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HANDBOOK FOR PRESCHOOL/4K STUDENTS 
Mission Statement 
To provide an educationally stimulating environment for children creating an atmosphere conducive to each child reaching his/her 
fullest potential while allowing him/her to be an individual and to “Help me to do it myself.”  Children are given a caring, safe 
environment to be. 
 
Philosophy 
Mary Lake Montessori implements a Montessori approach to learning.  It is a materials-based curriculum in which children learn 
through manipulation of various pieces of equipment.  It is an individual-based program in which children proceed at his/her own pace 
and interest level.  Adults in the room facilitate this learning through careful set-up of the classroom with various materials to 
encourage self-direction through choice.  There are four basic elements in a Montessori education including, Practical Life, in which 
children learn to care for themselves and their environment; Sensorial, in which children master the use of their senses through 
manipulation of materials that isolate one sense at a time; Language, in which children learn the sound of letters, vocabulary and 
reading; and Math, in which the child starts with the most basic concept of quantity and moves up through the various math concepts 
such as counting, numeral recognition and addition.  We include science, geography, art,  singing, games, large and small motor 
activities and social activities as well.  It is our intent that each child has a positive learning experience and given the opportunity to 
grow both intellectually and emotionally. 
 
Developmentally appropriate programming for preschool children—We utilize a mixed-age classroom structure in which children 2.5 
years and up to 5 years are combined to create the make-up of each classroom.  The reason behind this grouping is to allow children to 
remain with the same teachers as long as possible in their early years.  This creates a more comfortable environment for each child as 
they can feel more safe or comfortable to try new activities, they are able to bond well with their teachers and other children in the 
classroom.  It also allows the teacher to better know their students and their families and help each child grow by knowing the child’s 
moods and abilities.  In addition, children are able to bond with peers as they get older.  Older children can help younger ones—giving 
the older children a feeling of responsibility and leadership.  The younger children can feel comfortable asking older children for help 
and then in turn being the ones to help younger ones as they become the older children of the group.  Some children may have the 
same teachers for up to 3 years depending on their age and when they enroll at MLM.  Initially a child is assigned to a classroom for 
his/her school experience based on age and sex to create classrooms that are as close to equal as possible in those two categories.  The 
caveat to this practice is in the summer when those children who are enrolled in only the fall programs are not in attendance (the 
following fall they return to their original classroom) and if they are enrolled in 4K in the fall.  If they are enrolled in 4K in the fall, the 
only classroom option is the Moon Room which is our designated 4K classroom.    Children attending in the summer are assigned to 
one classroom with those children and teachers remaining for summer programming. 
 
Daily Schedule  
7:00 a.m.   -   7:45 a.m.      Child Care, free choice 
7:45 a.m.   -  11:00 a.m.     Montessori work time--includes individual work time, snack, 
(4K only – 7:40-10:20)      outside playtime, projects, stories, songs, etc. 
11:35 a.m. – 2:15 p.m. 4K class time--Montessori work time—see above. 
Child Care 
11:00 a.m. - 12:00 p.m.      Child Care lunch and story time 
12:00 p.m. -   2:10 p.m.     Child Care quiet/nap and project/free play time 
2:10 p.m.   -   2:20 p.m.     Clean up 
2:20 p.m.   -   2:45 p.m.     Snack/Story 
2:45 p.m.   -   5:30 p.m.     Outside/Inside free play time 
Preschool can be the 3, 4 or 5-day morning program.  4K is the 5 day morning or afternoon program.  Children in attendance for 5 or 
more hours per day will be considered full time; less than 5 hours is part day. 
A calendar of special days is available at the beginning of each school year and summer session. 
 
Transitions 
Daily Transitions—Children have multiple transitions throughout the day.  Whether it is from one activity to another or one room to 
another, we help children be ready for these moves with verbal clues and consistency in our routines.  Examples are telling the 
children what we will be doing next at each step; that in “X” amount of minutes, we will be doing “xyz”; discussing at group time 
what will occur that day, particularly if it is something out of the ordinary. 
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Classroom to Classroom Transitions—Children and families moving from the Earth or Moon Rooms to the 4K (Sun) Room will 
receive support during these transitions by allowing the children to visit the 4K classroom occasionally during different daily activities 
(circle time, work time or other planned activities) over the course of 2 weeks in the month of May.  
 
Field Trips—Your child will periodically have the opportunity of taking field trip.  A parental consent form is on your child’s 
enrollment form.  We will always let you know of a planned field trip in advance for your information or if you prefer to not have your 
child attend the field trip, you can let us know. 
We will also be in need of parent volunteers as chaperones.  At the time of the field trip, parents will be called upon for assistance. 
We will use a local bus company such as Lamers Busses Leasing when needed for transportation and a fee will be charged for that 
cost. 
 
Transfer of children’s records 
Mary Lake Montessori will transfer any child’s record to the new setting at the family’s request and with the family’s written consent. 
 
Child Guidance Policy 
There may be times when a child does not make the best choice and will need to be redirected.  We try to avoid situations that might 
create these choices.  We strive for consistency in our program to reinforce good choices and create positive experiences for the 
children. 
Even with our efforts there may be times when a child needs a little more than redirection.  In those cases, here is what we will do: 
The children will be given clear-cut limits to be followed: 
1.  If children cannot stay within the limits: 
    a.  the child will be given a reminder to correct his/her behavior.  
    b. the child on a second offense of a given conflict on a particular day will be asked to take a seat to think about how he/she can 
        correct him/herself if the child is 3 or older.  This time will last no longer than 1 minute per age of the child and no longer than 5 
        minutes. At the end of the time out, there will be a discussion with the teacher and the child regarding the reason for the time out 
        and what a better approach to the incident there could be should events cause similar reactions or feelings.  If another child is 
        involved, and if necessary, discussion with the other child could occur if apologies would like to be made or to help the children 
        come to a more positive conclusion should another incident occur. 
        1. Children under 3 years of age will be redirected to a more constructive activity or use of  materials.  Time outs may not be  
             given to children under 3 years of age. 
    c. the child on a third offense will be given a time-out to reflect again until he/she is ready to stay within the limits set—again 1  
        minute per year of the age of the child and no longer than 5 minutes. See 2.b. for the end of the time out. 

1. Parents will be called to alert them that their child is having a “tough day.”  Depending on the nature of the “troubles” such as 
physical aggression, parents, will be informed that the child may need to be removed from care for the rest of the day, ensuring 
safety of all and respect of the child. 

    d. the child on a fourth offense could be sent home depending on the issue or there will be a conference at the end of the day. 
    e. if the child cannot conform to the given limits, a conference with parents will be scheduled to determine what can be done for the 
       child to help. 
    f. for children who are continuously disruptive, aggressive or a safety risk to others and are not responding to any form of correction 
        will have their parents called and parents will be expected to remove their child from the program for the remainder of the day.  
       Parents are asked to help the child understand this is unacceptable behavior and when picked up for the day, do not make this a  
      “fun day” for the child by doing activities at home that the child finds rewarding.  
     g. If all options on how to best help the child adapt and he/she cannot, a decision that is in the best interest of the child and the  
        school will be made.  The outcome could be the child will be asked to leave the program. 
3.  Only a childcare worker meeting the qualification of childcare teacher or assistant childcare teacher  may discipline children. 
4.  Punishment, which is humiliating or frightening to a child, such as spanking, hitting, pinching, shaking or inflicting any other form  
     of corporal punishment, verbal abuse, threats or derogatory remarks about the child or the child’s family, binding or tying to restrict 
     movement or enclosing in a confined space such as a closet, locked room, box or similar cubicle, withholding or forcing meals,  
     snacks or naps, is prohibited. 
 
Staff guidelines for use of time-out—Staff will make use of a time out for which a child is unable to control his/her actions such as 
aggressive behavior, disregard for the safety and comfort of other children or adults, inappropriate behavior such as, but not limited to, 
destruction of materials, disrespect of children, adults or materials.  A time out may also be used to help the children refocus him or 
her to calm down when he/she become overly excited.  Staff is asked to make use of a time out to maintain a safe environment for the 
children in the classroom.  A time out will consist of a child being placed in a location either on a chair or on the floor that is in a safe 
location in the room so as not to injure him or herself or others.  S/he will be asked to stop the unwanted behavior and discuss with the 
child what would be a more appropriate way to act if the situation were to again arise.  The staff member will attempt to help the child 
connect how the unwanted behavior occurred through discussion and what a better solution might be.  Children may be taken for a 
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short walk inside the school to calm them down while maintaining compliance in regard to child/teacher ratios or taken to the 
administrator’s office until calm enough to return to the classroom. 

 
Appropriate ways to manage crying, fussing, or distraught children—Children who are crying, fussing or distraught will have 
determined the cause of emotions and will be handled appropriately in ways including, but not limited to: 

1. Injury—children who are crying due to injury will be comforted as well as possible while injuries are being  
attended to.  Holding, rocking and being spoken to in a soothing manner will be used to help calm the child. 

2. Frustration—a child who is crying due to frustration will be asked if they would like help.  The child will be asked what the 
problem is and shown ways to avoid the situation in the future. 

3. Sadness—a child who is sad will be comforted with holding, rocking and being spoken to in a soothing manner.  We will 
help the child get involved in an activity to assist them in being distracted from that which makes him/her sad. 

4. Anger—a child who is angry will be given the opportunity to discuss his/her anger and the situation when they are able.  A 
discussion with the child will help the child understand what is making him/her angry and assisting him/her to come up with 
a solution.  

Patience with all crying, fussing and distraught children will be necessary and present in all situations. 
 

Diversity 
Mary Lake Montessori strives to create an all-inclusive environment for children and families.  We value the diversity that each family 
brings whether it is through race, culture, family structure, religion, differing abilities, gender, occupations, ages, income levels, sexual 
orientation, lifestyles or language.  We live in a diverse world that brings a liveliness to our community. 
Children learn what they live and our responsibility is to help them experience new ideas and activities in a safe environment.  This 
includes helping children feel accepted and safe to allow them to explore. Helping children feel safe includes acceptance in all 
areas—from the obvious such as outward appearance and abilities to the not so obvious such as family structure and beliefs.  We strive 
to do this and avoid racism and bullying through our everyday actions, discussions, materials and books.  When it comes to younger 
kids, play, storytelling and modeling the behaviors we want them to emulate are the best ways to teach any subject—and that 
especially includes celebrating difference and rejecting racism.  As kids grow, hearing stories that reveal a wide range of perspectives 
and seeing their parents and caregivers "walking the walk" continue to be the best teaching tools. As parents, we should also engage 
our elementary-school-aged kids in regular conversations about racial discrimination. 
When it is available and families are willing, we would like our families to join us through storytelling, cooking, sharing of family 
traditions and the like.  
 
There will be times during a child’s learning process that s/he will say or do something that makes another feel uncomfortable.  It 
could be verbal or physical aggression, to which we will respond with education for each child to acquire the skills necessary to 
respond in kinder, gentler ways and help the child understand how his or her behavior and words affect others.  We will encourage 
children to acquaint themselves with many others and not just with a certain 1 or 2 other children to help them accept each other and 
their differences.  
Should there be an incident of racism or bullying, staff will help the child understand how his or her actions affect others.  Staff will 
notify the parents of the students involved so a discussion may take place to recognize and discourage inappropriate behaviors. 
Documentation with children, parents or staff of racism, bullying, unacceptable behavior will be added to the child’s or staff’s file. 
Should unwanted behaviors continue, we will follow our protocol as stated in our Child Guidance Policy on pages 3-4. 
 
Nutrition Policy 
The nutrition policy of this school is to have the school and parents provide snack of nutritious value coming from two of the 
following food groups:  milk, meat, vegetable, fruit or grain.  Parents are provided with a My Plate food guide at initial registration. 
Additional food guides are available upon request.  The parent will also provide lunches for those children involved in the Child Care 
program.  Those lunches will be constructed from the My Plate food guide from the USDA.  Please be sure to include a vegetable in 
each lunch.  
 
Snacks (mid-morning or mid-afternoon) shall consist of at least two of the following:  milk or milk product, fruit, fruit juice, 
vegetable, protein, whole grain or enriched bread or cereal.  When only fruit juice is served, it shall be pure fruit juice.  MLM will 
provide 1% milk and water at each snack and at lunch times.  When a child has a food allergy, it will be known to all staff members 
and that child will be given an alternate snack as deemed necessary.  If a child’s allergy is severe, that food will not be served at MLM 
for the duration of that child’s enrollment.  (For example, a child with a peanut or tree nut allergy will determine that peanuts, peanut 
butter or tree nuts will not be served for that child’s enrollment at MLM.)  It will be determined by the parent and the school the extent 
to which a food is not served to their child or at MLM.  In addition, that child’s parent may be asked to provide an alternate snack for 
his/her child. 
Meals or snacks brought in by the parent as an alternate snack will be required to meet the CACFP guidelines.  Guidelines are posted 
in each classroom and lunch room. 
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Health Policy 
Ill child definition, care, isolation and removal—A child who has a fever of 100 degrees F or more, who has vomited or has diarrhea 
will be isolated from the other children and will be removed from the center--as soon as physically possible-and shall not return until 
the child has been fever-free, vomit-free or diarrhea-free for 24 hours.  
Parents are asked to refrain from administering a fever-reducing agent to their child and then bring their child to school.  
A child with a rash must have a determination from his/her own doctor as to whether or not the rash is contagious.  When it is 
determined that it is not contagious, the child may return to the center.  
An isolation area shall be provided for the care of children who become ill.  
 
When an apparently ill child is observed in the day care center, the following procedures shall apply: 
1.  Children with a sore throat, inflammation of the eyes, fever, lice, rash, vomiting, diarrhea, or other illness or condition shall be 
isolated. 
2.  The child shall be provided with a bed, crib or cot and sheet and blanket in the isolation area with a staff within sight and hearing of 
the child.  Isolation shall be used until the child can be removed from the center. 
3.  The child’s parent, or designated responsible person when a parent cannot be reached, shall be contacted as soon as possible after 
the illness is discovered.  Arrangements shall be made for the exclusion of the child from the center.  If the parent or designated 
responsible person does not come the child will remain with a teacher who is within sight and hearing of the child until they do come. 
4.  Each child, upon arrival, shall be observed by a staff person for symptoms of illness.  
 
Medication administration and storage—Parents are required to fill out and sign a medication consent form.  The medication will then 
be stored in a sealed container out of children’s reach.  No prescriptive or non-prescriptive medications such as, but not limited to, 
acetaminophen, cough medicine, lip balm, lotions or nose drops may be given to a child except under the following conditions: 

1.  A signed, dated, written authorization of the parent is on file. 
2. Prescription medication is in the original container and labeled with the child’s name, name of parent, includes dosage and 

directions for administering. 
3. Non-prescriptive medication is labeled with the child’s name and the request, signed by the parent, includes dosage and 

directions for administering. 
4. A written report including type of medication given, dosage, time, date and the name of the person administering the 

medication shall be entered in the school’s medical log. 
5. Medications may not have a blanket approval such as “as needed.” When using “as needed,” symptoms must be indicated 

such as in asthma attacks—shortness of breath, wheezing—whatever the symptoms may be. 
 
Physicals—Each child shall have an initial examination not more than 12 months prior to nor later than 3 months after admission to 
the center.  Evidence of current physical examination shall be provided by a report signed and dated by a physician licensed in this 
state or in the state where the examination is done.  Each child 4 and under shall have a subsequent physical examination at least once 
every 2 years thereafter by a physician. 
 
Immunizations—Each child shall have an immunization history that states that the child has been immunized against diphtheria, 
pertussis, tetanus, poliomyelitis, measles, rubella, Hib and Hepatitis B and the month and year each dose was administered.  Chicken 
pox will also need to be reported in the form of whether the child has had the disease, the immunization or is waiving the 
immunization.  This written statement shall be on file at the center prior to the child’s admission or one of the following compliance 
alternatives shall be met prior to the child’s admission:  

1. A signed permission by the parent to have the child immunized in a prompt and timely manner by either a physician specified 
by the parent or the local public health agency;  

2. A statement signed and dated by the parent authorizing the administration of needed immunization through medical 
arrangements made by the day care center with a physician or local public health agency; 

3. Upon written and dated statement by a physician that, in the opinion of the physician, a particular immunization required 
under s. 140.05, Stats. is or may be detrimental to the health of a particular child, the requirement for the particular 
immunization shall be waived by the department for that child until it is certified by that physician or another physician 
chosen by the parent that the particular immunization is no longer detrimental to the health of the child; or 

4. Upon written, signed and dated statement by the parent that a particular child is an adherent of a religious belief precluding 
immunization, the immunization requirement under s. 140.05 Stats., shall be waived by the department for that child. 

A written statement from the parent regarding the type and date of any immunization required under s. 140.05 Stats., which is 
administered to a child after the immunization history has been submitted to the center shall be on file in 90 days or according to the 
required immunization schedule. 
 
A child, who does not have all forms of immunization records returned in accordance with state law, shall be asked to complete and 
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return forms.  Failure to do so will result in suspension of enrollment until all forms are completed and returned.  If repeated attempts 
by MLM to acquire these forms fails, the child may be asked to leave the program. 
 
Injuries—Routine procedures for treatment of minor injuries: 

1. The center shall have a supply of bandages, tape and Band-Aids.  Superficial wounds shall be cleaned with soap and water 
only and protected. 

2. Minor injuries shall be washed with soap and water and protected with a Band-Aid. 
3. Any injury involving the face or head will be reported to the parent after the child has been attended to.  Even minor bumps 

and scrapes will prompt a phone call.  This is to make the parents aware of the injury.  It does not mean the child needs to be 
picked up or taken to the doctor.  If there is a question of whether or not a child needs to be seen by a medical professional, 
we will share that opinion and leave it up to the parent to make that decision.  If we feel it is necessary for the child to be seen 
by a doctor, we will tell the parent we feel it is necessary. 

 
First Aid measures for serious accidents: 

1. Care will be taken to prevent infection and further injury.  The parents will be notified, or a designated responsible person. 
Depending on the type of injury, arrangements will be made with that person to be transported for medical treatment if 
necessary.  If no one can be reached, the EMS will be called.  

2. The primary teacher will accompany the child to the emergency room in the case that there is no parent available. 
3. The center will use University of Wisconsin Hospitals and Clinics as emergency locations.  911 will be called as needed and 

it is assumed Waunakee EMS will transport. 
 
Emergencies—Every effort is made to prevent accidents.  However, if one should occur, the procedure is as follows: 

1. First aid is given as soon as possible (as described in the Health Policy). 
2. Parents are contacted. 
3. In case parents cannot be reached the school contacts the family physician; his instructions will be followed. 
4. If the family physician cannot be reached, we will presume the parents permission to call EMS as indicated on your child’s 

enrollment form. 
 
Emergency School Closing 
Severe weather conditions during the winter may warrant the closing of school.  Parents are given an updated calendar at the 
beginning of each school year for days closed.  Parents are informed that if Waunakee Schools are closed due to the weather, we will 
be closed.  In the event that the weather dictates closing our child care, parents will be notified on Channel 3—WISC TV(CBS), 
Channel3000.com, Channel 15—WMTV(NBC) and NBC15.com on the internet. Parents will also receive an email as early in the 
morning as possible to alert them to closing.  Parents are also informed we will make every effort to remain open for day care families.  
 
Fees and Payments 
Fee schedules are distributed at the beginning of each program session.  If an additional copy is needed, they are available in the 
office.   Fees are to be paid every four weeks.  All fees will be collected by the administrator on designated due dates.  Due dates will 
be distributed prior to each new session.  Payments may be made by cash or check.  
 
 
Fee Basis 
Fees are based on a “school year” calendar and divided equally among the total weeks in session and presented as a weekly fee. 
Summer fees are also based on the number of weeks in the current summer session. 
Fees not paid with one week (seven days) of the due date will begin accruing a late charge service fee of 1.5% each week the bill is 
not paid unless prior arrangements have been made with the administrator. 
Fees will be determined by the contract the parent has with the center as to the expected attendance of the child. 
 
Absences—Parents/guardians are responsible for fees to reserve the child’s place when he/she is sick or will not be attending.  There 
will be no refund for days absent and no child will be kept in the program on credit.  
 
Vacations—Family vacations will not result in a credit.  All families will receive one designated week of vacation in the fall/spring in 
which no payment will be expected.  That designated week is one week at Christmas.  (The exact dates will be determined at the 
beginning of each fall/spring program.)  All families are responsible for payment during Spring Break.  The designated vacation week 
in the summer program will be approximately the last week of August when we are closed—just before school starts in the fall.  That 
week will be determined at the beginning of the summer program and no one will be charged for that week.  Please refer to fee basis 
mentioned for an explanation of fees. 
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Holidays—There are no credits given for holidays.  The weekly rate will apply.  The exception will be Christmas as we will be closed 
that week and no one will be charged for that time as discussed above. 
 
Disciplinary Measures—Parents/guardians are responsible for fees to reserve the child’s place when he/she is sick or will not be 
attending.  In the event of suspension of a child due to behavior difficulties or other reasons, payment is still expected.  There is no 
credit for those days in which the child is on suspension. 
 
Full/part time attendance definitions—Children who attend the center 5 or more hours per day, 5 days per week are considered full 
time.  A full day is considered 5 or more hours per day.  Other combinations of care are considered part time.  The weekly rate for the 
afterschool program will apply to all afterschool children regardless of expected attendance. (1-5 days) 
 
Additional fees for field trips, lunches, lessons—Fees for field trips, lunches provided by the center or lessons other than the 
Montessori classroom time is the responsibility of the parent.  Field trips and lunches provided by the center will be invoiced to the 
parent by the center.  Outside sources of lessons such as dance or music will be invoiced by the entity supplying the service and will 
not involve the center. 
 
There will be a minimum charge of 3 days per week for the preschool program. 
There is a registration fee of $30.00 per family per year due at registration. 
There is a $150 yearly supply fee due in September of each year for the preschool program.  For children starting after the start of the 
year, will have the supply fee prorated on a monthly basis. 
 
AFTER 5:30 P.M. THERE WILL BE A CHARGE OF $1.00/MINUTE FOR LATE PICK-UP. 

 
Refunds—There will be no refunds given for care received nor unused child care for which payment has been made.  Refunds will 
only be given in cases of overpayments of fees.  When a refund is due, this center will issue a check to the parent or it may be applied 
to the next month’s payment if applicable.  Parents are responsible for fees for the duration of the current contract whether or not they 
continue to have their child enrolled in the program.  There will be no refunds due to school closing for inclement weather or other 
unforeseen circumstances or circumstances beyond the programs control.  Examples of these are no heat, no water, no electricity, etc. 
 
Returned Checks—Returned checks due to insufficient funds will result in a charge comparable to the bank’s service fee. 
 
Non-Payment—Should there be non-payment for more than one month, the parent/guardian will be notified of the intent of Mary Lake 
Montessori to begin Small Claims Court action.  The fees incurred by Mary Lake Montessori will be the responsibility of the party on 
whom the action is initiated.  If there is no attempt, either by phone call or letter within 7 days not he part of the parent/guardian, court 
action will be taken.  
 
Expectations of Parents 
Parents are expected to read all correspondence, follow all licensing and program policies and rules, communicate with us regarding 
the health and well-being of their child or children in regard to illnesses, likes, dislikes, routines, habits, special concerns, absences, 
vacations, family issues that may affect the child and how we might care for him or her.  Parents are expected to make timely 
payments on tuition or other fees.  Parents are expected to return forms in timely manner.  Parents are expected to ask questions about 
the staff, programming or other areas of the program they may have.  Parents are expected to pack nutritious meals and snacks that 
follow the food guidelines for healthy meals and snacks.  Parents are expected to advocate for their child as a whole.  Parents are 
expected to keep our environment safe by their actions on the premises. 
 
Parent Orientation—Parents are given a tour of the facility including the playground.  The program is explained in regard to schedule, 
philosophies, description of the Montessori method, age ranges, teacher/child ratio, usage of rooms, staff, including education and 
longevity, general procedure for enrollment, forms needed, policies included in the parent handbook.  In addition, questions by parents 
are fielded and answered to the best ability of the director.  Parents are encouraged to observe the classrooms while in progress first, 
without the child present and then again with the child.  Parents also meet staff.  Mary Lake Montessori holds an Open House/Meet 
and Greet prior to the start of the school year—or within 45 days of starting for children starting mid-year or could not attend the 
scheduled Open House/Meet and Greet--for all new families.  All parents are informed of this via letter in the mailing of registration 
materials in July and invited and encouraged (via letter) to attend.  We tell them they will meet their child’s teacher, see the child’s 
classroom and building.  If currently enrolled families would like to have a Meet and Greet conference, they are welcome to do so. 
 
Parents must make arrangements to come to the facility in order to enroll their child or children.  There is no enrolling without this 
required visit.  Parents are welcome to visit at any time.  Parents are also encouraged to bring the newly enrolled child to visit prior to 
his/her start date. 
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Parents are welcome to visit the center at any time, we do request, but not require, a breaking in period for the children of one month 
for visits.  This means we would like to have parents wait to spend significant periods of time in the classroom until after the first 
month.  Multiple, short visits prior to your child starting are welcomed and encouraged so when it is time for you to leave your child 
with us, s/he is familiar with the staff and the classroom.  When it is time to go, we suggest saying “goodbye” in your own special way 
(give a hug, blow a kiss, etc.) and then leave immediately after doing so.  Showing ambivalence will undermine the message to your 
child that s/he will be safe and fine without you.  
 
Parent Conferences—Formal conference times will be held twice a year.  You will be notified of the scheduled dates and times.  It is 
up to you at those times whether you wish a conference or not. 
If, for any reason, you wish to speak with the teacher at other times than at conferences, please contact us and we will be most happy 
to arrange a convenient time.  However, please do not try to conference with the teacher during school time. 
Persons having access to children’s records do not discuss or disclose personal information regarding the children and facts learned 
about the children and their relatives. 
 
Parent Notification—Parents of enrolled children shall be notified: 

1. When their child has been exposed to a communicable disease that has been diagnosed or suspected. 
2. Of illness or serious injury to the child immediately. 
3. Of minor injury to the child, upon departure of the center. 
4. When there is any injury to the head with or without blood or one that causes a lump or bump. Parents will be given a 

telephone call so they may decide if they would like to come check on their child or take him/her to the doctor.  
5. The child is having a difficult day. 

 
Transportation—The parents will provide transportation to and from school.  For field trips and other outings, we will contract a local 
bus company to provide transportation. 
 
Absence—If your child will not be in school, please call the school (849-8800) between 7:00 a.m. and 8:00 a.m.  If we have not heard 
from you nor seen your child by 8:30 a.m., we will be calling your home (or cell phone or office) to find out where your child is.  This 
is mostly a call to insure we know that you know where your child is.  Please save us this phone call by calling us first.  
 
Admission 
Mary Lake Montessori admits students of any age, race, color, sex, sexual orientation, national origin, creed, handicap, political 
persuasion, or ancestry. 

 
Enrollment 
Enrollment is on a first come, first served basis with families currently enrolled given priority as well as those needing all day care. 
Submission of registration form and payment of registration fee is required before being considered enrolled.  Those placed on the 
waiting list will not pay a registration fee until enrollment into the program is accepted. 
 
Termination of Enrollment 
Termination of enrollment for a given child may occur if: 

1. The child moves away from the area. 
2. The child is unable to adapt to limits set within the first three months of attendance after looking into all situations to help the 

child to do so fail. 
3. Health records are not filed. 
4. The child poses a serious threat to those in the classroom including children and staff. 
5. There has been lack of payment of one month or more.  (Note:  Payment is still owed to the center.) 

 
Discharge of a child—Please see child guidance policy on page 2. In addition: 

a.  If all options on how to best help the child to adapt and he/she cannot, the child will be asked to leave the 
 program.  We will give the child a three to four month (depending on the seriousness of behavior such as hitting, 
biting or other injurious or destructive behavior) time period in which to adapt.  During this time period, parents will 
be informed that discharge is a possibility.  Records will be kept regarding the child’s behavior and kept in his/her 
file.  It will be at the discretion of the staff and administrator on whether this will be the best choice for the child and 
the other children in the program.  Parents will be given one month notice of dismissal unless the safety of the child 
or the other children in the program cannot be maintained. 

b. Appeals must be in writing and within one week of the school’s decision.  Appeals will be considered by the 
administrator on a case-to-case basis.  
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Discharge due to parent behavior—Parent behavior which is detrimental to the program such as, but not limited to maltreatment to 
either children or staff including lack of respect, lack of payment of fees and disregard of school rules will not be tolerated.  Parents 
will be reminded of this policy asked to correct his/her behavior.  Occurrences of maltreatment will not be tolerated and are cause for 
immediate release from the program.  Each case of lack of payment and disregard of rules or maltreatment will be considered 
individually and dealt with on an individual basis.  The center will determine disenrollment with regard to the best interest of the child 
and the school. 
 
Respect and Courtesy/Social Graces 
Respect and courtesy is encouraged and expected at all times.  Respect includes special regard for property of others, the school 
building and grounds as well as treatment of children, teachers and parents.  Social graces we encourage are:  Please and thank you, 
good table manners, excusing oneself, being kind to everyone. 
 
Reflection 
At snack and lunch times, children will take a moment in thanksgiving for the food before them.  The prayer used is as follows: 
“Thank you for the world so sweet, thank you for the food we eat, thank you for the birds that sing, thank you Earth for everything.” 
 
Dress 
The children may wear anything as long as it is weather appropriate and clean.  The children will play outside each day, weather 
permitting.  Please dress them appropriately--especially in winter.  They need hats, boots and mittens and snow pants or a snowsuit to 
enable them to play more freely.  We do keep an extra supply of mittens on hand.  However, due to the possibility of the spread of 
things such as head lice, we do not share hats, combs, etc. 
Children will also need a change of clothes, comfortable for the season that may be kept at school.  There should be at least two pair of 
socks and underwear.  These clothes should be brought to school in a shoebox to be kept in your child’s cubby.  Those in diapers or 
pull-ups will need to keep a supply of diapers or pull-ups and wipes at MLM.  Parents will be notified when the child’s supply is 
running low. 
Please do not send children to school in clothing that you do not want to get dirty.  Children get dirty throughout the course of the day 
from daily activities including eating and participating in anything.  We will not be responsible for stains, rips or other problems. 
 
Show and Tell 
Each classroom will have show and tell. Please check with your child’s teacher regarding the schedule and preferences.  In some 
classes Show and Tell consists of toys or other articles of interest and some are relating experiences, sharing a book, telling a joke or 
singing a song or performance to allow the children an opportunity of speaking in front of a group in a familiar setting. 
 
Toys 
Children are welcome to bring to school personal toys from home for nap time only.  The following guidelines must be adhered to: 

1. Label it.  Period.  With the number of children in our program, we are unable to memorize what each child has to play with or 
has brought with them each day. 

2. If you allow your child to bring something, it should be a “sleeping” toy.  Meaning, something that doesn’t make noises, it is 
soft, etc.  It will be kept in the child’s cubby during all times except nap time. 

 
Supplies 
Each child is responsible to bring to school the following: 

1. a backpack or book bag big enough to carry papers and projects  
2. For those children not yet 5 years old and staying more than 4 hours a day (we lay the children down at 12:00 p.m.), will be 

required to have a rest time.  Each child will need a CHILD’S SIZE sleeping bag or blanket on which to lie and a pillow if so 
desired.  The sleeping bag will be sent home after weekly for laundering.  A child may bring a blanket or favorite sleeping 
toy as well.  It will remain in the child’s cubby until nap time and returned there after nap time.  It may also remain with the 
sleeping bag if satisfactory. 

3. For those children resting, XXL Ziploc storage bags or similar for storage at school and transportation of sleeping bags when 
being sent home for laundering. 

4. For children in diapers or pull-ups, diapers or pull-ups and wipes are required to be kept on hand. 
5. two sets of extra clothes including both warm and cold weather apparel.  Please also include 2 sets of underwear and socks. 

Put these items into a shoebox and label with your child’s name.  These will be stored at each child’s cubby. 
 
Fire and Tornado Drills 
Fire drills will be conducted regularly according to state law.  The signal is the high-pitched wail of the smoke detector.  When the 
signal for the fire drill is heard the following procedure must be observed: 
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1. All rise, leaving immediately in single file and proceed outdoors. 
2. The first teacher out the outside door props it open. 
3. Teachers will turn out lights and close the door and windows.  They will also check for all children in bathrooms and other 

rooms used by the program. 
4. Silence and no running and/or pushing will be strictly enforced. 
5. All members of the center, children and staff will meet outside at the southeast corner of the play ground behind school. 
6. Lead teachers will take attendance. 
7. When all clear and drill is over, all will proceed back to the classrooms. 
8. In the event of a real fire, no one will be allowed back into the school and we will use the church as shelter. 

 
Tornado drills will be held monthly, April through October.  Teachers will be informed of impending bad weather and the weather 
radio will be our source of information.  Teachers will be told to proceed downstairs to the safe area by the person in charge of the 
weather radio—usually the director but other staff are used as well.  The deputy director of the Dane County Emergency Planning 
designated safe areas in our school basement.  It is the downstairs hallway of our school building.  The following procedure will be 
followed: 

1. All rise and move single file down the stairs to the downstairs hallway.  
2. Children are to sit on the floor. 
3. Children will be covered with blankets. 
4. Lead teachers will take attendance. 
5. When the threat of severe weather is over, all will proceed upstairs. 

 
Birthdays 
A child’s birthday is probably the single most important event in the whole year.  Since this event is unique to each individual, we feel 
each child should share in the experience.  Please check with your child’s teacher for the manner in which birthdays are celebrated in 
the classroom. 
 
Transportation 
Emergency information for each child shall be carried in the vehicle on field trips.  Smoking is prohibited in the vehicle while children 
are being transported.  All vehicles shall be clean, uncluttered, and free of obstructions on the floor, aisles and seats.  All vehicles shall 
be enclosed.  In the event private vehicles are used for transportation, the following rules also apply.  Children may not be transported 
in a truck except in the cab.  Children shall be seated in appropriate child safety seats.  Doors shall be locked at all times when vehicle 
is moving.  Children may not be left unattended in the vehicle.  There shall be at least one adult supervisor in addition to the driver 
when there are more than 10 children under 5 years in the vehicle.  Children shall remain seated while the vehicle is in motion.  No 
more than 3 persons, including the driver may occupy the front seat of a vehicle.  Children under 12 years old shall not ride in the 
front seat if there is a passenger side airbag.  (This information is intended for the vehicles used during field trips.) 
 
Fundraisers 
Mary Lake Montessori does have fundraisers during the year.  We have some that are ongoing throughout the year and 2 during 
specific times of the year. 
 
Ongoing fundraisers are: 
1.  General Mills Box Tops for Education—Parents are asked to save and bring in the specific coupons from multiple products that 
work in cooperation with General Mills.  Each box top is worth 10 cents.  We redeem them for cash twice a year and they send us a 
check! GM has gone to an electronic format.  You will need to download the app and scan your receipt of participating products. 
2.  Mabel’s Labels—You can order labels (to put on your child’s belongings!) from an online company and we receive a portion of the 
proceeds. 
3.  Amazon.Smile—Sign up with Amazon.Smile, choose Mary Lake Montessori as your favorite non-profit and we receive .05% of 
each sale you make.  They then send us a quarterly check. 
 
Two set-date fundraisers: 

1.  Mary Lake Montessori Fall Bazaar—We ask home-based vendors to come to MLM to sell their products.  We receive a 20% 
donation from each vendor as well as a door prize to raffle off.  It happens in early to mid-November in time for you to get 
some Christmas shopping done.  We ask current families first if they would like to be a vendor and then we invite outside 
sources to join us.  There is also a bake sale that evening.  We usually make $2000 to $3000 on this fundraiser. 
In addition to vendors sales, we have a Pie Sale with 100% of the proceeds going to the school.  I make Apple and Cherry 
pies, freeze them, and offer them for sale.  We make $500 to $600 on this alone!  

2. Butter Braid Fundraiser—Each February/March we ask parents to sell Butter Braids.  Butter Braids are filled coffee cakes 
that come frozen, you let them raise and then bake them.  They are delicious!  We usually make $2000 to $2500 on this 
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