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Welcome to Monarch Montessori School!!  Thank you for choosing us to be your education provider. 
**Monarch Montessori School reserves the right to modify its policies and this handbook at any time. 
I. GENERAL INFORMATION

Monarch Montessori School is a private, for-profit, non-sectarian school licensed to serve students ages 6 weeks - 8 years. 

We welcome students of all races, national and ethnic origins and sexual orientations with all rights and privileges. Guides (teachers) are carefully selected based on their ability, qualifications and experience to respond to children’s needs in developmentally appropriate ways. A copy of the licensing standards, which contains the minimum requirements is posted and available to Families for review.


A. Hours of Operation 
Our hours of operation are 8:00 AM-5:30 PM Monday through Friday.  
Our Montessori program takes place between 8:00 AM and 5:30 PM. 
Drop-off begins at 8:00AM. 

B. Classroom Sizes
Classroom sizes/ratios are dependent upon the age of the youngest child enrolled. Classroom sizes are subject to change based on state licensing requirements. The typical ratios are presented below:
Infants 1:4
Toddlers 1:8
Primary (3-6) 1:12
K-1 1:15

II. ARRIVALS & DEPARTURES

A. Drop Off & Pick Up
Drop-off takes place between 8:00am-9:15am

Pick-up takes place at 12:00pm (Half-day students)

Pick-up takes place at 5:30pm (Full-day students)


B. Late Drop Off

Late drop-offs can be very disruptive to our program as other students are already engaged in activities and staff cannot leave the classroom for an extended period of time. Families are encouraged to drop children off before the morning program begins  at 9:00am.

Children will not be admitted to care after 9:30am unless the following circumstances apply:
1) A child has a morning doctor’s appointment 
2) Inclement weather closures 
3) A family emergency preventing timely drop-off occurs

Monarch Montessori School reserves the right to ask any parent who arrives later than 9:30am to find alternative childcare for the day.

C. Late Arrival When a Field Trip is Scheduled

Should we have an off-campus field trip scheduled and you arrive late, you will need to find backup care for the day. This is especially important during summer camp when students are expected to be off campus most of the day.

D. Guidelines for Releasing Children at Pick-up

Monarch Montessori School will release children to:
1. The person(s) who have a legal right to the child (parents/legal guardians)
2. Anyone who the parent/legal guardian has authorized in writing (emergency contacts)
3. Civil authorities- Upon receiving expressed consent and proper identification/documents (ex. Police, Child Welfare, Paramedics)

Monarch Montessori School reserves the right not to release a child from care for the following reasons:

1. Parent/legal guardian appears to be under the influence of alcohol or a controlled substance
2. Authorized emergency contact refuses to show proper identification
3. Authorized emergency contact does not have the child’s 4-digit Brightwheel Code
4. Unauthorized family member or contact attempts to pick up the child without prior written notification from the child’s parent/legal guardian
5. Parent/guardian/emergency contact does not have a car/booster seat


E. Late Pick-up Fee

We understand that life happens. Should you be running late and unable to pick up your child by 5:30pm we ask that you notify your child’s teacher in Brightwheel immediately. 

We charge a flat fee of $20 for late pick up between 5:35pm and 6:00pm and an additional $2 per minute if a child is still in care after 6:00pm.

We respectfully ask that when picking up late, that the late fee be paid in cash to compensate the teacher for their time. 

F. 9-Hour Rule

Children are permitted to be in care/school for a maximum of 9 hours per day. This rule ensures that we remain in compliance with our state licensing requirements and prevent staff from exceeding work hours while maintaining child-to-staff ratios.


III. TUITION & PAYMENTS

Tuition is non-refundable. There are no exceptions.

Families will be informed of their tuition/invoice due date prior to their child’s first day on campus. Tuition due dates will be in effect for the duration of the contract unless prior arrangements have been made with the school’s administrator and an alternative payment schedule has been approved. 




A. Up-Front Payments

Families who pay for the year up front are required to take out tuition insurance with a vendor of their choice. Monarch Montessori School does not provide tuition insurance and does not refund any part of tuition paid while under contract.


B. Acceptable Methods of Payment

Monarch Montessori School accepts the following payments:
1. Payment made by check, made payable to Monarch Montessori School
2. Payment made in cash (summer camp, drop-in, late pick up and aftercare only)
3. Payment made using a Debit/Credit Card/Bank Draft (Brightwheel or PayPal)

C. Late Fees and Returned Checks

Families will be charged a late fee of $70.00 if payment is not received within 4 days of the due date.

Families will be charged a returned check fee of $36.00 if payment is returned for insufficient funds.

IV. COMMUNICATION

A. Brightwheel
Monarch Montessori School uses Brightwheel to manage our childcare data, collect payments and communicate with Families. Families can access their child’s Brightwheel account by signing up when invited to join. 
Families should download the Brightwheel app prior to their child’s first day on campus.
Teachers are permitted to send updates and photos throughout the day using Brightwheel’s messaging capability. 
1-2 photos are permitted per day. All communication in Brightwheel is monitored by the school’s management. Please review our Brightwheel Policy which is posted in every classroom.
Brightwheel should not replace face-to-face communication with staff.
We ask that all communication with members of our staff and administration take place within operational hours.
.
V. RECORDKEEPING

A. Student Records
At Monarch Montessori School, student records (written and electronic) are kept for a period of 7 years. 
Student records include:
1. Student paper file
2. Electronic documents submitted via Brightwheel or email submission
3. Brightwheel communication (messages between administrators and Families/Families and staff)
4. Photos/videos captured on Brightwheel during operational hours
As a state-licensed institution, all student files are subject to state inspection without notice. To remain active on our enrollment roster, a student’s file must be complete. 
Additional documents may be requested based on state regulations. Families should make every effort to turn documents in within 48 hours upon request.
B. Vaccination Records
Monarch Montessori School requires all vaccination records be up to date. We ask that Families turn shot records into the office promptly. Vaccination records are subject to state-inspection.
C. Sign In/Sign Out
All Families/guardians are required to sign students in and out each day.  The electronic log serves as a legal record and is required by law.  
Each person will be given two ID numbers in Brightwheel, one for each parent. You will sign in and out using that 4-digit ID number when you drop off and pick up.
Do not share your 4-digit ID numbers with anyone who is not on your emergency contact list.
Emergency contact lists will be reviewed/updated once every 12 months. 
D. Attendance Sheets
Teachers are required to take attendance each day. Attendance sheets are subject to state inspection and are kept onsite for a period of 7 years.
E. Absences Recorded in Brightwheel
Parents are required to report absences in Brightwheel. Extended absences due to illness or vacations should be reported via email or verbally to Management. Any child absent for a period of 5 days without explanation may be automatically removed from the enrollment roster.

VI. SCHOOL CLOSURES

Inclement Weather and Delay Policy
Please be advised that we follow Alexandria City Public School’s calendar for weather closures and delays. In the event of inclement weather or other weather emergencies, Monarch Montessori may be closed for safety reasons. 
Please check WTOP for weather delays and school closings.  Our school will be listed as a part of the schools either delayed or closed due to inclement weather. If inclement weather worsens throughout the school day and it is absolutely necessary to close early, Families will be notified to pick up their child.

School’s Calendar
**Monarch Montessori School will follow Alexandria City Public Schools’ calendar. Our calendar can be viewed on our website.
We are closed for the following holidays:
· MLK’s Birthday
· President’s Day
· Memorial Day
· Independence Day
· Indigenous People’s Day/Columbus Day
· Veterans Day
· Juneteenth
· Labor Day
· Thanksgiving Day (the school is closed on Wednesday, Thursday & Friday in observance of Thanksgiving)
· Christmas Day
· New Year’s Day

Spring & Winter Break
Winter Break takes place the last 2 weeks in December and ends on January 2. School reopens on January 3.
Spring Break follows Alexandria City Public School’s calendar.

VII. ENROLLMENT

A. Enrollment Offered on a Rolling Basis
Monarch Montessori School enrolls students on a rolling basis. Enrollment is based on availability(space) and compatibility with our program.
B. Trial/Observation Days
Parents of children ages 2 and up are required to complete 2 observation/trial days prior to admission to our program. Monarch Montessori School offers 2 complimentary trial days prior to enrolling with us. Families are requested to send children 2 and up, on Tuesday and Thursday for one week free of charge. Trial days must be scheduled in advance. Trial days begin at 8:00am and end at 12:00pm.  During the trial period, children will be observed to determine suitability for our program, compatibility with the teaching staff and materials offered. Applications for enrollment in the Children's House Program will be approved only after two-day observations have taken place.
C. Registration Fee
Families are required to pay a non-refundable registration fee equal to one month’s tuition at the time application is made.
D. Continuous Enrollment Policy & Recommitment Fee
We practice continuous enrollment, which means children are automatically enrolled with us each year unless we’re told otherwise. A recommitment fee of $195 is assessed after each 12-month period.
Families only receive one enrollment contract. However, tuition rates (based on current market trends) are subject to a slight increase after the completion of a 12-month term. Families will be notified of the tuition rate change/increase via Brightwheel and will see the new rate reflected in their next invoice.
The following items must be completed, signed and in your child’s file before their first day on campus:
1. Enrollment application
2. Virginia Model Registration Form 
3. Client Agreement
4. 12-Month Contract
5. Original Birth Certificate
6. Fieldtrip Permission Form (Electronic)
7. Health Information Forms
8. Photo Release (Electronic)
9. Authorization to Seek Emergency Medical Care
10. Authorization Form for Non-Prescription OTC Skin Products
11. Parent Handbook
12. Policy Review Signature Page
Checklist: What to Pack for the First Day of School (Infants/Toddlers)

All personal items are to be labeled. This includes baby bottles, clothing, food containers, diaper creams, bibs, and coats.

1. Three complete changes of clothing (i.e. shirt, undershirt, pants/skirt, underwear, socks, indoor shoes). When your child wears a uniform, they are required to have extra uniforms at school in their bin. 
2. Soiled clothing bag (plastic or reusable)
3. Lunch bag/box
4. Diapers/pull-ups, wipes 
5. Potty seat (if potty-training)
6. Seasonal outerwear (hats, gloves, scarf, boots)
7. Sunscreen and/or diaper cream
8. Extra underwear if child is being potty-trained
9. Masks, if your child has a bad cold and is above the age of 2.5


Checklist:  What to Pack for the First Day of Day School (Ages 5 and up)

1. Backpack
2. Pencil Box
3. Colored Pencils
4. Washable Markers
5. No. 2 Pencils
6. Pencil Grips
7. Pencil Sharpener
8. Glue Sticks
9. Erasers
10. Ruler
11. Lunchbox
12. Masks
13. Wide-ruled notebook (2)
14. Plastic folders & 3-ring binder
15. Calculator (grades 4-6)(afterschool only)
16. Any application materials that haven’t been submitted via email
17. Tuition payment (required upon entering)

VIII. MEDICATION & SICK POLICY

A. Medication

We do not administer medication on campus. We ask that children be given the first dose of prescription medication at home and the second dose at home after pickup. There are no exceptions.

B. Covid-19 Restrictions
Due to the COVID-19 Pandemic and RSV outbreak among young children, we are expected to follow the guidelines set by CDC, and the Virginia Department of Health to prevent the spread of viruses. Upon arrival and departure, temperature checks will be conducted. Families are expected to wash their children’s hands and face in the bathroom on the first level before handing them off to a staff member in the morning. Staff are expected to perform a health check before Families leave during drop-off.
A child who arrives at school with a fever of 100.4° or above or is visibly sick will not be admitted
Please review our sick policy below.

C. Sick Policy

To prevent the spread of disease, the State of Virginia/Health Department mandate that schools follow specific guidelines on when to exclude children from care. To maintain a safe and healthy environment for both children and staff in our infant program, we ask that Families adhere to the sick policy shared during the enrollment process. Our policy is listed below.

8VAC20-780-490. Preventing the spread of disease.
A. A child shall not be allowed to attend the center for the day if he has:

1. A temperature over 100.4°F;

2. Recurrent vomiting or diarrhea (2 times within 24 hours); or

3. A communicable disease.

B. If a child needs to be excluded according to subsection A of this section, the following shall apply:

1. Arrangements shall be made for the child to leave the center as soon as possible after the signs or symptoms are noticed; and

2. The child shall remain in the designated quiet area until leaving the center.

C. When children at the center have been exposed to a communicable disease listed in the Department of Health's current communicable disease chart, the Families shall be notified within 24 hours or the next business day of the center having been informed unless forbidden by law, except for life threatening diseases, which must be reported to Families immediately.

D. The center shall consult the local department of health if there is a question about the communicability of a disease.

E. When any surface has been contaminated with body fluids, it shall be cleaned and sanitized.

Exclusion Policy (Aftercare/Drop-In)
If your child leaves another program or school during the regular school day due to illness, (s)he may not attend Monarch Montessori School that same day. 
· Sore throat or difficulty swallowing
· Headache or stiff neck
· Severe itching or rashes
· Mouth sores
· Significant tiredness, irritability, crying uncontrollably
· Difficulty breathing, chronic coughing or wheezing
· Any contagious condition including ringworm, bedbugs, head lice, or pink eye, mumps, rubella, hand foot and mouth, etc.
· Unusual nasal discharge
· Constant pain in the stomach
· Behavior that seems slow, confused, disoriented.

The symptoms mentioned in our sick policy may not be associated with a communicable illness. Without consultation from a health care professional, it is impossible to determine the nature of the illness. Therefore, you will need to pick up your child for further evaluation. 

· You must report life-threatening diseases including COVID-19 and RSV immediately. Should your child have a life-threatening illness, they will not be readmitted before the recommended isolation period is up. There are no exceptions.
· We will notify all Families within 24 hours if a communicable disease is reported at Monarch Montessori School. 
· We are required to report communicable disease outbreaks to the Health Department.
· Health Department regulations governing periods of infection and exclusion will be enforced. 

For information on communicable diseases and isolation periods, please contact the Health Department’s Epidemiologist at (703) 746-4997 or dial the general number at (703) 746-4951.


Return to Care (After Illness)

Children can typically return to childcare after they are fever-free for 24 hours without fever-reducing medication AND when other symptoms have resolved. 

We do not administer medication on campus, but if your child is prescribed medication for an illness, we ask that you please let the staff know during drop-off. All medications have side effects and staff should be informed of any side effects that might occur if your child is on medication.

For any illness requiring an extended period of time at home (more than 3 days), hospitalization, or serious injuries, a doctor's note will be required for readmission.

Should you have additional questions concerning the sick policy, please see the School Administrator.

IX. CHILD ABUSE AND NEGLECT

Mandatory Reporting

Monarch Montessori Staff and Administrators are mandatory reporters. All staff and administrators are trained to recognize instances of abuse and neglect.

Should we suspect abuse or neglect, we are mandated by the health department and child protective services to report any suspected maltreatment as soon as possible. 

Child abuse or neglect includes continuous scratches and bruises, children wearing dirty clothing or underwear, and children who are constantly ill. It also includes children who haven’t been bathed or are deprived of sleep or food. Mandatory reporters do not have the burden of providing proof of abuse or neglect. The burden of proof is on the State. 


X. ADDITIONAL PROGRAMMING

A. Summer Camp
Monarch Montessori School offers Summer Camp to children ages 3-12.  Summer Camp begins on June 26th and ends on August 16th.  Families can choose to enroll their child for any or all weekly sessions offered.  Each session lasts approximately 3 weeks and offers different activities.  Registration for Summer Camp begins on March 1st of each year. 
· Enrolled Students

Students ages 3 and up are automatically enrolled in summer camp. There is an additional fee of $260.00 for July and August for all enrolled students. Summer Camp will be invoiced separately and due at the beginning of the month and charged whether a student participates or not.

· Non-Enrolled Students
There is a $100 registration fee for non-enrolled students. Tuition for Summer Camp is $350.00/week and does not include lunch.

B. Fieldtrips and Off-Campus Play

At Monarch Montessori School, field trips and outdoor play are emphasized. Families are required to sign the blanket electronic fieldtrip permission form when they register. This form permits staff to take children off campus. Administrators are not required to accompany children off campus. Staff are trained in emergency and travel procedures. 2 or more staff accompany children to off-campus play and field trips. Staff are not permitted to use personal automobiles to transport children to off-campus play areas or field trips. Families can accompany children on scheduled field trips. 

Please be advised that all costs associated with field trips are non-refundable.  Costs associated with field trips include, but are not limited to, tickets for entry to zoos, theme parks, bus rides, bus rentals, necessary apparel or food.

C. After Care Program

Monarch Montessori School offers an aftercare program that serves children ages 6-12, beginning at 2:00PM and ending at 5:30PM. We do not provide transportation. Families must arrange for students to be dropped off at Monarch Montessori after school. We provide homework assistance, a healthy snack, games, crafts and outdoor play time! ​

D. Drop In/Back-Up Care

Monarch Montessori School offers Drop-In and Back-Up Care for families who need short-term, daily or intermittent care. Drop In and Back-Up Care is based on space availability and ratio requirements.
​
XI. OUR PHILOSOPHY

Every school that you encounter will have its own educational philosophy. Monarch Montessori's philosophy centers around the principle of individualism.  Students perceive themselves as capable of making their own choices, while in constant relationship with other students and guides in the classroom. At Monarch Montessori School, children learn in multi-age settings. Cooperation plays an integral role in the classroom. Students are encouraged to work together, problem-solve and form lasting friendships. Guides aim to understand each child's individual social, emotional and academic needs and craft an educational experience based on what they've observed.
​

A. The Montessori Method

Montessori is an education philosophy and practice that fosters rigorous, self-motivated growth for children and adolescents in all areas of their development, with a goal of nurturing each child’s natural desire for knowledge, understanding, and respect (AMI, 2020). Montessori school centers around the premise that a child learns through play.  Each activity is carefully designed to use their experiences to teach concepts and ideas. The classroom is designed to engineer individual exploration.  Since the Montessori method recognizes the fact that each child learns at their own pace, lessons and activities are tailored to the needs of each child based on their academic ability.

What sets Montessori apart in the elementary years is the individually-paced curriculum that challenges children academically while safeguarding their sense of well-being.  Students are challenged to contribute as members of their community, think critically about the world around them and lean into the learning process. The classroom affords every opportunity to students to work individually or in small groups at tables or on the floor.  Spaces are uncluttered and promote mindfulness.

In Montessori classrooms children make creative choices affecting the learning process. The subjects in our curriculum are: Math, science, reading, writing, and language. Unlike the traditional school curriculum, Montessori curriculum focuses on a child’s developmental readiness to learn new material rather than assuming all children should learn the same material based on grade level expectations.  Our program also offers yoga, botany, music appreciation, chess, choir, robotics, language immersion and culinary arts.  Some activities will require an additional fee.  Please see our school’s administrator for more information.


XII. PARENT INVOLVEMENT

Families are the child’s first caregivers and teachers, the first adults to play a significant role in the child’s development and learning. Families are encouraged to play a positive role in their child’s education experience. We encourage you to ask probing questions about any material your child may be learning in the classroom, read to your child, boost self-esteem and independence and inspire motivation to learn. 

Research findings have included the following as effects of parent involvement:

For children:
· Positive effects on academic performance
· Positive effects on self-esteem and motivation to learn
· Smoother transitions for setting to setting
 

For Families:
· Improved understanding of child development, parenting and education
· Better idea of how best to contribute time and effort to the educational setting
· Larger support network


A. Parent Participation Policy

Families are encouraged to attend special events, assist with field trips and school-wide programs.  Families are also welcome in our classrooms (post-COVID-19).

B. PTA

Monarch Montessori School does not participate in parent-teacher associations or have an established parent-led group.



C. Assessments

Assessments are done to observe your child’s growth. Assessments are done when a child enters our program, 6 months into the program and one year after. After 12-months of enrollment, a student will be assessed every 12 months to ensure programmatic success.

Montessori-approved assessment tools will be utilized to measure your child’s academic progress. Families will be contacted 3 weeks prior to their child’s assessment. 

Assessment meetings will take place during office hours.

For our K-3 students, assessments will include in-class assignments and projects. 

We are a homework-free zone and believe that all required work should be done during classroom instructional time.


XIII. FOOD, NAPS & TOYS

A. Nutrition

Monarch Montessori School emphasizes nutrition. We ask that families provide a nutritious lunch for their child each day. We do not permit juice or sugary snacks, except for at birthday celebrations and special events. All food is stored in the refrigerator. Food containers/lunch boxes must be labeled with your child’s name and the current date. Lunch is served based on food-handling requirements.

Lunch is served hot unless otherwise directed. We provide 2 healthy snacks during the day. Snack is served at 9:30am and at 3:30pm. Teachers are required to use nitrile gloves when serving food.

Unused portions of open food will be discarded by the end of the day.

 ***Monarch Montessori is a nut-free school. Nuts and nut-based products can cause serious health risks to children including anaphylaxis and even death. 

B. Infant Nutrition

Infant Families are asked to try new foods at home first before introducing them in the classroom. All food should be age appropriate. Children three years of age or younger may not be offered foods that are considered a choking hazard. Infant food should be pureed or cut into tiny, bite-size segments to avoid choking.


C. Naps

The Department of Education requires that children under the age of 5 take a nap each day. Naptime takes place between 1pm and 3pm, Monday-Friday. Naps are taken on mats. Mats are sanitized and disinfected after each use. Sleep sacks and blankets are permitted. We do not permit pillows or toys from home.

D. Toys

Toys from home are not permitted on campus. There are no exceptions. The Montessori classroom promotes a non-competitive environment. Please leave all toys at home.


XIV. FIRE ALARM & EQUIPMENT

Should your child pull the fire alarm, you will be billed for any cost associated with turning the alarm off and local fire department response.

Should your child break large equipment including the front doors, chairs, tables, strollers or cribs, Monarch Montessori School will bill you for the original dollar value of such item.

XV. CODE OF CONDUCT/DISCIPLINE POLICY

Monarch Montessori School is committed to providing a safe, engaging, equitable, inclusive and well-ordered school environment for all enrollees. In order to facilitate this, students, teachers, administrative staff and Families are expected to adhere to the principles of civility, mutual respect, citizenship, character, tolerance, honesty and integrity while on campus/school property or at school-sponsored events.  Monarch Montessori School has a zero-tolerance policy for violence or harassment of any kind and reserves the right to terminate any contract for service should violence or harassment against any person or group of persons occur. Cigarettes and use of alcoholic beverages are not permitted on our campus. Weapons, gang-paraphernalia, clothing with offensive slurs or images are not permitted on campus. 

Unless otherwise indicated, this code applies to all students, school personnel, Families and other visitors when on school property or attending a school function.


A. Student Dress Code

Uniforms are required for children 18 months and up. Clean uniforms are to be worn every day.

A Student’s dress, grooming and appearance, including hairstyle/ color, jewelry, and nails, shall:
· Be safe, appropriate and not disrupt or interfere with the education process. 
· Ensure that underwear is completely covered with outer clothing
· Include footwear at all times.  Flip-flops are not permitted on campus.
· Not include the wearing of hats in the classroom except for medical or religious purposes.

Families should insist that children give proper attention to personal cleanliness and dress appropriately for school and school functions. Families who refuse to adhere to the school’s dress code may be subject to discipline, up to and including suspension.


B. Discipline Policy

Discipline is a very important part of our education program. Unacceptable behavior is addressed in a timely fashion, and in a positive manner. Children are given limited instructions, and the freedom to make the correct/better choice. Self-adjustment is highly encouraged in a calm manner. Allowing the child enough time to process the information and change his behavior.  Removing the child from the classroom is not done unless the child seems to be out of control or is consistently harming other students.

Our approach is to collaborate with Families, using a behavior modification plan, to support the child/family in the process. We treat children with respect and trust them to learn from the mistakes they make and to choose to self-correct because it's the right thing to do. 

As defined in Virginia Code, Short-term suspension" means any disciplinary action whereby a student is not permitted to attend school for a period not to exceed 10 school days. Monarch Montessori School reserves the right to suspend students for behavior that does not represent the values of the school including fighting, hitting, name-calling and bullying. Inappropriate behavior will be documented and placed in your child’s file.

Monarch Montessori School will do its best to work with any family in need of childcare but reserves the right to terminate any contract for prolonged offensive, violent and inappropriate behavior. 

XVI. COMPLAINTS
The purpose of this section is to outline Monarch Montessori School’s Complaint Policy. At Monarch Montessori School, clients, contactors, and employees have a right to voice their complaints or concerns about matters pertaining to the school.

Monarch Montessori School recognizes the meaningful value and importance of full discussion in resolving misunderstandings and in preserving good relations between management, employees and clients. Accordingly, the following procedure should be employed to ensure that complaints receive full consideration. 


1. What Can Be Submitted as a Complaint

The complaint process should be used as follows: (1) to deal with complaints and concerns pertaining to educational environment, employment arrangements, or interpersonal conflicts; and (2) to resolve complaints of discrimination and harassment based upon race, color, religion, marital status, sex, national origin, age, disability, genetic information, veteran status, sexual orientation, or otherwise.

 
2. Who May Submit a Complaint

The procedures set forth below may be used by a complainant who is an employee, contractor, student, client, or visitor. 

3. Culture of Respect

Complaints should be presented in keeping with the school’s culture of respect and dignity. Monarch Montessori School has a zero-tolerance policy against disrespectful behavior on campus or at any of our off-campus events.

What is disrespectful behavior?  
Disrespectful behavior includes, but is not limited to the following: 
· offensive or inappropriate remarks, gestures, material or behavior 
· inappropriate jokes or cartoons including racial or ethnic slurs  
· grouping or isolating (example: on race or ethnic origin) 
· yelling  
· belittling
· reprimanding in the presence of others 
· aggressive or patronizing behavior  
· embarrassing or humiliating behavior  
· discrimination as defined under human rights legislation  
·  sexual harassment   
·  intimidation and/or coercion 
·  undermining legitimate business interest 
·  spreading malicious information that have no foundation in fact 
·  damaging gossip or rumors  
·  unwarranted physical contact 
·  covert behavior, i.e. inappropriately withholding information and undermining authority


4. Complaint Process and Timeline
Complaints should be submitted in writing/emailed to the office at monarchmontessoridirector@gmail.com.
The complainant should allow up to 10 business days for a written response from Monarch Montessori School. If an in-person meeting is requested following the school’s written response, the complainant should allow up to 7 business days for a meeting to be scheduled.
Meetings will take place on campus or via Zoom at a mutually agreed-upon date and time. Meeting minutes will be recorded and placed in employee, contractor or client files.
5. Final Determination
The Head of School will make a final determination in handling the disposition of a complaint. A final determination will be made in writing to the complainant within 10 business days after an in-person or Zoom meeting takes place and the matter will be closed. All documentation pertaining to a complaint will be kept in an employee or client’s file for a period of 7 years.
6. Confidentiality
Monarch Montessori School requires that all parties to a complaint keep the proceedings confidential. 
7. Retaliation
Monarch Montessori School pledges that it will not retaliate against any person who files a complaint in accordance with this policy, or any person who participates in proceedings related to this policy.

In addition, Monarch Montessori School will not tolerate any form of retaliation against any person who disposes of or makes a good faith report or complaint about perceived acts of harassment, discrimination, or a concern, or who cooperates in an investigation of harassment, discrimination, or a concern. Any person who is found to be engaging in any kind of retaliation will be subject to appropriate disciplinary action which may include contract termination and litigation


XVII. TERMINATION POLICY

 Montessori School reserves the right to terminate a contract for the following reasons:

· Failure to pay tuition (within 5 days of due date)
· Failure to complete student file (required forms)
· Lack of parental cooperation 
· Prolonged offensive, violent or disruptive behavior in the classroom
· Physical or verbal abuse of any person or property
· Serious illness of the child
· False information given by parent/guardian (verbally or in writing)
· Program incompatibility
· Returned checks or credit card payments
· Bullying by student or parent
· Gossiping with families/staff 
· Consistent late drop-offs without a valid excuse per drop-off policy

D. Terminated Contract (By Parent)

Should a client wish to terminate their contract, they must do so in writing (via email) and must give the school 30 days’ notice! 

E. Prorate During 30-Day Notice Period

Monarch Montessori School does not prorate days within the 30-day notice period. You will be billed for the entire month unless other arrangements have been made with the office based on extenuating circumstances.





​
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I have read and accept the policies herein and agree to be bound by these policies while my child is enrolled at Monarch Montessori School



Parent Name:____________________________________________________ 			

Parent Signature:_________________________________________________ 


Date:__________________________________
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