Central Arkansas Montessori

Parent Handbook

Policies and Procedures

Welcome to Central Arkansas Montessori School!

Purpose

The main purpose of Montessori education is to help every child develop essential skills already within
him/her to master the creative learning process throughout his/ her life. It is all about helping develop the
skills for success, not only in school but also in life.

Vision And Mission Statement

Central Arkansas Montessori School develops an academically, socially, emotionally, and culturally
educated community of students within the framework of acceptance, compassion, and philosophy. Central
Arkansas Montessori School is a school focused on developing the whole child. Our school is
committed to educational excellence and incorporating practical life with social and cultural
concepts. We aim to develop language, math, geography, and science skills. Our commitment to
every student is evident in the positive results achieved. We prepare students for future
educational endeavors to become contributing members of their immediate and global
communities.

Goals

At Central Arkansas Montessori School our goal is to provide quality education for your children. We
address the child's academic, social, and emotional needs. Our overall goals for CAM school consist of but
are not limited to:

+ Helping the children develop self-confidence and independence
« Creating a collaboration with the parents in educating their children
+ Teaching the children responsibility

« Leading the children towards balanced social, emotional, physical, academic, and intellectual
excellence

« Making sure the children enjoy learning new and old skills
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Staff

Director: Handles the day-to-day operational functions of the school. Works hand in hand with the
appointed Board. Part of this function is registration, record keeping staff decisions, and account
management.

Faculty: Handles the classroom in accordance with Montessori philosophy and the policies and
procedures of Central Arkansas Montessori School. They establish daily routines, develop long-term
goals for each child, and maintain ongoing communication with parents.

Assistants: Works hand in hand with teachers to maintain the classroom environment. They are
directly involved with the children and support the school.

DESCRIPTION OF PROGRAMS

Primary Program

3 years to 6 years

This environment is designed to reflect and respond to the special interests of the young child who explores and
learns primarily through their senses. The teacher will guide the child to work in the manner itis designed and
will allow the child to explore the work This teaches confidence and learning with passion. The child
experiences learning designed for optimal development

Pre-K 4/Kindergarten Program

4 years to 6 years

This environment is designed to prepare the child for the elementary program, allowing them to continue
growing imagination while being independent and being introduced to elementary lessons.

Lower Elementary Program
6to 9 years

The Montessori Elementary Prepared Environment was developed to facilitate the child's growing imagination
and powers of abstraction with concrete materials. There is a sequence of presentations with the materials
going from the concrete to the abstract. It is also dual in nature - the class and outside world.

Upper Elementary Program

This environment is designed to move fully into the abstract, using concrete for reinforcement as needed. In
addition to regular academic work, lessons also include introducing technology in order to prepare students
for middle school.
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Hours of Operation

Our hours of operation are 7:00 a.m. to 6:00 p.m., Monday through Friday.

School year is from August through May, and parents are required to pay the 10-month fee. Summer program
and Aftercare are available and optional. The school is open for 12 months of the year.

Entering School

The transition from home to school is an important part of each child's day. Our staff is committed to making
morning arrival safe, efficient, and welcoming for every student.

Morning drop off begins at 7:20 a.m. for all students. During carpool, a staff member will greet your child,
assist them out of the vehicle, and ensure they safely enter the school and arrive at their classroom.

For the safety of all students and staff, children should exit the vehicle from the left side, facing the school,
whenever possible. This helps minimize students crossing through traffic and creates a safer drop-off
environment for everyone.

For the safety and efficiency of the carpool line, parents should remain in their vehicles. Please unbuckle your
child before a staff member opens the vehicle door, as staff members are not permitted to unbuckle children
from car seats or seat belts.

To help keep traffic moving, parents should not exit their vehicles in the drop off line. If you need to assist your
child out of the vehicle, if your child must exit from the right side of the vehicle, or if additional time is needed,
please park in the parking lot and walk your child to the school entrance. A staff member will be at the doors to
welcome your child and escort them into the building.

Your cooperation helps ensure a safe, efficient, and timely arrival for all students.

Admission and Enrollment

Admission

Regardless of race, sex, religion /creed, national background, disability, etc., any child is welcome at
Central Arkansas Montessori School that shows a readiness for the Montessori philosophy. Along with
the child's readiness, the parent must be willing to participate in school activities and follow the policies
and procedures.

Admission steps:

1. Tour our school

2. Fill out Application forms and schedule a shadow day.

3. Upon acceptance, pay the Registration fee of $200.00 (non-refundable) and fill out
Enrollment package.
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Registration

At Central Arkansas Montessori School, the enrollment process begins with an initial visit, during which
families tour the school, observe a classroom, and have the opportunity to ask questions. If both the family
and the school wish to move forward, the child will participate in a shadow day to help determine whether
Montessori and our school community are a good fit.

Upon acceptance, enrollment is complete once the Enrollment Package has been fully completed, all required
documentation has been submitted, and the registration fee has been paid. Because a successful Montessori
experience depends on a strong partnership between the school and family, we ask that parents provide
complete and accurate information throughout the enrollment process.

Enrollment

To complete your child's enrollment at Central Arkansas Montessori School, all required enrollment forms,
documentation, and fees must be submitted before your child's first day of attendance.

Enrollment requirements include:

» Completed enrollment and emergency contact forms.

* Health and medical authorization forms.

* Any additional required authorization forms.

* A copy of your child's birth certificate.

* A current immunization record or approved exemption documentation.
* A copy of your child's Social Security card.

 Any other documentation required by state licensing or school policy.

Parents or guardians are also required to review and sign the Parent Handbook acknowledgment, indicating they
have read, understand, and agree to follow the school's policies and procedures.

Tuition for your child's first month is due on or before the first day of attendance. If your child begins after the

start of the month, the school will calculate and provide a prorated tuition amount when applicable. Enrollment
is not considered complete until all required paperwork, fees, and tuition have been received.

10 Month Academic Program

Central Arkansas Montessori School is a 10-month academic program that operates from August through May.
As an educational institution, CAM follows an academic calendar and is not a daycare or drop-in childcare
program.

Tuition is an annual fee for the academic year and is divided into ten equal monthly payments for your
convenience. Monthly tuition remains the same regardless of student absences, school holidays, scheduled
breaks, inclement weather, emergency closures, or other interruptions to the school calendar. No credits,
reductions, or refunds will be issued for missed days or closures.

A written 30-day notice is required to withdraw a student from CAM. Families who do not provide the
required notice will remain responsible for one additional month's tuition. Tuition and fees previously
paid are non-refundable.
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Aftercare and Summer Camp are separate programs from the regular academic school year. Enrollment in these
programs is optional and requires separate registration and additional tuition.

Schedule Changes

Students enrolled in a part-time program are expected to attend only during their scheduled hours. This
consistency supports the classroom environment and ensures appropriate staffing.

Central Arkansas Montessori School does not provide make up days or credits for missed attendance due to
illness, vacations, personal schedules, or other absences.

The school is open Monday through Friday from 7:00 a.m. to 6:00 p.m. Families requesting a permanent change
to their child's schedule should contact the school office. Schedule changes are subject to classroom availability
and administrative approval.

Drop Off and Pick Up Procedures

To ensure the safety of our students and staff while maintaining an efficient traffic flow, all families are
expected to follow the school's drop off and pick up procedures.

1.

Primary (Pre-K)

* Morning drop off begins at 7:20 a.m. School begins promptly at 7:45 a.m.

* Afternoon dismissal begins at 2:30 p.m. for Primary students who do not have an elementary sibling.
Elementary

* Morning drop off begins at 7:20 a.m. School begins promptly at 7:45 a.m.

* Afternoon dismissal is from 2:45 p.m. to 3:05 p.m. School dismisses at 2:45 p.m.

Extended Care (for those enrolled in Extended Care)

* Before Care is available beginning at 7:10 a.m.

* Aftercare begins at 2:45 p.m.

Authorized Pick Up

* Children will only be released to a parent, legal guardian, or an individual listed on the child's
authorized pick up form.

* [f someone not listed on the authorization form will be picking up your child, the school office must
receive written notification in advance.

* A valid photo ID will be required before releasing a child to any authorized individual unfamiliar to
school staff.

* To protect the trust and security of our students, the school will not release a child to someone the child
does not recognize.

* Central Arkansas Montessori School cannot legally deny a parent or legal guardian access to a child
unless the school has a current court order or restraining order on file restricting that access. Families are
responsible for providing any legal documentation affecting custody or visitation.

Transportation Safety

* Parents and authorized adults are responsible for providing and properly using an age and size
appropriate child restraint system as required by Arkansas law.

* [f another individual is picking up your child, it is the family's responsibility to ensure an appropriate
car seat is available.

* Before entering the drop off line, parents should unbuckle their child. Staff members are not permitted
to unbuckle children from car seats or seat belts.

* During morning drop off, students should exit the vehicle from the left side, facing the school,
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whenever possible. If necessary, children should move across the back seat to exit on the left side. This
practice greatly reduces the need for students and staff to cross traffic and helps create a safer arrival
process. If it is not possible for your child to exit from the left side, please park in the parking lot and
walk your child to the school entrance.
* During afternoon dismissal, staff will assist children into the vehicle and will seat them on the left side
whenever possible to help minimize crossing traffic during future drop offs. Staff are not permitted to
buckle children into car seats or seat belts.
« If your child needs assistance being buckled into a car seat, please pull your vehicle as far forward as
possible before exiting your vehicle. This allows the pick-up line to continue moving safely and
efficiently for all families.

6. Carpool Safety
* For the safety of students and staff, cell phone use is prohibited while driving through the carpool line.
* Please turn off music and remain attentive to staff directions during drop-off and pick up.
* Parents should remain in their vehicles unless directed otherwise by a staff member.

Central Arkansas Montessori School does not provide transportation to or from school.

Late Pick up Fees

Children must be picked up promptly at dismissal. Car riders must be picked up by 3:05 p.m., and students
enrolled in after-care must be picked up no later than 6:00 p.m.

A late fee of $1.00 per minute will be charged for any child not picked up by the designated time. Late fees
will be invoiced the following day and are due immediately upon receipt.

Security of School

To help maintain a safe and secure environment, it is important for the school to know who is in the building
at all times. All parents and visitors must use the doorbell to gain entry and sign in at the front office upon
arrival. Exterior doors are secured with coded locks, and outdoor classroom gates remain locked during the
school day. In addition, the campus is monitored by sixteen security cameras that provide comprehensive
coverage of the school grounds.

Program Placement and Transitions

At Central Arkansas Montessori School, student placement is based on a combination of age, developmental
readiness, academic progress, social and emotional growth, and the recommendations of the classroom teacher
and administration.

Transitions between classrooms are carefully planned to ensure each child is prepared for success in the next
level of the Montessori program. Decisions regarding advancement are made individually, with the child's best
interest as the primary consideration. A child's readiness, confidence, independence, and overall development
are all considered before a transition occurs.

Families will be included in the transition process and notified in advance of any classroom changes. While we
strive to accommodate the needs and preferences of families whenever possible, final placement decisions are
made by the school to best support each child's educational growth and the overall needs of the classroom
community.
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Attendance Policy

Regular attendance and punctuality are essential to your child's academic, social, and emotional success.
Consistent attendance allows students to fully participate in the Montessori environment, build independence,
and maintain continuity in their learning. Every school day builds upon the previous day's lessons, and frequent
absences or tardiness can significantly impact a student's academic progress.

Students are expected to arrive on time each school day. School begins promptly at 7:45 a.m. Students arriving
after 8:30 a.m. will not be admitted without a doctor's note or prior approval from the administration due to
extenuating circumstances. Late arrivals disrupt classroom instruction, interfere with the learning environment,
and often cause students to miss important lessons and classroom routines.

If your child will be absent or arrive late, please notify the school as soon as possible through Brightwheel or by
contacting the school office. If we do not receive notification of your child's absence, your child will be counted
absent and school personnel may contact the parent or guardian to verify the child's whereabouts and ensure the
child's safety.

Five tardies of more than 20 minutes each will be counted as one absence for attendance purposes.

Students who accumulate more than fifteen absences during a semester may be subject to administrative review.
Excessive absences may result in withdrawal from Central Arkansas Montessori School or, for elementary
students, may affect promotion to the next grade level if the absences have significantly impacted academic
progress. The administration will review extenuating circumstances on a case-by-case basis.

If your child has been diagnosed with a contagious illness, please notify the school promptly. This allows the
school to monitor for potential exposure and notify families of possible health concerns while maintaining

student confidentiality.

Parents are encouraged to schedule routine medical, dental, and other appointments outside of school hours
whenever possible to minimize missed instructional time.

Vacation, Break in Attendance, and Withdrawal

Central Arkansas Montessori School is a 10-month academic program. Tuition reserves your child's place in the
classroom for the entire school year and is not prorated or refunded for vacations, extended absences, school
breaks, or other missed days.

Families planning a vacation, extended absence, temporary break in attendance, or withdrawal from the school
must provide written notice at least 30 days in advance. Tuition remains due in full during the notice period and
for any month in which the student is enrolled, regardless of attendance.

Students who are absent due to a planned vacation or extended break in attendance will be provided with
assignments and classroom work, when appropriate, to help them remain on pace with their classmates.
Families are responsible for ensuring that all assigned work is completed and returned by the deadline
established by the classroom teacher. It is the responsibility of the student and family to make up all missed
instructions. Failure to complete assigned work may negatively affect the student's academic progress and
promotion to the next grade level.
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Failure to pay tuition while reserving a student's enrollment may result in the student's withdrawal from the
school's roster. Families wishing to return after being withdrawn for nonpayment or an extended absence must
complete the enrollment process again, subject to classroom availability, and pay all applicable application and
registration fees.

Inclement Weather

From time to time, inclement weather or other emergency conditions may require the school to close. Central
Arkansas Montessori School generally follows the North Little Rock School District (NLRSD) for weather-
related closures. There may be occasions when we choose to remain open even if NLRSD is closed, or to close
when NLRSD remains open, based on conditions affecting our school community.

If NLRSD announces a delayed start, Central Arkansas Montessori School will be closed for the day.

Parents should watch local television stations, check the school’s social media pages, and monitor school
communications for the most up-to-date information regarding weather-related closings.

Inclusion, Nondiscrimination, and Confidentiality

Central Arkansas Montessori School is committed to providing a welcoming, respectful, and inclusive learning
environment for all children and families. We admit students without regard to race, color, national origin,
ancestry, religion, sex, age, or any other characteristic protected by applicable federal, state, or local law.

As a Montessori school, we recognize that every child learns differently. We strive to provide an educational
environment that supports the diverse needs of our students while remaining true to the Montessori philosophy
and curriculum. During the admissions process, each child is individually evaluated to determine whether our
program is an appropriate educational setting and whether we can reasonably meet the child's educational,
developmental, behavioral, and health needs while maintaining a safe and effective learning environment for all
students.

Central Arkansas Montessori School maintains the highest standards of confidentiality. Information regarding
students, families, educational records, health information, or matters discussed with school administrators or
faculty will be treated as confidential and will only be shared with individuals who have a legitimate
educational or legal need to know, or as otherwise required by law. All school personnel are expected to respect
the privacy of every student and family and to handle confidential information with professionalism and
discretion.

Religion

Central Arkansas Montessori School is a nonsectarian school and does not provide religious instruction or
participate in religious practices as part of its educational program. We respect the diverse beliefs, traditions,
and backgrounds of all students and families.

As part of a well-rounded Montessori education, students may learn about a variety of world cultures, traditions,
holidays, and religions from an educational, historical, and cultural perspective. These lessons are intended to
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foster understanding, respect, and global awareness and are presented in an objective, age-appropriate manner
without promoting or endorsing any particular belief system.

Student Records, Confidentiality, and Release of Information

Central Arkansas Montessori School maintains accurate and confidential records for each student in accordance
with applicable state and federal laws. Student records are considered confidential and are accessible only to
authorized school personnel who have a legitimate educational interest and to authorized representatives of state
licensing or regulatory agencies, as required by law.

Parents and legal guardians have the right to review their child's records. Requests to inspect student records
should be submitted to the school administration, and access will be provided within two business days,
whenever possible.

Parents and legal guardians may request that relevant information, comments, or documentation be added to
their child's record and are responsible for promptly notifying the school of any changes to contact information,
custody arrangements, emergency contacts, medical information, or other significant family circumstances that
may affect the student's education or well-being.

Upon a student's withdrawal from Central Arkansas Montessori School, records will be maintained in
accordance with applicable record retention requirements. At the written request of a parent or legal guardian,
copies of educational records may be forwarded to another school or educational institution in accordance with
applicable privacy laws.

State Regulatory Agency

Central Arkansas Montessori School is licensed by the State of Arkansas and operates in accordance with all
applicable state childcare licensing regulations. Authorized representatives of the appropriate state regulatory
agencies may review student records and school documentation as part of routine inspections, investigations, or
licensing compliance activities. Any information reviewed remains confidential and is handled in accordance
with applicable state and federal privacy laws.

A current copy of the Arkansas Child Care Licensing Rules and Regulations is available for review in the
school office upon request.

Health and Safety: Illness Policy

The health and safety of our students and staff is a top priority at Central Arkansas Montessori School. We
recognize that it can be challenging for families to miss work when a child becomes ill; however, keeping sick
children at home helps protect the health of our entire school community. Families are encouraged to have an
alternate care plan available should their child become ill during the school day.

Children who are well enough to attend school should be able to participate comfortably in all aspects of the
daily program, including outdoor play. If a child is unable to participate in outdoor activities due to illness or
allergy symptoms, they are considered too ill to attend school.
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When a Child Should Remain Home

A child should not attend school if they have any condition that:

e Prevents them from participating comfortably in school activities.
e Requires more care than school staff can safely provide while supervising other students.
e Poses arisk of spreading illness to other children or staff.

Children must remain home or will be sent home if they have any of the following:

e A fever of 100°F or higher, especially when accompanied by other symptoms such as lethargy,
irritability, persistent crying, difficulty breathing, vomiting, or diarrhea.

e Vomiting two or more times within a 24-hour period or vomiting that is persistent, green, or bloody.

e Diarrhea that is uncontrolled contains blood or mucus or cannot be contained in normal toileting
routines.

e Mouth sores accompanied by excessive drooling.

e A rash accompanied by fever or behavioral changes unless a healthcare provider has determined it is not
contagious.

o Symptoms of a communicable disease that require exclusion under Arkansas Department of Health
guidelines.

Children diagnosed with or suspected of having the following illnesses may not attend school until they meet
the return-to-school requirements:

e Hand, Foot, and Mouth Disease

e Conjunctivitis (Pink Eye)

o Impetigo

o Strep Throat

e Head Lice (after appropriate treatment and removal of all live lice and nits)
e Ringworm

e Scabies

e Chickenpox

o Pertussis (Whooping Cough)

o Hepatitis A

e Any other communicable disease as determined by a healthcare provider or public health authority.

Pick-Up When a Child Becomes 111

If a child becomes ill while at school, a parent or authorized emergency contact will be notified and must pick
up the child within 30 to 45 minutes whenever possible.

While awaiting pickup, the child will be separated from classmates, supervised by staff, and kept as comfortable
as possible. An illness or incident report will be completed and provided to the family.
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Returning to School

Children may return to school when all of the following conditions have been met:

o They have been free of fever (without the use of fever-reducing medication), vomiting, and diarrhea for
at least 24 hours.

e They have been on prescribed antibiotics for at least 24 hours, when applicable.

o They are able to comfortably participate in all school activities, including outdoor play.

e Any open or draining skin condition has resolved or is completely covered with a secure bandage and a
healthcare provider has determined the condition is not contagious.

A healthcare provider's written release may be required before a child returns to school following a contagious
illness or whenever requested by the school administration.

Director's Authority

The Director or designated administrator reserves the right to make the final determination regarding whether a
child may attend or remain at school based on the child's health, symptoms, and the safety of the school
community.

Reporting Communicable Diseases

Central Arkansas Montessori School follows all Arkansas Department of Health and Arkansas Child Care
Licensing requirements regarding communicable diseases. Reportable illnesses will be reported to the
appropriate public health authorities as required by law. Families may also be notified when there is a potential
exposure to a communicable disease within the school while maintaining the confidentiality of the affected
student.

Medication Administration Policy

Central Arkansas Montessori School is committed to protecting the health and safety of all students while
recognizing that some children may require medication during the school day. Medication will only be
administered when it is necessary for the student to remain at school and when all school requirements have
been met.

Prescription Medication

Prescription medication will only be administered when all of the following conditions are met:

o The medication is provided directly to the School Director or designated administrative staff by the
parent or legal guardian.

o The medication is in its original pharmacy-labeled container with the student's name, medication name,
prescribing healthcare provider, dosage, and administration instructions clearly displayed.

e The parent or legal guardian has completed and signed the school's Medication Authorization Form with
written instructions for administration, including the dosage and time the medication is to be given.

For the safety of all students, medications may not be sent to school in a child's backpack or lunchbox.
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Non-Prescription (Over-the-Counter) Medication

Over-the-counter medications will only be administered with a completed Authorization for Administration
of Medication Form. The authorization form must include:

e Name of the medication

o Dosage

e Date(s) medication is to be administered.

e Time(s) medication is to be administered.

o Parent or legal guardian's signature

e Child's physician's name and contact information.

The medication must be provided in its original, manufacturer-labeled container with the child's name clearly
marked on the package. The school reserves the right to refuse administration of any medication that is expired,

improperly labeled, or accompanied by incomplete authorization.

Emergency Medications

If a child has a life-threatening allergy requiring an epinephrine auto-injector (EpiPen), the school must be
notified before the child attends school. Parents or guardians are responsible for providing the prescribed
EpiPen, a completed Medication Authorization Form, and written instructions or an action plan from the child's
physician detailing when and how the medication should be administered.

Students requiring inhalers, seizure medications, or other physician-prescribed emergency medications must
also have the appropriate physician documentation and authorization forms on file with the school.

Medication Storage

All student medications will be stored in a secure, locked location in the school office. Access to medications is
limited to the School Director, designated administrative staff, and other trained personnel authorized by the
Director.

Medication will not be stored in classrooms or be accessible to students.
Central Arkansas Montessori School is unable to accept medications that require refrigeration or medications
that must be administered by any method other than orally unless otherwise required by law or specifically

approved by the administration.

Medication Administration

Medication may only be administered by the School Director, designated administrative staff, or another staff
member specifically authorized by the Director.

Each time medication is accepted or administered, the school will maintain a confidential medication log
documenting:

e Student's name
e Medication name
e Quantity of medication received.
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e Date medication was received.

e Prescribed dosage and administration instructions

e Date and time medication was administered.

e Dosage administered

e Name of the staff member administering the medication

Parent Responsibilities

Parents and guardians are responsible for:

e Providing all required authorization forms and physician documentation.

e Notifying the school of any changes to their child's medications or medical needs.

o Supplying medication in its original labeled container before it is needed.

o Promptly replacing expired medications and retrieving any unused medication at the end of the school
year or upon withdrawal.

Any medication remaining after the end of the school year or after a student's withdrawal may be disposed of by
the school if it is not picked up within a reasonable period.

Emergency Information and Medical Care

The health and safety of every student is a top priority at Central Arkansas Montessori School. In the event of
an accident, injury, or sudden illness, school staff will take immediate action to ensure the child receives
appropriate care.

School personnel will administer basic first aid within the scope of their training and will review the students’
emergency information and medical instructions on file. Parents or legal guardians will be contacted as soon as
possible. If a parent or guardian cannot be reached, the individuals listed as emergency contacts will be notified.

It is the responsibility of parents and guardians to maintain current emergency contact information, including
telephone numbers, addresses, authorized emergency contacts, and medical information. Changes should be
reported to the school immediately.

If school personnel determine that emergency medical treatment is necessary, emergency medical services (911)
will be contacted, and the child will be transported to the nearest appropriate emergency medical facility,
including Arkansas Children's Hospital or another nearby hospital, as determined by emergency responders.
Parents or guardians are responsible for all medical expenses incurred as a result of emergency treatment or
transportation.

For minor injuries sustained at school, staff will provide appropriate first aid, which may include cleaning the
affected area with water, applying ice, and covering the injury with a bandage when appropriate. An incident
report documenting the injury and the care provided will be completed, maintained in the student's file, and sent
home with the child or provided to the parent or guardian.

Emergency Evacuation Plan

The safety and well-being of our students and staff are our highest priorities. Central Arkansas Montessori
School maintains a comprehensive emergency preparedness plan and conducts regular emergency drills in
accordance with Arkansas Child Care Licensing requirements.
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If it becomes necessary to evacuate the school building due to an emergency, all students and staff will be safely
escorted to our designated evacuation site:

Levy Church of Christ

Students will remain under the direct supervision of school staff until they can be safely reunited with their
parents, legal guardian, or an authorized emergency contact.

Parents and guardians will be notified as soon as it is safe to do so using the school's communication system. If
the school building is inaccessible, a notice will be posted at the school's entrance with information regarding
the evacuation and the location of the students, when appropriate.

If emergency medical care is required during an evacuation, emergency medical services (911) will be
contacted, and the child will be transported to Arkansas Children's Hospital or the nearest appropriate
emergency medical facility, as determined by emergency responders.

It is essential that parents and guardians maintain current emergency contact information with the school at all

times, including telephone numbers and authorized individuals who may pick up their child in the event of an
emergency.

Lunch and Snack Policy

Students are required to bring a nutritious lunch from home each school day. Primary students are provided with
a daily snack by the school. Elementary students may bring a healthy snack from home, if desired.

Please label your child's lunch box, water bottle, and any reusable food containers with your child's name.

To support healthy eating habits, families are asked to send well-balanced lunches and snacks. Candy, soda,
energy drinks, and beverages containing red or blue food dye are not permitted.

To encourage independence, lunches and drinks should be packed so that students are able to open containers
and eat with minimal assistance. Microwaves are available for reheating food only. All food should be fully
cooked before arriving at school, as cooking food at school is not permitted. To ensure all students have an
opportunity to use the microwave, heating time is limited to one minute per student.

Students are provided with a minimum of 30 minutes for lunch and 30 minutes of outdoor recess each school
day.

Parents and guardians who wish to have lunch with their child are welcome and may eat together in the
designated kitchen or lobby area. Please check in through the school office upon arrival.

Lunch is not served on early dismissal days, so students should bring their lunches on these days.

Food delivery services, including DoorDash, Uber Eats, Grubhub, and similar services, are not permitted.
Students must bring their lunch home each day.
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Fridays

Pizza Fridays are offered as an optional lunch program for all students. Participation is voluntary, and the
annual cost and ordering information are provided during registration.

Birthdays and Holiday Celebrations

Central Arkansas Montessori School enjoys celebrating birthdays and special occasions in a way that is
meaningful, while minimizing disruption to the school day.

Families who wish to provide a birthday treat for their child's class are welcome to bring individually portioned
items such as cupcakes, muffins, cookies, brownies, or similar treats. Cakes or other desserts that require
cutting and serving are not permitted. Please coordinate with your child's teacher at least one week in
advance to schedule the celebration and discuss any classroom allergies or dietary restrictions.

Holiday celebrations are planned by the classroom teacher, and parents and grandparents are welcome to
participate when invited. Information regarding classroom celebrations and volunteer opportunities will be sent
home in advance.

If you are planning a birthday party or other private event outside of school and would like invitations
distributed at school, invitations may only be distributed if every student in the class is invited. If the entire
class is not invited, we ask that invitations be mailed, emailed, or distributed outside of school to help prevent
hurt feelings and maintain a positive classroom environment.

Food Allergies and Dietary Needs

The health and safety of students with food allergies or special dietary needs are important to Central Arkansas
Montessori School. Parents or guardians are responsible for informing the school of any food allergies, dietary
restrictions, or special nutritional needs during enrollment and whenever changes occur. This information must
be documented in the student's health records.

Families should discuss their child's dietary needs with both the classroom teacher, and the school
administration so appropriate precautions can be taken. Depending on the severity of the allergy, additional
medical documentation, an emergency action plan, and any necessary medications (such as an EpiPen) may be
required before the child attends school.

While the school makes every reasonable effort to help provide a safe environment, Central Arkansas
Montessori School cannot guarantee an allergen-free campus. Parents are encouraged to work closely with
school staff to develop a plan that supports their child's health and safety while allowing them to fully
participate in school activities.

Nap and Rest Time

In accordance with Arkansas Child Care Licensing regulations, toddlers and Primary students (ages 3 and 4)
participate in a daily rest period following lunch. The rest period lasts approximately two hours and provides
students with an opportunity to rest and recharge for the remainder of the school day.
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Each child is required to have a nap mat. Families may purchase a nap mat through the school or provide one
that meets school requirements. All nap mats must be clearly labeled with the child's name.

Parents should send the nap mat to school each Monday. Nap mats will be sent home each Friday for laundering
and should be returned clean on the following Monday to help maintain a healthy classroom environment.

Children who do not fall asleep during the rest period will quietly continue working on Montessori lessons and
independent classroom activities while maintaining an environment that is respectful of classmates who are
resting. This allows each child to continue making academic progress while ensuring a calm and peaceful
atmosphere in the classroom.

Clothing Guidelines and Uniform

Central Arkansas Montessori School students are expected to follow the school uniform policy.

Uniform Requirements

» Bottoms: Solid khaki, navy, or black pants, shorts, skirts, skorts, jumpers, or capris.

* Tops: Solid color shirts, preferably collared, or official CAM uniform shirts.

* All tops worn inside the building, including sweatshirts, hoodies, jackets, and other outer layers, must be
official CAM apparel or a solid color with no logos, graphics, designs, or writing.

Footwear

* Students must wear closed toe, closed heel shoes every day.
» Tennis shoes or other rubber soled shoes are strongly recommended for safety and playground activities.
» Sandals, flip flops, Crocs, boots of any kind, and other open toe or open heel shoes are not permitted.

Jewelry
* Jewelry should be kept to a minimum.

» Small earrings are permitted but should not dangle or hang low enough to create a safety hazard.

* A single bracelet is acceptable. Multiple bracelets or jewelry that creates noise or becomes a distraction during
learning are not permitted.

* Necklaces, lanyards, chains, or any other items worn around the neck are not permitted. These items present a
safety hazard, particularly on the playground and during active play.

Makeup and Personal Appearance

» Makeup is not permitted. This includes, but is not limited to, eye makeup, lipstick, lip gloss, foundation, and
blush.

* Lip balm or medicated lip moisturizer may be worn.

* Artificial or false fingernails are not permitted. Long or artificial nails interfere with the proper pencil grip
needed to develop handwriting skills and may create safety concerns during classroom activities.

Hair

* Hair may be any natural or fashion color and worn in any style.

 Hair must be clean, neat, and kept out of the child's eyes, so it does not interfere with learning or daily
activities.
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General Expectations

« Students who are not in compliance with the dress code may be required to change into appropriate clothing.
If necessary, parents, or guardians will be contacted to bring suitable attire.

* Our outdoor environment is an extension of the Montessori classroom. Students spend time outdoors each day,
weather permitting. Please dress your child appropriately for the weather, including coats, hats, gloves, and
other seasonal items when needed.

* All students in Pre-K and Kindergarten must keep a complete change of clothing, including shoes, at school.
Extra clothing should be placed in a labeled plastic bag.

* Please clearly label all clothing, shoes, and personal items with your child's name. Central Arkansas
Montessori School is not responsible for lost or damaged personal belongings.

Backpacks

o Backpacks must be standard size (no larger than 17 inches).
e Backpacks only need to be large enough to hold a lunchbox, folder, and water bottle.
e There are no restrictions on backpack style or appearance.

Discipline and Student Behavior

At Central Arkansas Montessori School, discipline is viewed as an opportunity to teach, guide, and support
children as they develop self-control, responsibility, and respect for others. The word discipline comes from the
Latin word disciplina, meaning "instruction" or "teaching." In keeping with Montessori philosophy, our goal is
to help children develop the internal self-discipline necessary to make thoughtful decisions, solve problems
peacefully, and become respectful members of their community.

The Montessori classroom is intentionally designed to foster independence, responsibility, and freedom within
clearly defined limits. Students are taught classroom expectations from their first day of attendance and are
consistently guided to make choices that demonstrate respect for themselves, others, and their environment.

When inappropriate behavior occurs, staff members work with the child to understand the cause of the behavior
and teach more appropriate ways to respond. Whenever possible, discipline focuses on education rather than
punishment and emphasizes restoring relationships, learning from mistakes, and developing positive decision-
making skills.

Behavior guidance strategies may include:

o Redirection to a more appropriate activity or work.

e Individual conversations and problem-solving with the student.

e Reflection on choices and natural or logical consequences.

e Temporary removal from a situation to allow the child to regain self-control before returning to the
classroom.

e Parent communication and collaboration to develop consistent behavior expectations between home and
school.

The safety and well-being of every child is our highest priority. Behaviors that place the student, other students,

or staff at risk significantly disrupt the learning environment; or cannot be safely managed within the classroom
may require immediate administrative intervention.
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If a student's educational, behavioral, emotional, or developmental needs cannot be adequately met within the
school's program, despite reasonable interventions and collaboration with the family, Central Arkansas
Montessori School may determine that another educational setting would better meet the child's needs. When
appropriate, the school will work collaboratively with the family to support a smooth transition to a more
suitable educational environment.

Our goal is always to provide a safe, respectful, and nurturing learning environment where every child has the
opportunity to grow academically, socially, and emotionally.

Actions and Consequences

Behavior Expectations and Serious Conduct Violations

Central Arkansas Montessori School is committed to providing a safe, respectful, and positive learning
environment for all students. The following behaviors are not permitted. Depending on the severity or
frequency of the behavior, consequences may include parent communication, suspension, or dismissal from the
program.

Examples of serious conduct violations include:

* Behavior that places the child, other students, faculty, or any person on campus at risk of harm.

« Situations in which the accommodations required for a child's continued participation create an undue burden
on school resources or finances, and continued enrollment is no longer in the best interest of the child or the
school.

* Fighting or physical aggression.

* Verbal or physical abuse directed toward faculty, staff, students, or other individuals on campus.

* Intentional destruction of school property or materials.

* Repeated disruptive or unruly conduct that interferes with the learning environment.

When a teacher or administrator has concerns about a child's behavior or circumstances, the school will begin
with written documentation and communication with the family to identify concerns and develop appropriate
strategies for improvement. If the behavior continues or escalates, disciplinary action, including suspension or
dismissal, may be necessary at the school's discretion.

Bullying Policy

Central Arkansas Montessori School maintains a zero-tolerance policy for bullying. Students, parents,
guardians, faculty, staff, volunteers, and visitors are expected to treat one another with kindness, respect, and
courtesy at all times. Bullying, intimidation, harassment, or threatening behavior, whether verbal, physical,
written, or electronic, will not be tolerated.

Every member of the CAM community has the right to learn, work, and participate in a safe and supportive
environment. Reports of bullying or harassment will be taken seriously, investigated promptly, and addressed in
accordance with school policies. Families are expected to support these expectations by modeling respectful
behavior and working cooperatively with the school to resolve concerns in a constructive manner.
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Behavioral Consequences and Escalation Policy

At Central Arkansas Montessori School, our goal is to help students develop self-discipline, respect for others,
and responsibility for their actions. Most behavioral concerns are addressed within the classroom through
positive guidance, redirection, and age appropriate consequences.

Classroom consequences are determined at the teacher's discretion and are based on the nature, severity, and
frequency of the behavior. Consequences include, but are not limited to:

* Verbal reminders and redirection.

* Reflection activities or written assignments.

* Loss of classroom privileges.

* Loss of recess or other free choice activities.

» Temporary removal from an activity until the student is ready to participate appropriately.

If a student's behavior continues or becomes more serious, the matter will be referred to the school
administration. The following progression of interventions may be used. Depending on the severity of the
incident, the school reserves the right to skip steps when necessary to protect the safety and well-being of
students and staff.

1. Parent contact by the teacher or administration to discuss the behavior and develop a plan for
improvement.

2. Parent conference with the teacher and or administration to establish expectations and interventions.

3. In school suspension, when appropriate, with behavioral expectations established before the student
returns to the classroom. The length of an in school suspension will be determined at the sole discretion
of the Director based on the circumstances of the incident.

4. Out of school suspension for repeated or serious behavioral violations. The length of an out of school
suspension will be determined at the sole discretion of the Director based on the nature and severity of
the behavior.

5. Expulsion from Central Arkansas Montessori School when a student's behavior continues to pose a
significant disruption to the learning environment or presents a risk to the safety of students, staff, or the
school community.

The administration reserves the right to determine appropriate disciplinary action based on the circumstances of
each incident. Serious violations involving violence, threats, harassment, bullying, possession of prohibited
items, or behavior that endangers others may result in immediate suspension or expulsion without following
each step of the escalation process. All decisions regarding disciplinary action, including the length of any
suspension, are made at the discretion of the Director.
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Personal Items and Electronics

To minimize distractions and protect personal belongings, students should not bring toys, games, trading cards,
electronic devices, or other personal items to school unless specifically requested by the teacher for an
educational activity or special event. Items brought without permission will be collected by staff and returned to
the student or sent home at dismissal. Central Arkansas Montessori School is not responsible for lost, stolen, or
damaged personal items brought to school.

Cell Phones and Smart Devices

Students who bring a cell phone, smartwatch with communication capabilities, or other personal
communication device to school must turn the device off or place it in silent mode and give it to their classroom
teacher at the beginning of the school day. The device will be securely stored and returned to the student at
dismissal.

Cell phones and other communication devices may not be used during the school day, including before and after
school care, unless specifically authorized by school administration for an emergency or educational purpose.

Reporting Child Abuse, Neglect, or Maltreatment

Central Arkansas Montessori School is committed to protecting the safety, health, and well-being of every child
entrusted to our care. In accordance with Arkansas law, all school employees are mandated reporters and are
legally required to report any reasonable suspicion of child abuse, neglect, maltreatment, exploitation, or
deprivation.

Whenever a staff member has reasonable cause to believe that a child has been abused, neglected, exploited,
sexually abused, sexually exploited, otherwise maltreated, or that a child has suffered a serious injury or death
due to abuse or neglect, the staff member must immediately report the concern in accordance with Arkansas
mandated reporting laws. While staff should notify the Director of the concern, this notification does not
replace the employee's legal obligation to make a report when required by law.

Reporting Child Abuse or Maltreatment

If you suspect that a child is being abused or neglected, you are encouraged to report your concerns
immediately.

Arkansas Child Abuse and Maltreatment Hotline
Phone: 1-800-482-5964

The hotline is available 24 hours a day, 7 days a week, and all reports are handled confidentially in accordance
with Arkansas law.

If you believe a child is in immediate danger, call 911 immediately.
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Central Arkansas Montessori School fully cooperates with the Arkansas Department of Human Services, law
enforcement agencies, and other appropriate authorities in all investigations involving suspected child abuse or
neglect.

Tuition Payvments

Tuition is assessed on an annual basis and divided into equal monthly payments for your convenience. Monthly
tuition is due on the 1st of each month.

Tuition must be paid in full by the 16th of the month. Any account with an outstanding balance after the 16th
will be assessed a $50.00 late fee. Tuition is not prorated for absences, vacations, holidays, school closures, or
any other missed days. Each monthly payment remains the same regardless of the number of school days in that
month.

All checks submitted through Brightwheel are deposited electronically. Central Arkansas Montessori School
reserves the right to charge a fee for any payment returned due to insufficient funds. Repeated returned
payments may result in the loss of check payment privileges, and the school may require future payments to be
made by an alternate payment method.

All outstanding tuition and fees must be paid before the next month's tuition is due in order for a student to
remain enrolled. The school reserves the right to suspend or terminate enrollment for accounts that become
delinquent.

Written Communication

Open and consistent communication between home and school is essential to each child's success. Central
Arkansas Montessori School is committed to maintaining strong partnerships with families through regular
communication and collaboration.

Brightwheel is the school's primary communication platform. Teachers and administrators use Brightwheel to
share announcements, classroom updates, reminders, photos, newsletters, and important school information.
Parents are encouraged to use Brightwheel to communicate with their child's teacher regarding questions or
concerns.

Parent and teacher conferences are held twice each school year to discuss student progress and development.
Families will receive advance notice of conference dates and scheduling information.

Parents are also encouraged to observe their child's classroom. Because maintaining the classroom environment
is important, observations should be scheduled in advance with the classroom teacher at a mutually convenient
time.

If you have questions or concerns at any time during the school year, please contact your child's teacher or the

school office. Strong communication between families and the school is one of the most important factors in
supporting student growth and success.
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Family Involvement

At Central Arkansas Montessori School, we believe that a strong partnership between home and school is
essential to each child's success. We encourage families to take an active role in the school community and
provide a variety of opportunities for meaningful involvement throughout the year.

Ways families can participate include:

* Attending parent meetings, curriculum nights, open house, classroom celebrations, and other school events.
* Participating in Parent Teacher Organization (PTO) meetings and activities.

* Volunteering for school events, classroom activities, or special projects.

* Supporting fundraising efforts that benefit our students and school.

« Communicating regularly with teachers and school administration through Brightwheel, conferences, and
other school communications.

* Sharing ideas, questions, or concerns with the Director at any time.

Parent Teacher Organization (PTO)

Central Arkansas Montessori School is a nonprofit organization, and the support of our families plays an
important role in the continued growth and success of our school. The PTO helps strengthen our school
community by supporting events, fundraising initiatives, and projects that enhance the educational experience
for all students. Funds raised through PTO activities help provide classroom materials, playground

improvements, facility enhancements, and other resources that directly benefit our students.

All families are encouraged to attend PTO meetings and participate whenever possible. Your involvement helps
build a strong school community and supports the success of our students.

Field Trips

Field trips provide valuable educational experiences that extend learning beyond the classroom. Parents and
grandparents are welcome to volunteer as chaperones when additional supervision is needed.

All volunteer drivers must provide a valid driver's license and current proof of automobile insurance before
transporting students.

For Primary students, a parent or legal guardian must accompany their child on all field trips unless otherwise
approved by the school.
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Reporting Licensing Concerns

Central Arkansas Montessori School is licensed by the Arkansas Department of Education, Division of
Elementary and Secondary Education, Child Care Licensing Unit. Families have the right to report concerns
regarding potential licensing violations or noncompliance with state childcare regulations.

To report a licensing concern, please contact the Arkansas Child Care Licensing Unit:

Phone: (501) 682-8590

Email: CCL.Questions@ade.arkansas.gov

The Child Care Licensing Unit is responsible for investigating complaints and ensuring licensed childcare
facilities comply with all applicable state regulations.

Grievance Policy

Central Arkansas Montessori School is committed to maintaining open, respectful, and effective communication
between families, staff, and administration. Parents and guardians are encouraged to address questions or
concerns promptly so they can be resolved in a timely and constructive manner.

To ensure concerns are handled appropriately, the following chain of communication should be followed
whenever possible:

1. Classroom Teacher
Questions or concerns related to classroom instruction, student behavior, daily routines, assignments, or
classroom activities should first be discussed with the student's classroom teacher. Most concerns are
resolved through direct communication between the parent and teacher.

2. Director
If a concern is not resolved after meeting with the classroom teacher, or if the concern involves school
policies, operations, or administrative decisions, parents should schedule a meeting with the Director.
The Director will review the concern, gather any necessary information, and work with all parties to
reach an appropriate resolution.

3. Board of Directors
If a concern remains unresolved after meeting with the Director, a written grievance may be submitted
to the Board of Directors for review. The Board's role is to review concerns involving school
governance, policy, or the actions of the Director. The Board does not oversee the day to day operations
of the school or intervene in routine classroom matters.

The written grievance should include:

* The nature of the concern.

* The steps already taken to resolve the issue.
* The desired outcome or resolution.

The Board will review the information presented and respond in accordance with its established procedures.
The decision of the Board shall be final.

Central Arkansas Montessori School asks that all concerns be addressed respectfully and confidentially.
Families are encouraged to communicate directly with the appropriate individual before discussing concerns
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with other parents, staff members not involved in the matter, or on social media. Following the established
chain of communication promotes timely resolution, preserves positive relationships, and supports a respectful
school community.

Programs Offered

Central Arkansas Montessori School is pleased to offer programs designed to meet the needs of our students
and families throughout the year.

Before and After School Care

Before and after school care is available for currently enrolled students. Program hours, fees, and registration
information are provided during enrollment and are subject to availability.

Summer Program

A summer program is offered during the months of June and July for eligible students. Summer programming
includes engaging educational and enrichment activities designed to provide continuity of learning in a
Montessori environment. Summer enrollment, schedules, and tuition information are distributed each spring.

Immunization Requirements

In accordance with Arkansas law, all students must have current immunization records or an approved Arkansas
Department of Health immunization exemption on file before attending school. Required health records and
immunization documentation must be submitted within the timeframe established by state regulations. Students
who do not meet immunization requirements may not attend school until the required documentation has been
received.

Parent Handbook Acknowledgment

The information contained in this Parent Handbook is intended to provide families with an overview of the
policies, procedures, and expectations of Central Arkansas Montessori School. The school reserves the right to
revise or update these policies as needed to comply with changes in state law, licensing regulations, or school
operations.

Parents and guardians are responsible for reviewing the handbook each school year and discussing its contents

with their child as appropriate. A signed Parent Handbook Acknowledgment Form must be returned with the
student's registration packet before the student may begin attending school.
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