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Welcome from the Administrator

Dear Parents,

Welcome to Children’s Garden Montessori School for our 1st school year! We are honored to be
partners with you in the development of your child. We rely on your communication, energy,
support, and involvement to ensure a positive experience for your child. CGMS can benefit your
child best when we each understand the roles played by parents, teachers, and children. As we
begin our 1st year, we are delighted to share the many wonderful things about Children’s
Garden Montessori School and to orient you to our policies, procedures, resources, and events.

This Handbook outlines general policies and guidelines to answer your questions and provide
you with information to make the most out of your experience here at CGMS.

These guidelines have been carefully and thoughtfully designed to provide our community with
the best Montessori school possible and have been approved by our CGMS staff.
Our policies have been set forth with two goals in mind:

• The safety of your child
• Staying true to our mission statement and philosophy.

We welcome you and your children to a year of learning, growth, discovery & fun!

Sincerely,

Jennifer Sewell
Administrator
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Our Mission

Children's Garden Montessori School is committed to the development of the whole child by
implementing curriculum and methodology based on the Montessori philosophy of education
and human development in an intimate and safe environment.

CHILDREN
We believe in the dignity and ability of children and in their inherent right to our respect,
protection, assistance and guidance in fulfilling their potential.

EDUCATION
We are committed to the Montessori philosophy and follow a traditional Montessori approach to
education.

FAMILIES
We wish to support families’ efforts to raise capable, joyful, confident children.  We believe in
open communication and providing opportunities for families to be involved in our school.

OURSELVES
We are dedicated to sharing our lives with children and to grow and learn alongside them.

COMMUNITY
We are dedicated to the well-being, integrity and development of the larger Montessori
community and of the Mebane community in which we live and work.

WORLD
We desire to help bring about a peaceful world in which every person’s contribution is
cherished.

NON- DISCRIMINATION/ INCLUSION STATEMENT

Children’s Garden Montessori welcomes children, aged 18 months to 6 years, from all racial,
ethnic and cultural backgrounds, family structure or sexual orientation. Priority is given to
returning students, siblings, and transferring Montessori students. After these considerations,
children are accepted from those in the waiting pool according to their stated program
preference and long-term school goals.
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Arrival and Departure Procedures

Arrival and departure times are the busiest times of day.  Many cars will be coming and going in
a short amount of time.  We have designed a procedure that we feel will be safe and efficient for
everyone, especially the children.  If we are patient and considerate of one another, the arrival
and departure procedures should run smoothly.

If your child is to be picked-up by someone other than his/her parents or an individual as noted
on the emergency contact list, please let your child’s teacher or the Administrator know in letter
form.  We also request that you give a brief description of the person, their name, and their
vehicle.  We will be asking for photo identification, so please inform the person who will be
picking up your child of this policy prior to his/her arrival.  Please notify the Administrator of any
change(s) in your personal/business telephone numbers so we can contact you, if necessary.

Arrival and Departure Times
Hours of operation (Monday-Friday)

Drop-Off Pick-up

Primary 8:00-8:30am 2:45-3:00pm
Toddler (½ day) 8:15-8:45am 11:45-12:00pm
Toddler (full day)           8:15-8:45am                                            2:35-2:50pm
Before Care 7:30-8:00am
After Care 3:05-5:30pm

Drop-off Procedure:

● Please enter from First street, and continue all the way to the stop sign, make a right,
and enter the parking lot on the east side of the building (see “enter” sign).

● Use the parking spaces in the front of the building (there are 2 handicapped parking
spaces on the west side of the building).

● Walk your child into the main entrance, with his/her belongings. Sign your child in.
● Drop off belongings in their classroom cubby.
● Walk your child out through the exterior classroom door to their playground with their

water bottle.
● Exit the playground through the single gate to get back into the parking lot.
● Please exit the parking lot through the north side of the building, by the mailbox (see

“exit” sign).
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Pick-up Procedure:

● Please enter from First street, and continue all the way to the stop sign, make a right,
and enter the parking lot on the east side of the building (see “enter” sign).

● Use the parking spaces in the front of the building (there are 2 handicapped parking
spaces on the west side of the building).

● Walk to the single gate to pick up your child.
● Sign your child out.
● Please exit the parking lot through the north side of the building, by the mailbox (see

“exit” sign).

If your child will be late or absent, we ask that you notify your child’s teacher the day before via
email or call the school the same day (of absence or late arrival) before the school‘s hours of
operation.  Unscheduled arrivals can be very disruptive for the teacher and children if you come
in after the day’s activities have begun.  If your child arrives later than scheduled time, please
walk your child in and sign him/her in with the Administrator.

Late Pick-Up
We value our teachers and their dedicated time for breaks and planning. Late arrivals often
impact planning for teachers and in some cases, cause the school to find additional staff for
child supervision.  We respectfully ask parents to make every effort to pick up children on time.
We understand that on rare occasions incidents arise that can cause a late pickup.  However,
after 2 late pick-ups you will be charged a $20 fee.  If a child is picked up late more than 3 times
for our After Care program then there will be a week suspension from the After Care program.

Rules and Discipline Policy

CGMS has rules established for the safety and security of all.  All classes have three basic
ground rules:
• We treat ourselves, each other and the environment with respect.
• We maintain an atmosphere of peacefulness.
• We resolve our problems with words.

We teach the children these rules and the consequences to these rules.  The consequences
are:
• A reminder to the child(ren) about the rules
• Separation from an activity
• Loss of a chance to participate in an activity

In cases of physical or verbal aggression/inappropriate language teachers will work
collaboratively with parents to address the behavior so that it does not continue.  Teachers will
notify parents if concerns or issues arise with their child during the day and how they were
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addressed.  CGMS teachers will partner with parents to help each child learn appropriate
strategies and techniques for dealing with frustrations and anger.

The staff works to set forth clear limits and boundaries and remain consistent in the practice of
them.  Children are given the reasons for the limits.  When necessary, we redirect children to
more acceptable, appropriate activities and types of behavior, acknowledging that one of the
most effective ways to change behavior is to provide a positive alternative for children.  Helping
a child use acceptable words to deal with frustration or resolve a conflict is done directly and by
example.

In cases of repeated physical or verbal aggression/inappropriate language the following steps
will be put into place:
1. Teacher will request a meeting with the parent to discuss behavior and a plan of action
to address the behavior.
2. If the behavior continues, the parents, teachers, and Administrator will meet to discuss a
plan of action with a time frame in which the behavior must improve.
3. If the behavior does not improve within the allotted time frame, then parents, teachers,
and the Administrator will meet to discuss possible discontinuation of the child’s enrollment at
CGMS.

It is our hope that each child’s experience be a positive one and for both the parents and staff to
agree that this is the best environment for the child.

In case of destruction/damage to school or other persons’ (child or staff’s) property that cannot
be repaired/cleaned without incurring expenses, the child’s family may be required to provide
the funds to the school to replace or repair the items.

Grievance/Withdrawal Policy
In the event that a parent has a concern regarding his/her child in the classroom setting:
1. The parent will request a meeting with his/her child’s classroom teacher to discuss the
areas of concern.  The meeting will be held as soon as possible after the request is made.
If there is no satisfactory resolution of the concern or disagreement:
2. The parent or teacher may request a meeting of all parties with the Administrator.  A
meeting will be held as soon as possible after the request is made.
If this meeting does not result in a satisfactory resolution:
3. A third meeting will be held between the parent and a self-chosen representative, the
classroom teacher, the Administrator, and an additional staff representative.

Following this meeting, a decision will be rendered by Children’s Garden Montessori School in
regards to the concern/disagreement and the child’s enrollment status at CGMS.  This decision
will be communicated to the parent in letter form.  Children’s Garden Montessori School
reserves the right to acquire legal counsel and pursue the matter in a court of law.
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Admissions/Enrollment Procedures
Choosing a school for your child is an important decision. The first step in the enrollment
process is submitting an application. There is a $50 non-refundable application fee.

Once you have submitted an application, you will be contacted by our school to set up a
meeting. In this meeting, parents/guardians will be able to ask questions; it will also provide us
with the opportunity to get to know your child.

  
While we accept applications on a rolling basis, we must take into account the balance of our
classroom.  Priority is given to returning students, siblings, and students transferring from
Montessori schools.

If your family is offered a space in our classroom, you will receive instructions for completing
enrollment.

Tuition and Fees

*Tuition payments are due by the 10th day of each month.

2022-2023 Tuition Schedule

Programs Offered Monthly (10 installments) Annually

Toddler $875 $8750

Primary $900 $9000

Before Care $60 $600 (Paid in full $500)

Aftercare $275 $2750 (Paid in full $2500)

There are several ways to pay tuition to CGMS.
1. Every family will receive an emailed invoice on the 1st of the month. You may make your
payment electronically using your bank information: routing and account number (there is a
$1.50 fee each time a transaction is submitted).
2. You may sign-up to have your tuition payment automatically withdrawn from your bank
account.  Every family receives an E-check authorization form at the beginning of the school
year.  If you need a copy, please contact the Administrator.
3. You may choose to have payments sent directly from your bank at a scheduled time
every month.  Please make sure that your tuition payment is scheduled to arrive before the 10th
so you won’t incur a late fee.
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4. You may submit a check or cash payment for tuition via the locked dropbox located by
the main entrance. Please make sure your payment is in an envelope and clearly labeled with
your name and what the payment amount is for.

For checks received after the 10th (once the school year has begun) there will be a $25.00 late
fee.  Tuition and fees for the current year can be found in Appendix A.

In order to cover the costs associated with payments that do not go through, we will add a
$20.00 fee for any check that doesn’t clear due to insufficient funds or for any reason associated
with an error of entry of payment information or of payment processing.  Parents/guardians are
encouraged to key in electronic payment information carefully to avoid charges associated with
incorrect entry of account and routing information.

Late Payment Policy
• All tuition payments are due by the 1st of the month.  Payments not made within the
scheduled month will incur a late fee of $25.
• When tuition payment is 30 days delinquent, Administrator and parent (or responsible
party) will meet and agree to a restructured payment plan.
• If restructured tuition payment is delinquent, Administrator will notify the family that they
have 10 days to make the payment.
• If payment is not made in 10 days, the Administrator and Bookkeeper will meet to
determine the course of action. CGMS reserves the right to pursue money owed in court of law.

CGMS Bookkeeper
CGMS has a part-time bookkeeper.  For receipts or questions regarding payments to CGMS,
please email the bookkeeper directly (contact information can be found in Appendix B).

The bookkeeper makes deposits bi-monthly: the week of the 15th and the week of the 30th.  If
for some reason you noticed your check has not cleared, please contact her immediately.

Health and Medical
Health and safety is a priority at Children’s Garden Montessori School. CGMS will be inspected
annually to ensure compliance with Alamance County public health requirements. We keep our
sanitation inspection report on file in the office, which can be viewable by parents/guardians or
staff members upon request.

Immunizations
All children attending Children’s Garden Montessori School must be current on immunizations
within 30 days of enrollment.  Any child not having proper vaccines will not be able to continue
attendance until all immunizations are up to date. Children’s Garden Montessori School accepts
religious and medical exemptions.
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Sick Child Policy
We care about the health of all children and staff members.  It is very likely that you will not be
able to leave a child with us who is borderline ill because he/she will be unlikely to participate in
activities.  Thus, any child who exhibits the following signs of illness should not be brought to
school until symptoms have ceased for at least 24 hours (without medication).  Such signs
include, but are not limited to the following:
• Fever of 100 or above
• Vomiting
• Diarrhea
• Unidentified rash
• Communicable or infectious conditions (croup, lice, strep, etc…)
• Any discharge that is green in color
• Excessive coughing

If your child develops symptoms of any contagious illness while at school, we will call you and
ask you to pick up your child within a 30-minute time frame.  If you cannot be reached, we will
begin calling persons on your emergency contact form.  Children, showing these signs, will be
separated from the other children, supervised and made to feel comfortable until the parent or
designated individual arrives.  Children may return to school with a written statement from a
physician (stating that the illness is not communicable) or when they are visibly free from
communicable illness and function normally without the aid of medications.  If a child at school
has a communicable illness, the school community will be notified (while respecting the privacy
of your child).

It is our policy that staff with the above listed symptoms also remain home until symptoms have
ceased for at least 24 hours.

If you feel your child is not well enough to participate in outdoor activity, we advise you to keep
him/her home.  State regulations strongly recommend outdoor play, weather permitting.  We
may not be able to accommodate your child staying inside while the other children are outdoors.

Covid 19 Policy
Due to the constant changing nature of this virus and the guidelines, we reserve the right to
make changes with written notice to parents at any point during the school year.

Masking:  Masking for both students and staff is optional.  We respect and support those who
choose to do so.  It will be the responsibility of parents to communicate with their children if they
want them to wear a mask. The school cannot be responsible for enforcing parental preferences
about masking.
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Quarantining:  Students or staff who have tested positive for Covid-19 must quarantine for a
minimum of 5 days and must be at least 48 hours symptom free before returning to school/work.
After 5 days, students/staff may return to school with a negative Covid test or return (if symptom
free) and wear a mask for 5 days.

Occurrence of any of the symptoms below while a student, teacher, or staff member is at school
suggests the person may be referred for diagnostic COVID-19 testing or evaluation:

● Fever (temperature of 100 degrees Fahrenheit or higher)
● Sore throat
● Cough (for people with chronic cough due to allergies or asthma, a change in their

cough from baseline)
● Difficulty breathing (for people with asthma, a change from their baseline breathing)
● New loss of taste or smell
● Diarrhea or vomiting
● New onset of severe headache, especially with a fever

Diagnosed: People who are presumed to have or who are diagnosed with COVID-19 must stay
home until they meet the criteria for returning to school (See Quarantining). Staying home when
sick with COVID-19 is essential to keeping COVID-19 infections out of school and preventing
spread to others.

Exposed:  Students and staff who have been directly exposed should quarantine for 5 days.
Students or staff may return if symptom free after 5 days or can provide a negative Covid test
result. At home tests are accepted.

Vaccination:  At Children’s Garden Montessori School we believe taking care of our
bodies/health is of utmost importance.  We respect and support each families’ right to make the
best decisions for their bodies/health in regards to medical choices and vaccinations.  We do
encourage our staff and families to take necessary precautions to prevent the spread of any
viruses or diseases

Hygiene
In an effort to constantly maintain the health of our students and staff, students are asked to
wash hands before eating and after using the bathroom. Staff are required to wash hands after
using the bathroom, changing diapers, wiping mucus and before eating. Hand sanitizer and/or
hand washing is also encouraged after a child or adult blows his/her nose.

Medication
If your child is to be administered prescription medication during school hours, the medicine
must be clearly labeled with the child's name and dosage and in the original bottle.  Parents
must also complete and sign a Medication Administration Form before the medication can be
administered.  In addition, the staff will not administer over-the-counter medicine, such as
Tylenol, without a signed note from your child’s physician.  Sunscreen, bug spray, and diaper
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rash creams do not require a prescription or doctor’s note; however, we do require that parents
complete a Topical Medication Administration form.

Allergies
The school must be informed of any food or medicinal allergies your child may have.  Children
are developing allergies at an alarming rate.  As our primary concern is your child’s safety we
must ask that you take responsibility for keeping us informed of your child’s allergies and the
severity of them.  There are 3 things we require in cases of allergies:
1. List all allergies on your child’s health form.
2. List all allergies on your child’s emergency contact form.
3. Parents will be required to fill out a Child Medical Action Plan.

If your child must have an epipen at school, it should be in a clear plastic bag with your child’s
name and a card with all necessary medical information:  doctor’s name and phone number,
address, insurance company and number, hospital preference and the best emergency contact
number(s) for you as the parent.

Although we will always do our best, we cannot be expected to know the exact nature of an
allergy and its severity unless we have ongoing and current information from you.

Sanitation
To reduce and eliminate germs at CGMS, we do the following:

● Daily, bathrooms are sprayed with Bleach spray, and NCDCDEE approved disinfectant.
● Every day upon arrival to the program and before and after snack, staff wash all program

tables with warm soapy water and then spray a bleach solution on tables where it will sit
for 2 minutes before being dried.

● Staff and children will wash their hands several times throughout the day:
○ Upon arrival into the classroom
○ Before eating a snack
○ Upon coming in from outside
○ In-between each activity
○ Anytime they cough, blow their nose, or sneeze
○ Anytime their hands are soiled

Staff disinfects toys and materials, cubbies, and non-porous items with a bleach solution weekly.
Items placed in a child’s mouth will be removed from the classroom and will be sanitized daily.

Emergency/Injury
Every family enrolled at Children’s Garden Montessori School must complete an Emergency
Contact Form, an Emergency Authorization Form and a Medical Form.  All student medical
records are kept confidential and only available to pertinent staff members.

Injuries and contact with parents:
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• In case of a serious bodily/dental injury or emergency, you will be contacted immediately,
and your child will be transported to the hospital of your choice by ambulance.
• If your child suffers a minor injury at school that could possibly warrant a doctor visit, we
will contact you so that you can make the decision as to what next steps should be taken.  If
your child receives a minor injury that does not warrant a doctor visit, you will be notified when
you pick-up your child. In each case you will receive a copy of the Incident Report.
• Anytime there is a bump or injury to the head we will contact you.
• If your child has a physically visible injury that is caused by another child, we will notify
both sets of parents and have them sign the incident report that has been filled out by the
teacher.
• If your child has a known medical or developmental condition that may require medical
support or care during school hours, please ask for a Children’s Medical Action Plan form and
submit to the Administrator and the child’s teachers with a specific outline of individual needs
and protocols to be followed during school hours. If the medical condition is an allergy please
see the allergy section above.
• If a minor injury occurs within 20 minutes of your child’s dismissal time we will notify you
at pick-up.

The health and safety of children are of the utmost importance to us. At CGMS we make every
effort to ensure that a safe teacher-student ratio is maintained.  At all times, adequate
supervision should be maintained.

Child Abuse Policy
At Children’s Garden Montessori School, our staff are trained to recognize the physical and
behavioral signs of child neglect and abuse.  We are required by law to report any suspected
abuse or neglect to the appropriate authorities.  Definitions are as follows:

Neglect: Failure to provide for the child’s needs (food, water, shelter, rest, medical needs).

Abuse: Physical, verbal, emotional, or sexual harm

Special Needs Policy
Students with special needs (physical disabilities and/or learning differences) are welcome at
Children’s Garden Montessori School.  Because our teachers and classrooms provide teaching
materials that are engaging to students of varying interests, ages and abilities it is often an
environment in which students with special needs thrive.

Children’s Garden Montessori School strives to provide an inclusive learning atmosphere for all
of our students.  As such, we are happy to partner with you and work closely with you and your
child’s team of professionals to help your child to be successful.  Because Montessori is
traditionally student-led, as opposed to teacher-led, we have often implemented customized
learning or behavior plans for individual students.
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However, while we are happy to work with your child’s team of professionals (speech and
language therapists, occupation therapists, counselors, etc.), CGMS does not employ any staff
devoted solely to our special needs students.  It is the parent’s responsibility to secure the
professional resources that their child may need.

Smoke Free Campus

CGMS strictly prohibits smoking, vaping or the use of any tobacco products on our campus.
Violators will be asked to leave property immediately.

Nutrition

Food Allergies
Any and all food allergies must be listed on your child’s Emergency Contact and Medical Forms.
Food allergies must be diagnosed by a physician.  It is the parent’s responsibility to include a
letter from the physician along with a child’s Medical Form.

Snack
In both toddler and primary classes, children are asked to bring a shelf-stable snack in a labeled
container.  We ask that you please send in a snack that will sustain your child such as a whole
grain, cheese, fruit/vegetable.  Please refrain from sending snacks that are processed,
packaged, contain food dyes or high sugar content.

Lunch
Both toddler and primary students are to bring their own lunch. Any food that is not shelf-stable,
please place it in a ziplock back with your child’s name and date. You are asked to remove it
from your child’s lunchbox and place it in a designated bin upon arrival. The bin will be stored in
the refrigerator until lunchtime.

The school will provide dry-erase tags for each child’s lunchbox, labeled with his or her name.
Each day, your childs’ teachers will write the date on the tag.

Preparing lunch is a great way for children to be involved in making healthy choices.  We
suggest making your child’s lunch the night before and incorporating your child in the process.
Please send small portions of healthy foods from the four food groups:  1) whole grains, 2)
vegetables and fruits, 3) dairy, and 4) protein.  We recommend water, juice, or milk for a
beverage.

Upon request, the school will provide suggestions of healthy lunches which incorporate the four
food groups.  We do have microwaves in our classrooms and are able to reheat food.  However,
as we have multiple children heating up, microwave time is limited. We ask that you do not send
in pre-packaged foods that need warming such as Macaroni and Cheese, “Chef Boyardee'',
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etc…   These products become time consuming with the heat and stir process and are usually
not the healthiest choices of food.  Last night’s leftovers, however, are great for warming over!

In the event that your child forgets his/her lunch, we will gather food from the snacks we have
available already at CGMS or contact you if we cannot provide adequate lunch items due to
allergies/intolerances.  Parents are also required to sign a Nutrition Opt-Out form.

After School
Children attending after school are asked to bring an additional shelf-stable snack in a labeled
container.

Soda and Candy
No sodas or candy will be allowed for snack or lunch.  The teacher will ask the child to return
such items to a snack or lunch bag to be eaten at home.

Birthday Celebrations
For birthday celebrations in toddler and primary classrooms, parents may bring a low sugar
snack to share with the class.  Muffins, oatmeal cookies, and apples with dip are just a few
suggestions.  Please consult with the teacher before purchasing or preparing so that you may
be aware of any food allergies.

Nuts
It is the policy of Children Garden Montessori School not to serve nuts or nut products to
students.  However, parents may send nuts and nut products in with their child for lunch and we
will provide a nut free lunch table.

In the event that a severe allergy is brought to our attention, we reserve the right to change this
policy to protect the health of our students.

Napping Policy

In the toddler classroom children nap quietly for 60 to 90 minutes each day.  Teachers will
provide a dimly lit classroom with soft music or white noise to provide a classroom environment
conducive for sleeping/resting.  Cots are provided for each student and parents are asked to
send in a crib sheet, a light blanket and, if needed, an additional item for cuddling/comfort.

In the primary classroom, children ages 3 and 4 nap quietly for at least 30 to 60 minutes each
day—but we never force wakeful children to close their eyes or go to sleep. During naptime,
non-nappers can read (look at books) quietly on their cots.  After 30 minutes, if a child has not
fallen asleep, he/she may join in some quiet classroom activities alongside the 5 year olds.
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Clothing Policy

Please allow your child to dress in clothing that he or she can get in and out of independently.
Straps, buckles, belts, and small buttons can be difficult for a child to maneuver and are
discouraged.

Children may get dirty at school, so please save the fancy clothing for other occasions.
Children usually enjoy picking out their own outfits.  By giving them choices when dressing, it
increases their independence and helps them become aware of appropriate seasonal dress.
Please avoid flip flops, rubber boots and crocs as they are not suitable footwear for climbing
structures on the playground. If children wear the aforementioned footwear, they will be asked to
stay off the climbing structures for their own safety. Tennis shoes and socks are the most
suitable type of footwear.

Classroom Shoes (Optional)
Children are encouraged to bring a pair of classroom shoes to leave in the classroom for indoor
use during the school year.

The ideal Montessori classroom shoes are:
• Flexible sole – Soft, flexible soled shoes help reduce the noise level in the classroom.
Montessori Method recognizes the need for quiet and order in the classroom to allow children
the greatest opportunity for concentrated work.  Plus, a sole that flexes with the child’s foot is
the next best thing to being barefoot.
• No laces and easy for the student to get on and off without assistance – The opportunity
to take off and put on shoes increases children’s level of independence and dressing skills.
Furthermore, it allows them to mindfully participate in the transition between outdoor and indoor
spaces.
• Shoes that can be worn with socks – We don’t want students to have to put on and take
off socks every time we move from inside to outside.
• Comfortable – Children need to be able to move. We don’t want their shoes to be a
distraction.

The following shoes are not appropriate:
• Clogs or backless shoes that could slip off easily
• Slippers with large character heads
• Slippers with fuzzy bottoms that will be slippery on the hardwood floors.
• Shoes that are too bulky or have very thick soles – We want it to be comfortable for
children to sit cross-legged on the floor.

Children with special needs, including those requiring orthopedic inserts, are encouraged to
wear the footwear recommended by their doctor.
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Change of Clothing
Parents should provide appropriate changes of clothing.  We will send the change of clothing
home seasonally to be exchanged.  Please label all of your child’s clothing or the container in
which you send it.

Label
All coats and indoor shoes should be labeled with your child’s name.  We also recommend
labeling winter accessories (hats, gloves, etc.)

Personal Possessions
Children do not need to bring anything to school to work or play with.  The classroom
environments are designed to have rich, stimulating activities for the developmental ages of the
children in the class.  Please do not allow your child to bring toys from home.  If in the first
couple of weeks of school, your young child has a special “lovey” that he or she needs for
security that will be acceptable.  If your child slips something by you, the teacher will keep it for
the day and it will be returned to you upon your child’s departure.

Accessories such as necklaces, bracelets, and rings should not be worn to school (unless
serving a developmental need and prescribed by a professional).  They are often a distraction in
the classroom and cause children distress if lost or misplaced.

We enjoy reading books related to our science and geography units and invite your child to
share from your home collection.  We also welcome items that relate to our unit of study.
Please speak to your child’s teacher about the best time to send in books or items.

Emergency Procedures
School Closings
On the off chance that weather makes for dangerous road conditions for you and the staff,
Children’s Garden Montessori School will delay opening or close.  An announcement will be
made as soon as possible on WFMY television station.  If we have power, all families will be
sent an e-mail informing them of closings or delays.  Parents may also sign up for REMIND to
be sent text notifications as well.

If the school is open, but you do not feel comfortable driving, please know that we will
understand if you choose to keep your child at home.

Fire
Monthly fire drills are held at varying times and are documented by the Administrator.  In
addition, documentation is kept in the office area.  The staff calmly escort the children from the
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building and to their assigned locations.  The Administrator or designated staff member checks
all rooms and areas.  Plans for evacuation are posted in each classroom.

Weather
In case of inclement weather such as tornado, hurricane force winds, etc., students at CGMS
will adhere to the following procedure:
• Toddler and Primary Students will immediately move into the interior hallway and sit
quietly in a crouched position with teachers evenly spaced out amongst the students until it is
deemed safe to return to class.

We recognize that in very severe weather, students and their families are likely safer in their
own homes or at school than on the roads.  Due to that, in the event of a tornado warning in
Alamance County during pick-up time, parents may, at their discretion, wait until the tornado
warning has passed before picking up their children.

Please note that during a severe weather emergency, the priority of the teachers and the
Administrator is to ensure the safety of the students and staff.  Communication during an
emergency situation between staff and parents may be limited, however the Administrator will
endeavor to notify parents with any relevant updates as soon as it is safe to do so.   Students
will routinely practice a shelter-in-place drill.

Safety
The CGMS staff are required to participate in Health and Safety Training.  Designated school
staff members will receive Emergency Response Preparedness Training and will develop an
EPR plan specific to our school . All staff members are adequately informed of the plan and the
protocols in the event of a threat to the safety of our students/staff.

Communication and Participation
Contact with Teachers

At CGMS we desire to have open communication with our families.  Our teachers are happy to
give you a brief update about your child either at drop-off or pick-up.  Questions or concerns that
may involve a longer conversation should be addressed via email.

We will have two scheduled parent-teacher conferences during the year.  You are urged to
attend the parent education meetings as well.  These meetings will give you the opportunity to
learn about your child’s day at school and how to implement Montessori techniques and
philosophy into your home environment.

If you have a comment, question, or concern about your child or his/her classroom, we
encourage you to contact your child’s teacher. Please remember that drop-off and pickup times
are very busy and not the best times to have a discussion with your child’s teacher as we like to
have our undivided attention on the children. You may send a note in the morning or e-mail your
child’s teacher if you have a question/concern.  Your child’s teacher will respond within 1
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business day.  If you have an emergency, please leave a message on the school phone and
your child’s teacher or the Head of School will contact you as soon as possible.

Newsletters
Every family will receive a weekly email update from their child’s class. This update will include
a brief summary of what has happened in the classroom for that week.  Please take time to read
this email as you will also find important dates, events, and information. In addition, you will also
receive occasional school-wide newsletters.

CGMS Website
Upcoming dates and other information and Forms can also be found on the CGMS website in
the For Families section.

Classroom Observations
When a class is ready, the teacher will announce in a weekly newsletter that observations are
welcome and invited.  This normally happens sometime during the month of October (but
usually is later in the year for the Toddler classroom).  To schedule an observation, please
contact your child’s teacher through a note or an e-mail.  We limit observers to one in each
classroom to respect the children’s need for an environment that is conducive to their
independence and concentration.

Student Assessments
In the Montessori classroom teachers are constantly observing and assessing student progress.
At CGMS assessment is ongoing in many ways. Some examples of Montessori assessments
include:

- Self-correcting materials
- Peer and self-editing or partner work
- Teacher daily observation of student work and lesson participation
- Students giving lessons to another student to show mastery
- Older students recording on work plans of what they have accomplished
- Teacher-student conferences to assess progress and guide learning
- Student evaluations given out during fall and spring parent-teacher conferences.

Participation

Parents are a fundamental part of the well-being of our school and of a successful educational
experience for their child. As such, we have the expectation that all members of the school
community participate and support the school whenever possible. It is the hope and expectation
of Children’s Garden Montessori School that parents make every effort to understand and
embrace the mission of the school. To that end, we aim to help parents learn about the
Montessori approach by providing information and opportunities for parent education.
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Additionally, we expect parents to familiarize themselves with the philosophy, policies, and
procedures contained in the Parent Handbook and other school publications, including our
regular email communications. Teachers value the assistance and participation of parents in
adventures beyond the classroom. Both parents and students are enriched by parents’
involvement in school activities. Please see the handout (Parent Volunteer Form) in your
welcome packet for opportunities to be involved.

We also invite you to attend any and all school functions, as they provide a great opportunity to
become familiar with your child’s school environment and community.

Lines of Communication
For matters related to your child’s progress or classroom activities, please contact your child’s
teacher.  For matters related to policies, facilities, staff, or student records, please contact the
Administrator.  For matters related to finances, please contact the Bookkeeper at
bookkeeper@childrensgardenmontessori.com

Right to Amend
Since situations can arise that were not foreseen at the time of writing this policy manual, CGMS
reserves the right to amend the handbook.  In cases where an amendment is needed,
parents/guardians will be informed in writing.
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Children’s Garden Montessori School Parent Handbook Acknowledgment

I have read through the CGMS Parent Handbook and I understand the policies and procedures
that have been outlined.  I have also received a Summary of NC Child Care Laws and Rules.

Parent/Guardian ______________________________________________________________
Please Print

Parent/Guardian ______________________________________________________________
Please Sign

Date: _______________________________________________________________________
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Appendix A
Tuition and Fees

Application Fee: $50 / family

Acceptance Fee: $500 / child (one-time fee)

Contract Deposit: $100

● Toddler (18 month-3 years) 5 Half-Days: $7,000 / year or $700/month

(10 monthly payments)

● Toddler (18 month-3 years) 5 Full Days: $8,750 / year or $875/month

(10 monthly payments)

● Primary (3-6 years): $9,000 / year or

$900/month (10 monthly payments)

Before School Program: $20 / week; $60 / month; $500 / year

After School Program: $75 / week; $275 / month; $2,500 / year

 

Sibling discounts available.
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Appendix B Staff

Administrator
Jennifer Sewell - office@childrensgardenmontessori.com

Toddler Teachers
Joy Langley-Parsons – joy@childrensgardenmontessori.com
Gabriela Bresciani - gabriela@childrensgardenmontessori.com

Primary Teachers
Brandi Austin – brandi@childrensgardenmontessori.com
Gabisu Menendez - gabisu@childrensgardenmontessori.com

AfterCare Teacher
Haley Parsons - haley@childrensgardenmontessori.com

Bookkeeper
Melanie Conover - bookkeeper@childrensgardenmontessori.com
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