schedules should be arranged to cause minimal interruption in the student’s school day.

· If a medication is to be administered on an on-going basis, the “Authorization to Administer Medication” form must indicate the duration of treatment.
· Any medication changes during the school year must be accompanied by a new medication form.

· In cases involving long-term medication, a new authorization form must be filed with the school each year in September.  

· A copy of the form authorizing us to dispense medication may be obtained from the school office.
· We will strictly adhere to this policy. 
Accident Reports

When something out of the ordinary happens in your classroom or there is an accident on the playground, there is always the chance that you could become part of litigation.  To enhance your credibility if that does occur, it is very important that you write it down and fill out an Accident/Incident Report form.  No matter how minor an accident or incident seems to be, ask yourself, "Will I need to know something about it at a later date?"  If the answer is yes, record in writing everything important that occurred.

This should be done as soon as possible after the accident/incident because one's memory becomes foggier as time passes and often lawsuits aren't filed until a year or more after the accident/incident.  Aside from this report, the only other accounts of the accidents/incidents are the recollections of children, teachers and parents, each remembering the accident/incident as she/he saw it.  Attorneys are aware of this lack of recorded information and use conflicting stories of witnesses to tip the scales of justice in their client's favor. 

When filling out an Accident/Incident Report, ask yourself:  Who? What? Where? When? How?  The answers provide most of the information needed for this report.  This report should include a variety of information such as weather, type of clothing, shoes; game child was playing, etc.  If you are an After School Program Supervisor and an accident or incident happens during this time and you are unable to leave the other Supervisor, hand write your report and bring it to the front office to be typed by the Administrative Assistant.  If the Administrative Assistant has already left for the day, see the Administrator or copy and give the parents the hand written form and let them know that a typed one will be provided the following day.  All reports are to be proofed by the Administrator before being sent home.

Your report should include the following:

 1.
Date and time of the accident/incident

 2.
Accident/incident site (be very specific)

 3.
Names of any children involved

 4.
Description of accident

 5.
Type of clothing or shoes child was wearing

 6.
Where child was injured

 7.
How child reacted after the accident/incident

 8.
Types of treatments received

 9.
When parents were contacted

10.
Any additional notes or comments you feel would be of value

MAKE SURE:

1. To Jot down the information on a blank form and give to the front office ASAP to type up and proof

2. To note the date and time of the accident/incident

The front office will put the original report in the child’s lunch box or folder, give one copy to Christina, one to the child's 

teacher, and give one to the Administrator.
Accident Procedures

DO's:


1.
Remain calm and try to keep the child calm.

2.
Take the child to the front office if medical attention is required.  Do not move the child if possible head or neck injury.  Be sure to inform the other teacher that you are leaving the class or the playground.  Clean wound and apply necessary first aid.  Use rubber gloves for your protection!

3.
Keep Band-Aids in class for minor "wash and bandage" accidents.

4.
If the injury requires more than first aid:

a. Determine what first aid should be used, i.e., cleaning, pressure, immobilize, etc.

b. Have front desk call parents and follow their instructions.

c. If parents can't be reached, the front desk will call according to the list of people to contact, physician or emergency squad and escort child to hospital.  (We have parent’s written permission to do so in an emergency).

d. Remain calm and reassure the child.

e. Ask, "what happened" to get best report, not "who pushed you?" - loaded questions.

DON'Ts:
1.
Don’t hover over the child talking about the injury.

2.
Don’t call several more staff members over for more opinions.

3.
Don’t ask loaded questions about the accident.

4.
Don’t discuss the incident with others who are not involved - such as other parents.

First Aid Procedures

Always use Universal Precautions 

If the injury is minor, administer appropriate first aid.  If the injury requires a Student Accident Report, they can be found in the Faculty Center of the school’s website.  If the injury requires medical attention, take the child to the Front Office.  Be sure to inform the other supervisors that you are leaving the area. However, do not move the child if there is a possible head, neck or other injury where movement should not be attempted.  Inform the Administrative Assistance of what occurred and what first aid has been administered so far.  If possible, also make sure to inform the Lead Teacher before returning to your supervision duties.
Head Injuries

Any injury happening to the head and neck can be potentially serious and requires additional attention at the time of rendering first aid.  If the head or neck injury appears mild, a staff member needs to escort the student to the Front Office.  All Accident Report procedures are then followed.
If the injury appears serious, keep the student where s/he is and have another staff member call the Front Office.  The Front Office will handle procedures for moving the student and/or contacting parents and/or emergency responders.  In either case, all Accident Report procedures are then followed.

For students with head injuries, parents must give permission for the child to return to school activities.  Conversation with the parents and their response must be noted on the Accident Report. 
Because of the seriousness of head and neck injuries, it is important to note that Accident Reports contain detailed information for parents, possible medical staff, insurance coverage, or legal issues.  

Student Illness General Guidelines

For the sake of the other children’s health, it is vital that parents inform the Front Office of their child’s medical diagnosis as soon as possible.

Children must be 24-hour fever-free, vomit free, and diarrhea free before returning to school after an illness.  If a child has a green mucus discharge coming from his/her nose, the child should not be sent to school.

Fever

A fever is defined as a temperature over 100 degrees Fahrenheit.  Any child who has a fever or has had a fever within the past 24 hours should not attend school.  A child must be without fever, and have been fever-free for the proceeding 24 hours to attend school  We ask that parents not medicate their child and bring them back to school the same day – a child must be fever free for 24 hours WITHOUT medication. There are no exceptions to the 24-hour policy.
Lice

If a child has been found to have lice, s/he must receive treatment for it and be completely lice free before returning to school.  Parents must notify the school if their child has lice.  A child returning from being treated will be checked for lice before re-entering his/her classroom.

Cold Symptoms

Children will have many colds every year.  It is not our intent to exclude children from school attendance if they have a minor upper respiratory viral infection (a common cold), but we must differentiate between mild and moderate to severe symptoms.

A child who has minor stuffiness, minimal clear nasal secretions, an infrequent cough, and no fever may attend school.  This child should feel well and energetic, and be able to participate in the daily activities of the school day.

A child who has more severe symptoms than this should remain at home.  This includes the child who is coughing, sneezing frequently, has moderate to more copious nasal secretions, has thick green nasal secretions, feels sick or tired, or has a fever as described above.
Other Infectious Diseases

There are many other illnesses that are contagious to others, but the following is a list of the more common illnesses in children.  If a child has been diagnosed with any of the following, they will need a doctor’s note to be re-admitted to school, with the note specifying when the child is no longer contagious.  These illnesses include the following:

· Strep throat

· Impetigo

· Bronchitis

· Pneumonia

· conjunctivitis (“pink eye”)*

· influenza

· chicken pox

· sinusitis

· gastroenteritis (stomach infection, vomiting or diarrhea) 

· any undiagnosed skin rash
*Children with pink eye need to be on medication 24 hours before returning to school.
Student Illness at School Procedures
If a child is ill, a staff member needs to accompany her/him to the Sick Bay area, located in the Front Office.  If a teacher or assistant is unable to leave the classroom, call the Front Office and someone will come to the classroom to collect the ill child.  

Log the child in on the sick bay chart. Staff members may take a child’s temperature.  If the child has a fever (100 degrees and above), or in your opinion she/he is not well enough for class, have the Front Desk contact the parents.  Have the child remain in the office, with all of his/her items that need to go home, until parent arrives.  
Do not leave a child unattended in the sick bay area.  If an Administrative Assistant is not at the Front Office area, notify the Administrator or other front office staff.
Emergency Action Plan General Guidelines 
The Millhopper Montessori School has policies and procedures in place for emergency situations such as fire drills, weather emergencies, missing child, unidentified individuals on campus, and other crises situations.  A copy of the Emergency Action Plan is located in the classroom emergency action backpack and in the Faculty Center of the school’s website.

An emergency action backpack is located in each classroom and in the Big Room.  It contains all necessary emergency items necessary for a variety of scenarios. 
Fire Alarm
Fire drills occur monthly and at random times of the day.  When the fire drill occurs:

· Students and teachers must exit the classroom in a calm and orderly manner.  If students are in other locations, such as the Media Center, Reading Therapy, Music, etc. that teacher will assume responsibility for their students.

· Each Lead Teacher should take with them their attendance log and Emergency Action backpack.  For classes that use Jupitergrades.com, attendance can be taken on a smart phone.

· The class goes to their predetermined location, where students are lined up facing away from the school building.
· Teaches take class attendance. If possible, students that are with other teachers rejoin the class.

· The class remains where it is and awaits further instruction or an “all clear” signal to return to class.
Reporting Abuse and Neglect 

Florida Statutes define Child Abuse and Neglect as: harm or threatened harm to a child's physical or mental health or welfare by the acts or omissions of a parent, adult household member, or other person responsible for the child's welfare, or for the purposes of reporting requirements, by any person. Under Florida Statutes, anyone who knows or has reasonable cause to suspect child abuse or neglect is required to report it. Any person failing to report, preventing another from doing so, or making a false report may be prosecuted under the law.
Suspicion of child abuse or neglect must be report to the Florida Abuse Hotline, toll-free, 24 hours a day, 7 days a week:

1-800-96-ABUSE (1-800-962-2873).

Enforcing Lunch and Playground Duty Procedures and Rules

If a student is not cooperating, they should be warned once.  If behavior continues, a time-out is appropriate.  The lunch duty and/or playground supervisor should make the lead teacher aware when a student is repeatedly receiving warnings or time-outs.  If the student continues with the same pattern of behavior, a Student Report should be sent home.  (see School Wide Discipline Plan)
Lunch Duty General Guidelines
The term “supervisor” is defined as any staff member assigned to monitor students during lunch and/or playground duty.  Staff members could include, Lead Teachers, Assistant Teachers, Co-Teachers, Special Area Teachers, Morning Care staff, After School Program staff, etc.

Children should be closely monitored by the lunch supervisor during lunch time to ensure student safety. Lunch supervisors are discouraged from taking part in long conversations with other staff members or students, or engaging in other tasks while responsible for observing students during lunch time.  
The following playground guidelines from the Parent Handbook should be used by all lunch supervisors:
· No sharing lunches due to food allergies, cultural difference, and respect of parental food choices. Lead Teachers, Assistants and additional lunch supervisors must review allergy lists and any medical specifics on every child in his/her class.
· Do not remove food items from a student’s lunch box, based upon your opinion of what is appropriate for lunch or not.  Please encourage students to eat their nutritious lunch items first. You can encourage, but you can’t force.

· Students bring their lunch to school every day in a clearly labeled lunch-box. 
· Lunches cannot be refrigerated or heated.
· Do not pack any glass containers in a lunch box. 
· Utensils and cups are not provided by the school.
· Make sure that lunch boxes fit in your child’s cubbie or locker – no coolers or backpacks please.  
· We recommend sugary desserts or drinks at lunch be kept to a minimum. Please, NO SODAS.
· Lunch boxes with a thermos need to be easily opened by your child. 

· Include a reusable freezer block to keep perishables fresh.  
· With younger children, it is a good idea to prepare food in small, easy-to-handle servings, such as cutting sandwiches into quarters, slicing up fresh fruit, and preparing bite sized slices of cheese.
· In the Beginner’s Class and Preschool/Kindergarten levels, all uneaten foods, which can be contained, will be sent home.  You will want to monitor your children’s lunch boxes to see what they like and dislike, and to determine the correct amount of food to pack. 
· As a part of Practical Life, we recommend each packed lunch include a cloth napkin on which s/he can place lunch items and a paper napkin for the lap. 

Lunch supervisors will insist on good manners and proper eating habits, including quiet socializing and proper clean up.  Cleaning materials are made available for the students to clean their lunch areas. 
If a lunch supervisor needs to leave his/her assigned class during lunch/recess time, s/he must inform another lunch supervisor or staff member to monitor assigned students until s/he returns. 

Any concerns about a child's diet or eating habits should be discussed with the Lead Teacher, and if necessary, a note be sent home from the Lead Teacher.  
Lunch supervisors oversee the cleaning of lunch area tables and floor and trash removal.  This is done either by the lunch supervisor or by designated students.

Recycling should take the form of each individual child taking recyclables home in his/her lunch box.  Entire class recycling projects are prohibited.

If lunch boxes are located in the Big Room, an orderly procedure should be established for obtaining and returning them to the Big Room.  
Hand Sanitizer Gel

While safe to use directed on hands, the accidental ingestion of a relatively small amount of this product by children poses a serious poisoning risk. 

Most hand sanitizer products contain over 60% ethyl alcohol, a stronger alcohol concentration than most hard liquors.

A child ingesting any more than a taste of this product could be at risk for alcohol poisoning. Ingestion of as little as an ounce or two by a small child could be fatal. 

Hand sanitizers should be kept well out of reach of children at all times and used only with careful adult supervision.

Section 8:
Code of Conduct and Discipline Policies
Millhopper Montessori School’s Fundamental Code of Conduct 

As a school founded on the Montessori ideals, we assume that every person deserves respect.  Millhopper Montessori School expects students to demonstrate kindness, courtesy, and respect toward the school and fellow students, parents, teachers, and staff.

The goal of all Montessori education is:

· To establish safe, warm, and caring environments within which we teach students positive and appropriate ways to handle situations, rather than to assume that misbehavior and punishment are inevitable

· To develop a strong sense of self-discipline XE "discipline" , responsibility and courtesy

· To develop an atmosphere conducive to peaceful studies
When anyone at Millhopper Montessori School finds it difficult to follow the school’s expectations about interpersonal conduct, we will quickly bring the student, family, and staff together to work toward a solution.

We follow an approach based on empowerment, mutual respect, and trust.  Neither corporal punishment, nor physical or emotional intimidation is allowed at Millhopper Montessori School.  If anyone consciously or flagrantly violates the social contract regarding safety, kindness, and courtesy, our response is to identify the appropriate and natural consequences of their actions.  For example, if something is broken, it must be replaced or repaired, preferably not by the parents alone, but by the student whose actions led to the damage.
Any student who repeatedly breaks the school’s Code of Conduct, School Wide Discipline Plan and/or classroom rules or endangers the health and safety of others may be asked to leave the school by the President.

Millhopper Montessori School reserves the right to require withdrawal of any child if the teachers, Administrator and President determine that the Millhopper Montessori School classroom environment is not a good placement or does not meet the needs of that particular child.  Millhopper Montessori School also reserves the right to require student withdrawal in situations involving repeated violations of the school’s code of conduct.

We have worked together to create a code of conduct and disciplinary actions that are firm, fair, and consistent in order to help students maintain the school’s values and character.  All students are expected to adhere and respect them.

Our code of conduct is essentially the same at every level of the school, although the language and emphasis (disciplinary actions) changes somewhat for each age level.  Please review these codes of conduct with your child:

· Be kind and gentle to one another.

· Everyone has a right to privacy and concentration.  Please don’t disturb children who are trying to concentrate on their work.

· Everyone has the right to learn and to strive to do their best

· Everyone has a right to his or her personal belongings.  Please do not touch anything that is not yours without the owner’s permission.  If you accidentally lose or break something, please replace it without a fuss.

· Everyone has the right to feel safe and secure.  Please don’t express anger or upset feelings in a way that insults or threatens someone else.
· Everyone has the right to be physically safe.  Please don’t do anything that might hurt or endanger anyone.

· At Millhopper Montessori School, no one is allowed to fight, push, trip, or use any other aggressive behavior.

· Use the playground area and equipment as intended.  

· Do not leave your teacher’s supervision without permission.

· Do not enter the parking lot or ever leave campus without an adult.
Appropriate Use of Student Discipline

All staff members must comply with the school’s Code of Conduct and Disciplinary Policy. Such policies include standards that prohibit children from being subjected to discipline which is severe, humiliating, frightening, or associated with food, rest, or toileting. Spanking or any other form of physical punishment is prohibited for all child care personnel. 

Any physical abuse of a child such as spanking, pinching, shaking or similar, excessive physical contact may result in the immediate termination of a staff member's job.  Any witness to this type of abuse must report it to the President or Administrator.

Violence and Harassment 

Millhopper Montessori School strives to provide a safe, secure and respectful environment for all students and will not tolerate any irresponsible and dangerous behavior, acts of violence, threats of violence, emotional or sexual harassment, or verbal abuse directed toward anyone.  It is illegal and forbidden to bring or carry a weapon to school or to use any common object as a weapon.  Violation of this policy will result in immediate grounds for expulsion.
Bullying 
The American Psychological Association defines "bullying" as a form of aggressive behavior in which someone intentionally and repeatedly causes another person injury or discomfort. 

Bullying can take the form of physical contact, words or more subtle actions. It is critical to differentiate potential "bullying" behavior from behaviors that are developmentally appropriate for children when considering their age level.

In situations in which the behavior has been identified as bullying, or where the overall class learning is repeatedly impeded by the behavior of a student, 

Millhopper Montessori School will take the following measures:

· The lead teacher will communicate with the families involved in order to discuss potential strategies and review behavioral expectations.

· If the interventions are not successful a parent/lead teacher conference will be held and will include a guidance counselor and possibly a school administrator.

· If the child's behavior continues to be below the agreed-upon expectations, then the consequences may include In-School and or Out-of-School suspension.

· If the pattern of misbehavior continues to occur then a meeting will be held with the student's parents and applicable administrators, including the President, to discuss the possibility of withdrawal.

Millhopper Montessori School recognizes bullying as a very serious matter. If, as a parent, you feel that your child may be the recipient of a bullying situation, please notify your child's lead teacher immediately to communicate your observations and concerns.
Drugs XE "Drugs" , Alcohol, and Tobacco
Although we assume that it will never happen, as the school extends through the higher grades, it seems important to be clear about our position.  We expect our students to avoid any and all contact with drugs or alcohol.  This is defined to include the use, possession, or sale of any controlled substance (drug) or alcoholic beverage.  The possession or sale of any alcohol or controlled substance, either during the school day or during any school sponsored trip, party, or function will be immediate grounds for expulsion.
Respect for the Property of Others
Any theft, vandalism, or damage to property, whether deliberate or accidental, must be repaired or paid for.
Electronic Devices and Cell Phone Use by Students
In Elementary and Middle School, electronic device, such as laptop computers, portable media players such as iPods or tablets, cell phones or other electronic devices may be used for classroom purposes at the lead teacher’s discretion. 

Students in the Beginner’s Class and Preschool/Kindergarten classes should not bring electronic devices or cell phones to school.

During class, electronic devices must be kept in lockers and silenced.  Students may not text or make/receive calls while on campus.  If a student needs to call his/her parents, s/he may ask a teacher.  A phone is always available for use.

Students are not allowed to use the camera or music applications on their laptops, cell phones or other electronic devices without teacher approval. 

The first time any of these items are used without teacher permission they will be confiscated.  It is the student’s responsibility to collect them from the teacher at the end of the day.  The second time one of these items is found it will be confiscated by the teacher and a parent must come to school to collect it.
School-Wide Discipline Plan 
MMS has established high standards for student behavior as outlined in our MMS Code of Conduct.  The staff members expect to occasionally remind children of appropriate behavior but not frequent disruptions which compromise the safety of the other students or the learning process in the classrooms.   Classroom specific codes of conduct are determined by the Lead Teacher and the President and posted in the classroom.
Even though MMS strives to meet all of the various learning styles and special needs of the students we cannot guarantee accommodations of all children’s special needs if they are in conflict with a Montessori class dynamic.

Children are evaluated on a year to year basis to determine whether MMS is able to meet their specific needs.
If a teacher or other staff member has repeatedly reprimanded or warned a student about an inappropriate behavior/misconduct and the student has continued the same or similar actions, a Student Discipline Report will be sent home.  The first report sent home will alert parents to the child's behavior so that the parents and the school can work together on correcting the behavior.  If the child receives a second notice, the school has the right to call the parent and ask them to pick up their child immediately; this may be accompanied by a one-day suspension.  Keep in mind MMS serves students as young as age 2 and as old as age 14 when reading the following list of example inappropriate behaviors.
Inappropriate behaviors/misconducts include, but are not limited to the following:

· Unacceptable Language

· Assault/Aggression (including unprovoked)

· Biting

· Bullying/Harassment

· Cheating

· Classroom Disruptions

· Computer Misuse

· Defiance

· Disruptive Behavior

· Destruction of Property

· False Accusations

· Fighting, Hitting, Punching

· Forgery

· Hostile physical actions (Kicking)

· Improper Dress

· Leaving the classroom/school grounds without permission

· Sexual Offenses

· Theft/Robbery

· Unacceptable physical contact

· Vandalism

Disciplinary actions that may be taken include, but are not limited to the following:

· Warning to Student

· Notification of Parent

· School/Parent Conference

· Privileges Revoked

· Behavior Contract

· Referral to Administrator

· Suspension

· Expulsion

At any time, inappropriate behaviors/misconduct may also result in the reduction of the student’s assignment or participation grade or reduction of grade in the appropriate Personal Development section of the Student Report Card. 
Millhopper Montessori School reserves the right to bypass any warning, notifications, discipline report or other and expel a student if a student is deemed threat to the safety of his or herself, other students, the classroom environment or the school.

Section 9:
Record Keeping
Records Kept by the Office
Student Cumulative files: Office staff, Lead Teachers and other authorized persons will be the only ones having access to these files. They contain registration packets, health records, additional medication information, report cards, standardized test reports, parent correspondence, etc.  If any of these forms are given to Lead Teachers, they must be turned into the office for proper filing.

Faculty Files: The President, Administrator, Accountant and any other authorized persons will be the only ones having

access to these files. These files contain: employment information, payroll information, employee contracts, and copies of

credentials, emergency numbers, and necessary health records.  

Student Accommodations 

Millhopper Montessori School is able to accommodate students with mild learning difficulties. Accommodations are available to students who have been assessed by a certified psychologist and parents provide the school with documentation of recommended accommodations. We are able to meet certain accommodations, including but not limited to designated assigned seating (when available), modified assignments/notes, extended assignment due dates, alternative assignment completion methods, longer assessment times, and modified assessment administration. Accommodations, such as assignment or assessment exemption are rarely granted as this does not meet academic expectations.  Exemption from a class is only offered if the student is assessed by a certified psychologist and parents provide the school with documentation of recommended exemption, and the student shows a history of below level performance in the subject area from past years, as based on several factors including but not limited to, past assignment and assessment scores, past subject area and/or Lead Teacher recommendation, or approval from the President.  This exemption is not available for the following courses: Math, Language Arts, Science, Social Studies.  If an exemption is offered, the student will use the class time as a work time or as an alternative course.   Accommodations will be noted on the student’s report card in the class/es s/he is receiving accommodations.
Daily Attendance Taking
Each Lead Teacher will keep either a hardcopy or electronic copy of student attendance.   XE "Attendance"  TC "Attendance" \f C \l "2" Students are expected to be in class no later than 9:00 am for Beginner’s Class, Preschool/Kindergarten and Elementary students and 8:30 am for Middle School students.  
All students arriving after the start of their school day will be marked as tardy. 
Attendance taken at:

Early Childhood: 
9:00 am

Middle School:

8:35 am

Elementary:

9:00 am 

Grade Books
All Lead Teachers and/or Special Area Teacher must keep either a hardcopy or electronic documentation of student progress.  Grade books for the Elementary and Middle School teachers are kept online with JuipterGrades.com.  If a teacher has questions or needs training, please see the school’s JupiterGrades Coordinator.
Report Cards
Beginner’s Class and Preschool/Kindergarten report cards are issued twice a year.  Elementary and Middle School report cards are issued every ten weeks.  
Elementary and Middle School report cards are generated through their online grade book program, JupiterGrades.com. However, parents and students in Elementary and Middle School can also track their child’s progress through our online grade book at JupiterGrades.com.

Written Evaluations Suggestions

· Please consider each child carefully through your notes and observations.  In narratives, explain materials being used and how and what they are teaching.
· The end of term report card should not be the first time that parents are finding out about an academic or behavioral issue.  
· Be as positive as possible, but do not fail to mention difficult areas being strengthened. For example:

Do write: We are helping John to find productive and acceptable ways to deal with his feelings.  With more help in this area, John will be able to better interact with his peers.  We encourage parental follow through.
Don't write: John can't get along with his peers and behaves in unacceptable ways. (with no comment on what we are doing to change this).
Report Card Processing 

All classes must follow this protocol:
· Update and finalize student report cards
· LEADS: Print out your report cards in Jupiter grades in Admin. Mode 

· Save each student report as a PDF document using this format: Last Name, First Name, Grade, Report Card 20XX-20XX.  Sample:  Smith, Johnny 3rd gr Report Card 20XX-20XX
Check with the Reading Therapist if she has any additional comments to add to the report card, if applicable.

· The Media Specialist will provide the Administrator with an overdue book list so she can hold those particular report cards until the book is paid for or turned in.

· Finalize teacher report card cover letter.

· Request mailing labels, stamps and envelopes from the Front Office. Give ample time for this; do not wait until the last minute.

· Make three copies of report cards and any other additional information such as Reading Counts, Reading Therapist’s comments, Florida Writes reports, etc. and give two copies to the Administrator. 
· The third copy will go in envelopes and needs to be given to the Administrator “mail ready”, labeled, stamped and sealed, by 10:00 am on or before the day report cards are to be mailed home.
· Electronic copies of all reports need to be given or emailed to the Administrator for archiving.
Observations - Early Childhood

On a form that you design for your best and most efficient use, record lessons given for each child daily -- note work habits, attitudes, etc.  At the end of the week put these observations in the child's folder so that you can see a monthly picture, then a semester picture of the child's progress.  
Behavior Log

If you see a behavior or attitude pattern developing, keep a dated record of what is happening so that you have this documented by dates for a conference.  

Montessori Material Record Sheet

EARLY CHILDHOOD: This is a sheet of Montessori materials listed in sequence, with a space to date and/or check lesson given, practices, and mastered.  This should be checked weekly and kept in the child's folder.

Conference Check Sheet 
This form is completed before a conference to help the Lead Teacher prepare to discuss the progress of a student with the parent.  This form is for Lead Teacher’s use only.  It is not shown to the parent, but it is useful as a quick review before going into the conference.   This form should be on your computer.  Please inform the front office if it is not.

There is a place to record parent comments, and this serves as a conference report to the office.  Please complete the form before a conference, add comments of parents and Lead Teacher after conference and submit to the office.  A synopsis of the conference will be sent to the parents.

Unit Studies Outline
During work week, a yearly schedule of cultural unit studies covering science, geography, history, music and art should be outlined and submitted to the office.

Lesson Schedules

A calendar of scheduled lessons in Science, Geography, History, Art, Music and P.E. should be submitted to the office every month
Section 10:
Parent Communication
Sending Information Home
All memos, reports, notes, letters, permission slips (anything being sent to the parents) must be approved by the Administrator before being sent home.  A copy will be kept in the office files.
Family Conferences  XE "Family Conferences" 

 XE "Conferences" 
It is very important for teachers and parents to establish and maintain close communication.  We recommend that family conferences be scheduled on a regular basis to review academic progress during the school year.  Additional conferences will be scheduled upon request.  

If a parent has a concern about their child, it is school policy that they speak with their child’s Lead Teacher first.  Assistant teachers and other staff members should direct parents to the Lead Teacher for conferences.  In some situations, it is appropriate or necessary to have the President, Administrator, Assistant Teacher or other staff member part of a conference.
In the situation of conferences about specific subject areas, such as fifth through eighth grade Math, Language Arts, Science, Social Studies, PE, Technology, etc. it is acceptable for the subject area teacher to lead the conference.  It is suggested that the Lead Teacher also be in attendance.
Some Lead Teachers schedule conferences during certain times of the school year, requests are sent to parents approximately two weeks ahead of conference time and a sign-up sheet is set up on the class bulletin board.   However, Lead Teachers, Subject Area Teachers or parents may call a conference at any time there is a concern.  
Conferences should be scheduled to pull the Lead Teacher or Subject Area Teacher from direct instruction time with students as little as possible.

Phone conferences are in order if parent is working and cannot attend regular conference and if there are not problem areas to discuss.  It is much better to discuss problems personally; and in this case, insist on convenient time for the parent to come to school for a conference.
Communication with Multiple Households XE "second families" 
 XE "New Policy" Whenever parents are separated, divorced, or for some other reason not living at the same address, we want to keep both parents informed of their child’s progress and school matters.
An exception may be requested by a court order prior to the child’s entering school by either or both parents; the request would require full consideration of the legal ramifications and other relevant matters, to the effect that dual communication is not required, desired, or to be pursued.  If granted, his/her exception (documented by a signed court order) would be noted in the child’s permanent file and honored as indicated.
· It is the responsibility of the legal guardian to give copies of progress reports, invitations to school functions and announcements to other members of the child’s family.

· When family conferences are scheduled, we need to avoid separate conferences for each parent.  It is terribly important to communicate the same thing to both parents at the same time.  If either parent is uncomfortable with scheduling joint conferences, he or she should contact the office to discuss the situation.

· Both parents are equally welcomed at all school events, unless court papers say otherwise.

· Free and open communication among all parties is encouraged so that everyone is fully informed.

Conference Feedback Reports
Regardless of whether a conference is held in person or by phone call, a Conference Evaluation Form (located in the Faculty Center of the school’s website) must be completed by the teacher leading the family conference.  This report summarizes the meeting reason, discussion points, goals, and outcomes and becomes documentation for any further actions regarding the student that may be needed at a later date. 

The Conference Evaluation Form must be typed and edited. It is then given to the Administrator for proofing and approval.  Two copies are then sent home to the parents; one to keep and one to sign and return.  

Conference Suggestions

Be prepared; have observations, behavior logs to document your thoughts if needed.  Give an accurate picture of the child at school.  Remember, parents may see the child differently.  Have parent parallel examples from home.  Weigh your thoughts before you verbalize.  Be tactful.  Never label a child; do not draw a conclusion, but give observations - lead the parent into drawing a conclusion - then together work out a solution to the problem.  Avoid making misleading statements that could be misinterpreted.

Never use slang words or statements about a child; i.e. spacey.  Never compare a student to others.  Never provoke an argument.  If parents argue with each other, suggest they discuss at home this area of inconsistency.  Always be professional; start with a friendly greeting.  Find out what the parent thinks about the child's progress - making the parent feel at ease by having them talk.

Keep eye contact and good body posture.  Start with positive things; try to show some progress.  Maybe show observations of some work over a period of time.  Discuss progress in all areas of the academics, interest and work in cultural areas, work habits, attitudes, physical progress, and behavioral and social adjustments.

If something negative must be discussed, give parents the opportunity to suggest a solution to try.  Parents will be more willing to try to work out a solution if they think they came up with the plan.
Try to close the conference on a positive note with overview of main points.  Stop the conference on time.  Leave 15 minutes headway between conferences.  Reschedule with a parent if they are going into another parent’s time.

If a Lead Teacher is having difficulty or if the discussion of negative behavior or learning problems is necessary, the Lead Teacher should discuss this conference with President.  The President should attend any conference that the Lead Teacher feels is going to be difficult or controversial.  

Never allow a parent to tell you something in confidence that is negative about the administration. Let the parent know that it is your obligation to report this to the office.  Allowing this unprofessional confidence could give the impression that you side with the parent and against the administration.  Please let the parent know that if they have any questions or concerns they should talk to the Administrator so that a solution can be worked out.  Any questions concerning tuition costs, policies, or student placements, please refer to the office.

Unit Letters

Letters recapping units studied in class must be sent to parents on a monthly basis unless these units are outlined in textbooks (upper elementary and middle school).  They must first be approved by the Administrator; this will take a couple of days turn around time so plan accordingly.

Staff Technology Responsible Use Policy 
Purpose

The purpose of this document is to provide Millhopper Montessori School staff with guidelines and expectations for their responsible use of technology. Millhopper Montessori School reserves the right to revise this contract as needed.

User Responsibilities

In order to receive technology privileges, you must be aware of the policies and procedures regarding access to and use of technology. Millhopper Montessori School is committed to staff use of technology as a tool to expand teaching and learning opportunities and conduct scholarly research. The use of technology facilitates global collaboration, a vital skill for our 21st century learners. Staff and students at MMS utilize laptop computers on a wireless network. Laptops and campus computers are strictly for educational use consistent with the educational goals of Millhopper Montessori School. Along with the opportunity this provides comes responsibility. This acceptable use policy is designed to give staff and students clear and concise guidelines regarding the appropriate use of laptops as well as other computers on the MMS campus. The underlying premise of this policy is that all members of the MMS community must uphold the values of honesty and integrity. The proper use of technology reflects the strength of one's character, as does one's behavior. We expect our staff and students to exercise good judgment and to utilize technology with integrity. Millhopper Montessori School reserves the right to add-to/revise the Technology Responsible Use Policy (TRUP) at any time to cover unforeseen circumstances in regards to appropriate use of school computers and laptops or materials accessed and/or stored on computers, laptops, or the school's network. Millhopper Montessori School has the sole right to determine appropriate/inappropriate usage of laptop or internet.

User Identity

Upon signing this agreement, you are liable for any activity on your user account or any MMS owned computer. 

E-Mail 

· The use of private e-mail during work hours is prohibited unless authorized by administration for educational purposes.

· Staff email accounts are used for school related purposes only. 
· Do not use staff email address to register on social networks, blogs or other online tools utilized for personal use.

· Staff should always use appropriate language in their e-mail messages. 

· No inappropriate e-mail is allowed including derogatory, obscene, or harassing messages. E-mail messages of an abusive or harassing nature will be regarded as a major violation and will be subject to a disciplinary response. 

· Chain letters of any kind and spam are prohibited. Chain letters are defined as any e-mail message asking you to pass information or messages on to other individuals or groups via e-mail. 

· Staff is prohibited from accessing anyone else's e-mail account. 

· E-mail etiquette should be observed. In general, only messages that one would communicate to the recipient in person should be written. 

Our Organization’s Expectations Regarding Cyber Communication & Social Media Use by Employees

We recognize that employees will use social media and other cyber communications as a growing way to connect with others.  As an initial point, the same principles and guidelines that apply to your activities as an employee in general, as found throughout the Handbook and your job description, apply to your activities online. This includes any form of electronic communication, including but not limited to online publishing and discussion, including blogs, wikis, file-sharing, user-generated video and audio, virtual worlds, LinkedIn and social networks whether or not associated or affiliated with our organization. The Organization trusts and expects employees to exercise personal responsibility whenever they participate in social media.  This includes not violating the trust of those with whom they are engaging. We expect that employees utilizing social media will recognize and follow the guidelines included within this policy.  You are solely responsible for what you post online.  Any of your conduct that adversely affects members, customers, clients, suppliers, employees or our business interests will result in disciplinary action, up to and including termination.  By signing the acknowledgment to this Handbook, employees agree to allow the Organization to utilize their image on its Organization website, social media, printed material, and other public relations and advertising efforts both during and after the employees' tenure with the Organization.
MMS reserves the right to limit or prohibit employee use of electronic communications when necessary to ensure organizational production or to discipline employees for performance related.

MMS may monitor employee use of computers and email for any and all legitimate management purposes.  Such purposes include the assurance of employee production, the prevention of illegal harassment and other unethical behaviors, and all other reasons necessary to best ensure that the mission of MMS is met.  Employees should not expect any privacy when using MMS’ computers or email.
Please abide by the following expectations:

Always consider the power of your comments and contemplate the impact of your post on your reputation and that of Millhopper Montessori School before you publish it.
Respect all confidential and proprietary information that you possess as a result of your relationship with Millhopper Montessori School.  Secure written permission to publish or report on conversations that are meant to be private or internal to Millhopper Montessori School. Examples of confidential information include, but are not limited to, client/customer/patient information, confidential academic information, proprietary data, development of systems, products, processes and/or technology, internal policies and memorandums, and all proposed and executed organizational strategies.  Do not post internal reports, policies, procedures or other internal business-related communications.

When disagreeing with others opinions, be appropriate and professional in doing so when posting such disagreement on social media sites. 

When posting about your work at MMS, use your real name, identify that you work for the MMS and the position that you hold. Be aware of your association with the Organization in online social networks.  If you identify yourself as an employee of MMS, ensure your profile and related content is consistent with how you wish to present yourself with colleagues and clients.  

Anytime you publish content on an external website regarding anything to do with work you do or any subjects associated with the Organization, use the following disclaimer:  "The postings on this site are my own and don't necessarily represent MMS’ positions, strategies or opinions."

Respect financial disclosure laws.  It is illegal to communicate or give a “tip” on inside information to others so that they may buy or sell stocks or securities.  

Respect your audience. Don't use slurs, personal insults, obscenity, or engage in any conduct that would not be acceptable in our workplace. You should also show proper consideration for others' privacy and for topics that may be considered objectionable or inflammatory.

Employees are prohibited from posting any type of photograph of any MMS employee, client/customer/patient, parent, family member, or volunteer on any and all social networking sites without the express written approval of MMS.

Do not create a link from your blog, website or other social posting to an organizational website.

MMS respects its employees’ interest and willingness to convey group complaints regarding existing working conditions.  While it wholly respects employees’ right to discuss such concerns utilizing social media, it encourages any such concerns to be brought to MMS’ administration.

When MMS wishes to communicate publicly as an Organization - whether to the community or to the general public - it has well established means to do so.  Only those officially designated by MMS have the authorization to speak on behalf of the Organization.

Refrain from using social media while on work time or on equipment we provide, unless it is work related and authorized by your manager and consistent with the organization’s equipment policy.  

Do not use your school email address to register on social networks, blogs or other online tools utilized for personal use.

Vulgar, obscene, threatening, intimidating, harassing, discriminatory, or unlawful behaviors on social media sites may result in an employee’s immediate termination.
Audio and Video 

· Any audio or video recording may be done only with the prior written permission of all parties being recorded.  Sharing of music (for example iTunes music sharing) over the school network is strictly prohibited and is subject to appropriate consequences.
Games 

· The viewing and/or playing of electronic games is not permitted during school hours except as part of an assigned, in-class activity. 

· The school reserves the right to remove any game from a school computer that is considered inappropriate or impedes the educational purpose of the laptop program. 

· Games that include violence, adult content, inappropriate language, and weapons are not to be installed or "played" on school computers including the laptops. 

· Screensavers that include gaming components are not allowed. 

Laptops

· Staff laptops should be left in a secure area when unattended. 
· Do not lend your laptop to other staff. 

· Do not borrow a laptop from another student. 

· Laptops must be carried and transported appropriately on campus. Failure to close the lid of a laptop before transporting it could damage the hard drive and result in permanent loss of data. 

· Note: Staff is entirely responsible for backing up their own data. Lost or damaged data is not the responsibility of the school. 
· No food or beverages should be in the vicinity of the laptops. 

· Laptops should be handled with respect and care. Inappropriate treatment of school laptops is not ACCEPTABLE. 

· Laptop are not to be written on, to have stickers applied to them, or to be defaced in any way. 

· Don't remove, move or write on the identification sticker on your laptop. 

· Staff is responsible for their assigned laptop charger.

· There will be a $20.00 fee for lost chargers.

Network Access 

· Staff must not make any attempt to access servers or network information that is not open to the public. 

· The utilization of proxy avoidance IP numbers and programs is strictly prohibited. 

· Staff may not use the school network for personal or private business reasons including but not limited to online ordering and purchases. 

· Staff may not to knowingly degrade or disrupt online services or equipment as such activity is considered a crime under state and federal law (Florida Computer Crimes Act, Chapter 815, Florida Statutes). This includes tampering with computer hardware or software, vandalizing data, invoking computer viruses, attempting to gain access to restricted or unauthorized network services, or violating copyright laws. 

· Millhopper Montessori School is not responsible for damaged or lost data transferred through our network or stored on laptops, computers, or our file servers. 

File Sharing

· File sharing is the public or private sharing of computer data or space. Any program that creates a point-to-point connection between two or more computing devices for the purpose of sharing data is considered file sharing. 

· File sharing of any kind is prohibited both on campus and off campus. The only exception to this is when it is a specific assignment given by a faculty member. 

· No file sharing software of any kind is to be installed on school computers including laptops. Although these types of programs are software downloads, they automatically create file sharing connections. 

Deleting Files 

· Do not delete any folders or files that you did not create or that you do not recognize. Deletion of certain files will result in a computer failure.

Downloading and Loading of Software

· The downloading of music files, video files, movies, games, etc. through the school's network is absolutely prohibited unless it is used for academic purposes. 

· The school reserves the right to remove any software that has been loaded onto the computer that impedes the educational purpose of the laptop program. 

· Copyrighted movies may not be "ripped" from DVDs and placed on the laptops. 
· Only commercial videos (such as television programs) legally purchased from the iTunes music store or another like entity may be downloaded to the laptops. All approved downloads must meet Technology Responsible Use Policy criteria

· Shareware and freeware programs such as animated cursors (i.e., Comet Cursor), screen savers, and others similar to these automatically open connections to the computers from outside the MMS network. Such connections are Spyware, and they not only monitor the activities on that computer, but they also slow down the operation of the computer and the network connection. Therefore, these applications are prohibited. 

Screensavers 

· Inappropriate or copyrighted media may not be used as a screensaver. 

· Presence of weapons, pornographic materials, inappropriate language, alcohol, drug, gang related symbols or pictures will result in disciplinary actions. 

Internet Use 

· The Internet is a rich and valuable source of information for education. Inappropriate materials are available on the Internet and are strictly prohibited. These materials include items of a pornographic nature, extremist or militant materials, gambling, depictions of violence, images that are intended to be abusive or harassing, etc. Staff must not access, display, or store this type of material. The interpretation of appropriateness is at the discretion of MMS Administration.

· Information obtained through the Internet must be properly cited and in compliance with copyright laws. Due to the quickly changing nature of the Internet, a hard copy of referenced material is recommended. 

· Staff is required to give proper credit to all Internet sources used in academic assignments, whether quoted or summarized. This includes all forms of media on the Internet, such as graphics, movies, music, and text. 

· Plagiarism includes the use of any information obtained from the Internet that is not properly cited. Plagiarism of Internet resources will be treated in the same manner as any other incidences of plagiarism. 

· If a staff member accidentally accesses a website that contains obscene, pornographic or otherwise offensive material, he/ she is to notify the administrator, or the Technology Specialist as quickly as possible so that such sites can be blocked from further access. This is not merely a request; it is a responsibility. 

Privacy, Use, and Safety 

· Staff may not give any personal information regarding themselves or others through e-mail or the Internet including name, phone number, address, passwords, etc. unless they are completely sure of the identity of the person with whom they are communicating. Frequently the identity of someone on the internet is impossible to confirm. Therefore, contact with such individuals is considered inappropriate and unsafe. 

· Staff must secure and maintain private passwords for network and laptop access. This is important in order to protect the privacy of student information and academic content stored on the computer. 

· Millhopper Montessori School respects the privacy of every student, staff member, and administrator with respect to stored files and e-mail accounts. However, if inappropriate use, including honor code violations or harassment, are suspected, the school administration has the right to view these files in order to investigate suspected inappropriate behavior. 

· The school has the right to monitor computer activities that take place on school-owned computers including logging website access, news group access, bandwidth, and network use. 

· Staff is prohibited from accessing administrations and other staff members’ computers as well as school file servers for any reason without explicit permission from the user or administrator of that computer. 
· Staff is prohibited from utilizing the command prompt interface. In addition to this, staff is prohibited from using any method to obtain control of another person's computer through the use of their own computer. 

· Staff is prohibited from using laptops or any computer for acts of cruelty (including mean-spirited e-mails, offensive blogging, etc.). 

· Laptops that are provided by the school continue to be the property of the school. Therefore the school has the right to view all content at any time. 

· Any electronic device used on the school network, even if privately owned, is subject to all policies and consequences of the Technology Responsible Use Policy including: the right to view the content of the device at any time; the right to remove content from the device; and the right to retain the device in the school's possession if there is an infraction to this policy which deserves that consequence. 
Copyright 

· Unauthorized duplication, installation, alteration, or destruction of data programs, hardware, or software is prohibited. 

· Data, programs, hardware, software, and other materials including those protected by copyright may not be transmitted or duplicated. 

Consequences

· The school reserves the right to enforce appropriate consequences for the violation of any section of the Technology Responsible Use Policy (TRUP). Such consequences could include the loss of privileges of laptop use, necessary monetary charges and/or deductibles applied termination of employment, and possible legal action. 

· Staff is to report any known violations of this policy to appropriate administrative staff members. Random checks of laptops may be conducted throughout the year to ensure that these policies are being followed. 

· Millhopper Montessori School takes no responsibility for activities conducted on school computers and laptops or materials stored on computers, laptops, or the school's network. 

· Millhopper Montessori School reserves the right to add-to/revise the Technology Responsible Use Policy at any time to cover unforeseen circumstances in regards to appropriate use of school computers and laptops or materials accessed and/or stored on computers, laptops, or the school's network. 

Fla. Stat. 815.04 Offenses against Intellectual Property Whoever willfully, knowingly, and without authorization: 

1. Modifies data, programs, or supporting documentation residing or existing internal or external to a computer, computer system, or computer network; 

2. Destroys data, programs, or supporting documentation residing or existing internal or external to a computer, computer system, or computer network;

3. 
 Discloses or takes data, programs, or supporting documentation which is a trade secret as defined in 5.812.081 or is confidential as provided by law residing or existing internal or external to a computer, computer system, or computer network; 

Commits an offense against intellectual property and is -guilty of a felony in the third degree punishable by up to 5 years imprisonment and a fine of up to $5,000. 

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0800-0899/0815/0815.html 

Fla. Stat. 815.06 Offenses against Computer Users Whoever willfully, knowingly, and without authorization

1. Accesses or causes to be accessed any computer, computer system, or computer network; 

2. Denies or causes the denial of computer system services to an authorized user of such computer system services; 

Commits an offense against computer users and is guilty of a felony in the third degree punishable by up to 5 years imprisonment and a fine of up to $5,000. 

If the offense is committed for the purposes of devising or executing any scheme or artifice to defraud or to obtain any property, then the offender is guilty of a felony of the second degree punishable by up to 15 years imprisonment and a fine of up to $10,000.
PRESCHOOL/KINDERGARTEN 
AFTER SCHOOL PROGRAM

SUPERVISOR GUIDELINES & PLAYGROUND RULES
2018 – 2019 School Year

Staff Responsibilities 

The role of the After School Program is to provide constantly supervised care for a large number of children who stay on campus after the regular school day has ended.  The After School Program’s main responsibility is the safety of the children.  They must keep constant supervision over the children and follow all safety guidelines written by Millhopper Montessori.  
The staff is responsible for keeping accurate sign-in and out of students through ProCare, preparing snack, following a daily cleaning checklist, and locking the school at the end of the day.  It is important that After School Program staff be willing to work with the administration and teachers of MMS and follow all guidelines set forth in the Staff Handbook presented at time of employment.  Once this has been fully read and understood, the last page of the Handbook should be signed and turned in to the administrator. 
Electronic Devices and Cell Phone Use at School

Millhopper Montessori School encourages staff members to use technology, including cell phones, to improve efficiency and safety. The School expects all employees to use such devices in a responsible manner that does not interfere with the employee's job duties.

Appropriate cell phone usage at School includes keeping phones silenced, utilizing vibrate mode instead.  If it is necessary to make or receive a call, please let your coworkers know you need to step away and keep it brief. 

Supervision of students is a priority at Millhopper Montessori School, and employees who are responsible for supervising students must concentrate on that task at all times. Employees shall not use a cell phone when they are responsible for supervising students unless any of the following conditions occurs:

· There is an emergency.

· The use is necessary to the performance of an employment-related duty at that particular time and cannot be avoided.

· The employee has received specific and direct permission from Administration. 


Even when these conditions exist, the staff member is responsible for obtaining assistance in adequately supervising students during the approved use so that students are supervised at all times.  You should not be checking your phone continuously during your shift.
Dress Code
Dress code must be followed at all times, including teacher work weeks and teacher work days, unless special exemption is given by the President. If you are unsure about any part of the dress code, please see the Administrator.  

Accessories: Jewelry should be worn that is appropriate for the school environment.  Body piercing should be limited to only ears. Any other body piercing should be either covered or removed while at work. Accessories should neither detract from appropriate school attire nor be a safety risk to yourself or others. 

Grooming: All staff must maintain a clean and groomed appearance while at school.  Hairstyles, hair color, make-up, facial hair, and other appearance-related items should present a neat and professional style. Personal hygiene products, such as deodorant, must be used. 

Undergarments: Appropriate undergarments should be worn at all times and not be visible under clothing or showing above or below clothing lines. 

Shirts: MMS logo polo shirt.
Pants: Long pants/slacks, professional looking knee length Capri’s are acceptable attire for school.  All pants should allow for natural movement for the staff position that applies to you.  All pants waist length should be long enough so that undergarments do not show when either standing or sitting and fit appropriately. 
After School staff may wear capris or a similar style which is no shorter than knee length and that are appropriate for school and their staff position. 

Inappropriate pants include any that are too tight as to constrict movement, too loose as to show undergarments, wrinkled, frayed, stained, patched, have holes, jeans, pajama pants, sweatpants or exercise pants.  Leggings are not considered pants and are only appropriate if worn under a dress or skirt.  
Footwear: Dress shoes/flats, loafers, ankle-strapped sandals, walking shoes, heels/wedges*, and boots* are appropriate footwear for school.  Closed-toes shoes are highly recommended.  *Heels/wedges and boot height must be of a tasteful, professional-looking height.  All shoes must be in good repair and clean and must allow for natural movement.
Inappropriate footwear includes flip-flops, non-strapped sandals, Crocs-style shoes, house slippers. 

NOTE:  If you are a student, you must be willing to work any 
             holidays/breaks from UF/Santa Fe College that do not 
             coincide with MMS holidays/breaks.
Checking in and out

Sign in and out through ProCare.
Check your mailbox when you come in and before you leave for the day.

Pick up walkie-talkie and make sure it is on Ch. 13.  Keep it on you at all times.  At the end of the day, return it to the charger.

First Aid Kit: Place fresh ice packs in First Aid Kit.  Place ice packs back in the freezer at the end of the day.  Resupply Band-Aids and other supplies when needed.  Keep First Aid Kit clean. 

First Aid Kit: Resupply Band-Aids and other supplies when needed.

     Cleaning Checklist in Administrator’s mailbox.
After School Program Schedule:  Early Childhood 
2:20 PM
         After School Program Staff arrive and sign in; Prepare First Aid Kit
2:30 PM
After School Program begins.  Students participating in the After School Program are sent by their Teacher/Assistant Teacher to the playground to be checked in.
2:30-4:00 PM
Supervised playground time
3:10 PM
Attendance is checked

3:45 PM
Staff member begins to prepare snack
3:55 PM
Line up for snack
4:00 PM
Snack is served on picnic tables / staff stand and monitor snack time
4:15-4:20 PM
After School Program moves into the Big Room for inside worktime. Depending on the weather, the children might stay outside longer

4:30 PM
Supervised worktime in the Big Room
5:00 PM
Daily cleaning from checklist begins (rotate cleaning duties)
6:00 PM
After School Program ends
________________________________________________________________

At 2:30 p.m., the school day is over and children participating in the After School Program will be escorted to the playground by their classroom teacher. This is a supervised playground time.  All rules set forth in the Playground Guidelines should be enforced.  Any activity that appears to be dangerous or inappropriate should be stopped immediately.  
One After School Program Staff member will be positioned at the gate and will be in charge of the laptop/Zen Garden/Sand Box.  The second staff member will position themselves near the East side of the playground, continually roaming in the area of the Main Play Structure/Ant Hill (able to visibly monitor the area between the sandbox and the swings). The third staff member will be standing near the water fountain by the fence.
It is imperative that each Staff member act as a lifeguard and constantly scan the playground.  If a staff member needs to go into the building, they should return to the playground as quickly as possible. 
*A Staff member should never be left alone while supervising students.  Always let your partners know where you are going.
STUDENTS ARE NEVER ALLOWED TO WALK AROUND CAMPUS UNESCORTED!   
Students are not to run errands for Staff members.

Students are NOT allowed to enter any of the classrooms.  Parents may NOT take children into the classrooms. * (Need to consider locks on classroom doors) *
Students are to use the bathroom located near the front office, one at a time.  Radio the front desk to alert them of a child coming inside to use the bathroom.   

If a student is not cooperating, they should be warned twice.  After the second warning, a time-out is appropriate.   Time-outs are based on age, e.g. a four-year-old will sit in time for four minutes, a six-year-old for six minutes, etc.  Students in time-out will sit in one of the blue chairs when on the playground or in a chair when inside.  Staff should make parents (and classroom teachers) aware when a student is repeatedly receiving time-outs.  If the student continues with the same pattern of behavior, a Student Report should be sent home.  If needed, the student should be sent to the front office.  Always report repeating behaviors to the Administrator and fill out an After School Program Notice.  Put a copy in the Lead Teacher’s mailbox as well as a copy into the Administrator’s mailbox.  Please do not leave the playground to fill out reports. Write reports once inside or at the end of the day.  
3:45 PM
Staff Member begins to prepare snack 
The After School Program snack is something to tide the children over until the end of the program.  It should not serve as a meal.  All snack provided for the After School Program is in the Front Office kitchen.  Staff members need to check the allergy list.  One Staff member should prepare snack as quickly as possible.  Snack should be set up on the picnic tables outside of the Big Room (never on the playground).  Children are not allowed to eat from their lunch box at snack time unless the child has a special snack due to a food allergy/medical need.   
3:55 PM
Students line up and snack is served  

When snack is ready, the After School Program staff will call the students to line up along the fence.  Once the children are settled in line, staff will go over snack and inside rules.  This is also a good time to address any problems observed on the playground.  The children will walk in a line to the snack tables and find a seat.  Students should be reminded to use good table manners.  Once they have finished their snack, students should be responsible for throwing away their trash.  One serving of snack is sufficient.  When all children are done with snack, they should line up quietly outside.  Students are not to carry snack inside the building.

4:15-4:20
After School Program moves into the Big Room - depending on the weather, the children might stay out longer.

When snack is finished, it is time for the inside portion of the After School Program.  One of the After School Program staff members will lead the children inside and into a circle to begin story time.  This allows some transition time for the children and prepares them to begin using their “inside voices”.   Afterwards, the children are allowed to find an activity to do using an inside voice. After School Program staff should remind them to use quiet voices.  It is not expected that it will be silent, but there should be a reasonable level of noise.
Students are expected to clean up and put away activities when they are ready to move on to another activity or are going home.  

Students should not bring toys from home. If they do, they must be left in the cubby. Notify lead teachers if this is a continuing problem. 

4:30 PM
An After School Program Staff member cleans the snack area.

Once the students are settled inside, one staff member should begin cleaning up the snack area.  Tables need to be wiped down with Mint DC.  All snack should be swept into a dustpan.  Please do not sweep food particles onto the grass.  Ants are a terrible problem and there are children that are allergic to them.  While the children are inside, have them put their work away before taking something else out. This keeps consistency with what is expected in the classroom. Children may be selected to help with cleaning in accordance with Montessori Philosophy; pick a new child each day until everyone has had a turn. 
5:00 PM
Daily cleaning from checklist begins.

At this time, one staff member should begin the cleaning checklist.  All items must be complete and checked off.  At time of hiring, each staff member will be shown in detail how to complete the check list.  Checklist duties must be shared equally either by alternating days or dividing duties.  Please put the Daily Checklist in Administrator’s box at the end of each day.

6:00 PM
After School Program ends.

By 6:00 PM, all students should be picked up.  If a child remains after 6:00 PM, their parents should be called immediately. Please contact Ms. Amilda Clark if you cannot reach the child’s parents. Parents who are late picking up their children are charged $1.00 per minute.  Once all children are gone, Staff must lock the front and back doors, make sure all lights are turned off and turn off the TV monitor in the kitchen.  The After School Program clipboard should be left on the front desk, turn the computer off and leave plugged in. 
VERY IMPORTANT
After School Program Staff are responsible for recording the times students are picked up.  This is an extremely important job!  Each child present should be checked in and out on the ProCare laptop. Do not allow children to use the laptops at any time!!!

Only those names listed in ProCare are allowed to take a student home.  If a situation arises where someone’s name is not and they come to take a child, please send them to the Front Office and have a Staff Member confirm. 
An After School Staff member must ID a listed person they do not recognize, even if the child recognizes and runs to the pickup person.  

Playground Duty General Guidelines

The following playground guidelines from the Parent Handbook should be used by all playground supervisors:

· Keep sticks, stones, mulch and sand on the ground. Don’t pick them up and never throw them.
· Children must ask permission to leave the playground to use the restroom or get water.
· Do not go into the ball shed without a supervisor’s permission. Elem and Middle School field
· Do not climb on the trees or on fencing.
· Stop chasing or playing scary games when asked.
· Please don’t tackle or trip one another in any games.
· Keep sand and sand toys in the sandbox and designated areas
· Play tag or ball games in the designated play areas.  
Playground supervisors should check to make sure all children are present during transitions, i.e., leaving the playground, moving into the classroom

All children should go to the playground unless we have a doctor's note stating otherwise.  
Please advise the office of any ant beds, beehives, or dangerous branches or roots, on the playground.

A child or children should never be allowed to walk alone outside of the class or supervised area at any time – they must always be accompanied by a supervisor.
Volunteers are not to take the place of a staff member on the playground. Volunteers are to be considered extra help and not part of required student to teacher ratios. A staff member must accompany volunteers at all times in the classroom and playground.
PLAYGROUND RULES - Preschool/Kindergarten Playground
Supervisors should spread out (never group together and chat--you might miss an accident) covering the North (gate area), South, East, and West ends of the playground creating a network covering as much area as possible.   
Make sure you do not play with an individual child, small group of children or talk to parents for an extended amount of time; this puts the added responsibility of watching more children on the other supervisors.

*SWINGS:



1. Children are not allowed between the two retaining fences behind the swings



2. No twisting on the swings



3. No jumping off of the swings



4. Children must sit on their bottoms only on the swings and must swing forward only (towards the  




playground)



5. Do not allow children to stand in front or walk in front of the swings

*BATHROOM USAGE:



1. Children should be allowed back in the building one at a time for bathroom use



2. Children should use the bathroom in the main hall during recess and after school

*SANDBOX:




1. No running near the sandbox is allowed



2. Do not throw sand.  Sand should remain in the sandbox



3. No doggie digging



4. No burying sticks/acorns/leaves in the sandbox



5. Students should clean up sand toys at the end of the day, placing them in the shelves (do not let 
students go behind the sand toy shelving unit)

*SLIDES:




1. The slide must be used appropriately:


2. Do not let children walk up or down the slide


3. Do not let children crowd the ladder - one child at a time only

4. Do not let children climb or flip on the slide’s support poles

5. Do not let children play under the slide


6. One person up and down the slide at a time

*PICNIC TABLES:




1. Do not allow the children to sit or play under, walk on or stand on the picnic tables

*FENCE:




1. Do not allow the children to climb or hang on the fence at any time



2. Do not allow children to pin another child against the fence


3. Do not allow children to crash into the fence



4. Do not allow a parent to remove a child over the fence--the child must go through the 
gate



5. Hands/arm should stay inside the fence

*SEESAW:




1. Children must keep their bottom on the seesaw

*DOME BARS:




1. Do not let children hang upside down on the dome bars



2. Do not allow children to play under the dome bars

*BALANCE BEAM

       

1. One child at a time



2. No running on--careful walking/balancing

*ZEN GARDEN

       

1.  Do not allow children to run in the Zen Garden



2. Children are to sit on the benches; not standing or jumping off.  Children may take a book out to 
read on the benches



3.  Rakes are to be used to make patterns in the sand area only



4.  Do not allow children to throw stones



5.  Children can help keep the Zen Garden maintained by removing leaves, acorns and twigs

BEHAVIOR:



1.
Supervisors should intercede on any anti-social behavior (pushing, shoving, biting, 



and tripping) - NO CONTACT


2.
No play fighting with contact is allowed


3.
Discourage gun sounds or actions


4.
Any child disobeying playground rules, disrespecting other children or equipment after 



reminder from the staff should be placed in time out in a shady area for a few 




minutes. Depending on the frequency and severity of these actions one minute of time out is 


appropriate per year of their age


5.
Report time outs to a child's lead teacher and the Administrator so that they can follow 



through with behavioral actions if necessary


6.
Write up reoccurring behaviors - have the Administrator proof before handing out
*
If a child has had a potty accident and requires assistance:  from 2:30-3:30 After School 
Program Supervisors are to walk the child to the classroom teacher for help.  From 3:30-
4:30 After School Program Supervisors are to walk the child to a front office staff member for assistance.  The last front office staff member needs to inform the After School Program Supervisors when they are leaving.

*
Do not allow a child to sign children out on the laptop
*
No digging allowed, except in sandbox area and under the sandbox overhang

*
No drawing or playing with sand allowed, except in sandbox area and under the sandbox 
overhang

*
No harm should be done to plants or trees
*
No throwing of dirt, grass, or equipment allowed
*
Do not allow the children to play with sticks, they may pick up and collect items in buckets (such as 

acorns and leaves) as long as they aren’t being dangerous.

*
Supervisors should curtail any dangerous or hazardous activities (jumping off of the slide’s ladder, 

pushing on the dome apparatus)
*
Children should not litter and should check before leaving to collect any litter blown in
*
Balls are not permitted on the pre-school playground unless a special activity has been planned and is supervised appropriately.

*
Supervisors should check to make sure all children are present during transitions, i.e., leaving the playground, moving into the big room
*
Do not let students play in the water fountain.  Monitor approach: running & shoving toward fountain can be dangerous
*
No paper products allowed on the playground.  If a child has an ice pack, have them sit 
at the picnic tables under the overhang at the rear of the building.
*
The playground can be a source of accidents and injury unless closely monitored, especially around the climbing pieces.  Supervised activities, closely monitored, are the 
best way to reduce accidents.  With proper thought and attention, organized playground activities are fun, educational, and safe.
*

Students are only to be given band-aids or ice packs if deemed appropriate by the after school supervisors. Students may not ask for these items. Accident reports must be written up for all incidents requiring medical aid. 

· Children may be admitted only one at a time to the bathroom from the playground, keep track of how long they have been inside – all children need to be supervised in and out of the building to use the bathroom.  Playground supervisors are encouraged to give students a reminder to use the bathroom before going outside.
· Do not let students play in the water fountain.  Monitor approach; running and shoving toward the water fountain can be dangerous
ELEMENTARY/MIDDLE SCHOOL
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Supervisor Responsibilities 

The role of the After School Program Supervisor is to provide constantly supervised care for a large number of children who stay on campus after the regular school day has ended.  The After School Program Supervisor’s main responsibility is the safety of the children.  He or she must keep constant watch over his or her area and follow all safety guidelines written by Millhopper Montessori.  The supervisor is also responsible for keeping an accurate sign-out sheet, preparing snack, following a daily cleaning checklist and locking the school at the end of the day.  It is important that an After School Program supervisor be willing to work with the administration and teachers of MMS and follow all guidelines set forth in the Teacher Policy Guide presented at time of employment.  Once this is fully read and understood, it should be signed and turned into the Administrator.  There will be a probationary period for After School Program staff.
Electronic Devices and Cell Phone Use at School

Millhopper Montessori School encourages staff members to use technology, including cell phones, to improve efficiency and safety. The School expects all employees to use such devices in a responsible manner that does not interfere with the employee's job duties.

Appropriate cell phone usage at School includes keeping phones silenced, utilizing vibrate mode instead.  If it is necessary to make or receive a call, please do so during break or planning times, as long as planning time is not compromised. 

Supervision of students is a priority at Millhopper Montessori School, and employees who are responsible for supervising students must concentrate on that task at all times. Employees shall not use a cell phone when they are responsible for supervising students unless any of the following conditions occurs:

· There is an emergency.

· The use is necessary to the performance of an employment-related duty at that particular time and cannot be avoided.

· The employee has received specific and direct permission from Administration. 


Even when these conditions exist, the staff member is responsible for obtaining assistance in adequately supervising students during the approved use so that students are supervised at all times.
Dress Code
Dress code must be followed at all times, including teacher work weeks and teacher work days, unless special exemption is given by the President. If you are unsure about any part of the dress code, please see the Administrator.  

Accessories: Jewelry should be worn that is appropriate for the school environment.  Body piercing should be limited to only ears. Any other body piercing should be either covered or removed while at work. Accessories should neither detract from appropriate school attire nor be a safety risk to yourself or others. 

Grooming: All staff must maintain a clean and groomed appearance while at school.  Hairstyles, hair color, make-up, facial hair, and other appearance-related items should present a neat and professional style. Personal hygiene products, such as deodorant, must be used. 

Undergarments: Appropriate undergarments should be worn at all times and not be visible under clothing or showing above or below clothing lines. 

Shirts: MMS logo polo shirt.

Pants: Long pants/slacks, professional looking knee length Capri’s are acceptable attire for school.  All pants should allow for natural movement for the staff position that applies to you.  All pants waist length should be long enough so that undergarments do not show when either standing or sitting and fit appropriately. 

After School staff may wear capris or a similar style which is no shorter than knee length and that are appropriate for school and their staff position. 

Inappropriate pants include any that are too tight as to constrict movement, too loose as to show undergarments, wrinkled, frayed, stained, patched, have holes, jeans, pajama pants, sweatpants or exercise pants.  Leggings are not considered pants and are only appropriate if worn under a dress or skirt.  

Footwear: Dress shoes/flats, loafers, ankle-strapped sandals, walking shoes, heels/wedges*, and boots* are appropriate footwear for school.  Closed-toes shoes are highly recommended.  *Heels/wedges and boot height must be of a tasteful, professional-looking height.  All shoes must be in good repair and clean and must allow for natural movement.

Inappropriate footwear includes flip-flops, non-strapped sandals, Crocs-style shoes, house slippers. 

Staff will wear school provided polo shirts and approved pants (no jeans), capris or skirts. Closed toed shoes must be worn at all times.  Sunglasses and hats are permitted.  No hoop earrings or dangling jewelry that a child could grab.  Tattoos may be visible if appropriate.  Water bottles are allowed and recommended.  No gum chewing is allowed.

Attendance
Staff are expected to be in attendance each day that MMS is in session.  After School Supervisors should keep in mind that the public school calendar and the UF/SFC schedules do not line up in regards to holidays and Spring Break and plan accordingly.  Staff are to arrive promptly by 2:30 p.m. each day.  Days off may be requested to the school administration.

Check-In/Out & Pre-Dismissal
Supervisors are to check in using the ProCare system upon arrival.   Mailboxes should be checked daily. Staff members will be sure they have a walkie talkie tuned to Channel 13.  Computers with ProCare running should be ready by 2:55 p.m. The clipboard should be checked to make sure it has a fresh check-in sheet, up to date class and studio rosters and blank cleaning sheets.  Make copies as needed.  Both the computer and clipboard will need to be picked up from the West building and brought over to the check-in point near the playground. 
Checking Students In & Out
· Students will escort themselves from their classes at 3:00 (Middle School 3:30).  Children form a line to be checked in.  Children will declare if they are going to study hall or go directly to the playground.  Younger children will need to neatly arrange their belongings along the exterior classroom wall.  
· Students will need to be transferred any time they move between the playground/field, study hall and/or after school studios.  Head counts will be performed after each transition.
· DO NOT allow any adult who is not on a child’s pick up list to pick them up.  Ask for identification and make sure he or she is on the list.  If not, send the adult trying to pick up the child to the front office or After School Coordinator so parents can be called for confirmation.  Use the receptionist function in ProCare to check out students when picked up by someone that does not regularly do so, even if they are on the list.  
· Students stay checked in until they leave the campus, even if parents are on site.
· Be sure to enter correct departure times as families are billed by the minute for After School
Behavior Guide

· Be proactive.  Set clear expectations and follow procedures consistently.  Help children engage in social play, but don’t force one child to play with another.  Stop poor decisions early before a bigger poor decision can be made.  Redirect children into positive situations.

· If a child commits a repeated offense despite warnings, use the time out method.  Time out only needs to be long enough for the child to process the consequences of their actions.  A child should never sit for more than one minute per year of age.  

· Discussions with children regarding their behavior, what led to the behavior and other possible decisions are usually creates the most positive outcomes.   

· Never yell AT a child.  When in close proximity use a quiet firm voice.  Avoid yelling to get the group’s attention when possible.  A raised voice may be necessary to stop behaviors requiring prompt attention.

· Be patient.  A child may have had a bad day, not enough sleep, etc.  Talk to a child about their situation and see what you can do to create a successful environment.  

· No play fighting is allowed.  Dissuade children from simulating weapon noises. 

· There should be no contact between students unless within the structure of a game.

· Avoid showing favoritism to a child or group of children. 

· Should poor behavior be continual be sure After School Coordinator is aware and document behavior to Lead Teachers and Administrator as needed. 

General Procedure and Practices
· Supervisors’ primary role is to supervise the play area and maintain a safe environment.  Stay spread out from other supervisors.  One supervisor will be with the computer at the end of the hallway at all times.  One supervisor will patrol the play area staying closest to the area with the most children or highest level of active play.  Coordinator will also patrol the play area but also monitor transitions to studios and maintain awareness of student locations by performing head counts in each location after transitions.   No supervisor will stay at any particular station.
· Staff must communicate with one another when leaving the playground.  There must always be two staff members on the play area until ratios dictate otherwise.
· Stop any dangerous behavior immediately.
· Students are to use the bathroom on the back patio and only with permission.  One student at a time.
· The water fountain on the field may be used without permission.  Children must ask permission to go one at a time to the water fountain in the hallway.
· Only equipment from the after school bin may be used without additional permission.  
· Equipment used in activities must be treated with care.  Punting is not allowed.
· Children are not to have toys, games, money or other valuables at After School at any time.
· Children may ask to get food from their lunch, but only at snack time.  
· Use common sense.  If you are not sure if a behavior is acceptable, stop the behavior and ask.
· Children may not sit in a supervisor’s lap at any time or have inappropriate contact with staff.
· Activities may be started that engage small groups of students of a wide age range.  Activities must be monitored for appropriate behavior.
· Even when engaged with a small group of students or one-on-one with discipline, supervisors must maintain awareness of the entire play area.  
· Any concern regarding the After School Program must be given verbally or in writing to 1. After School Coordinator, 2. Administrator and 3. Head of School.  
· When there are less than 30 children in the program the Coordinator will gather the trash, take it to the dumpster and lock doors where possible.  At 15 children the supervisors will alternate performing all other tasks on the cleaning sheet.  Doors and lights must be rechecked after all children are gone.  The completed cleaning sheet must be submitted to the Administrator’s box each day. 
Play Structure Procedures
· Do not hang upside down on any equipment

· Grey poles are not to be climbed

· Do not stick fingers through floor grates

· Do not jump from platforms

· One person at a time on all pieces of equipment 

· Only use structure as intended

· Do not climb over railings

Slides

Do not climb up the slide or jump over the edges of the slide

Do not climb from slides to any other piece of equipment

Only go feet first and on your bottom

Fireman’s Pole

Be sure no one is coming up pole before sliding down

Infinity Climber

Do not go any farther than you are comfortable with

Only one person per side at a time

Maximum of three students on the climber at one time

Clatter Bridge

Do not climb on or over the railing

Cargo Bridge

Do not climb over the top of the rail

Waist should never be above the rail

Do not stick arms or legs through the hole

Cave Climber

Be aware of other students while going both up and down

When climbing down do not jump until at minimum half way down

Monkey Bar Loop

Students may only go on monkey bar loop if height restrictions have been met

One student at a time

No flipping off of the bars

No climbing on top of the bars

No feet through the bars

Rings

Students may only go on rings if height restrictions have been met

Only one person at a time on the rings

Do not jump directly to first ring

Enter the platform only from the steps side

Cross and drop

Inclement Weather
In the event of extreme heat, cold weather or other inclement weather the program will be moved into a classroom.  If this occurs at the beginning of the day students will have the options of doing homework, reading or drawing.  After studios are dismissed indoor games can be brought out for children to quietly enjoy.  “Quick crafts” may also be started but need to be projects students can start and stop easily.  Movies may only be shown with administrative approval and must be rated G.  

Snack
At approximately 4:00 snack will be served.  One supervisor will set up snack while the other two staff stay out in the play area.  There should be two options and dietary restriction/allergies must be taken into account.  Some students will bring snacks from home.  Children are allowed to get food from their lunchbox, but only at this time and no candy.  Students will eat either at the picnic tables or in the shade just off the sidewalk as directed by staff.  Children must be sure there is no litter or mess on the ground.  Roll is to be taken at this time.  Staff will dismiss children after roll has been taken, children are done eating and children have checked their area for messes.  Snack may need to be delivered to Middle School Study Hall and/or some studios. 

Parent Interactions

Parents should always be greeted verbally and with a polite smile.  Should there need to be a discussion regarding a student’s behavior, be polite and direct.  Depending on the situation, the child may or may not need to be present during the conversation.  Maintain a positive demeanor and state the child’s behavior and what the staff response was to it.  Emphasize corrective measures over consequences.  Ask parents for insight.   DO NOT insult the child in any way.   If a parent interaction isn’t going well, as for the Coordinator to be included.  

Accidents, Injuries and Illness

· ALWAYS FOLLOW UNIVERSAL PRECAUTIONS
· Do not move a child if a neck or spine injury is suspected.  Send for the Coordinator and Administrator.

· Take any student needing medical attention beyond a band aid or ice pack to the east kitchen or front office.

· If a child has a bathroom accident, they must change out of any soiled clothing.  If none is available the child should be taken to the front office and sat in a plastic chair until parents can arrive.

· Injuries that result in exposed blood must be treated with gloves and any areas exposed to the blood must be treated with a disinfectant agent, following Blood Borne Pathogen protocol.  

· Any injury to the head requires an accident report and call to parents. 

· Accident reports can be phoned in to the front office before 5:00 p.m.  After that time a supervisor will need to complete the report.  Never speculate as after school supervisors are not medical professionals.  Place copies in the Administrator & Head of School’s box.

· Any time a supervisor feels information regarding the incident may need to be known at a later time fill out an accident report.  When in doubt, fill it out.  

· Students suffering from an illness should be escorted to the front office.  
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