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Parents Handbook

Welcome to Spanish Immersion Montessori School (SIMS), where our mission is to provide a high 
quality Spanish immersion program. We invite you to join in a partnership with us to ensure a 
high quality early childhood  environment.  SIMS exposes children to the Spanish Language at an 
early age as well as to facilitate the benefits of The Montessori approach to Education.  We aim to 
plant a seed of cultural awareness and interest that will grow and will foster diversity and cultural 
sensitivity within the growing generation. Through compassionate and guided nurturing, we hope to 
give children, families and community a true passion for multiculturalism and self-leadership.  We 
want to offer the child such guidance and materials for him/her to acquire basic academics skills at 
the most propitious time in her/his own individual psychological, emotional and physical 
development. Children, parents  and educators are guided through the rewarding adventure of 
exploring a new language and its cultures in a natural environment carefully tailored for the learning 
styles of little ones.  

We work closely with parents to meet the individual needs of each child in our care and strive to 
ensure that each child develops the foundation necessary for a lifetime of enjoyable learning.  We 
offer parent workshops, and potluck dinners to enhance community building at Spanish Immersion 
Montessori School.

The social, emotional, cognitive and physical development of the child is our goal.  We believe that 
self-awareness, managing feelings, empathy and effectively handling relationships are very 
important parts of the child’s emotional intelligence that we need to support and encourage one step 
at a time.  Children with a high emotional intelligence bounce back faster, make friends more easily, 
and have an innate ability to enjoy life (Family Life Relationships,  Parents August 1998).

We encourage you to maintain an open dialogue with us. Communication between parents 
and educators is the foundation for a solid working relationship, and a good child care 
experience. We welcome ideas, suggestions, and feedback at all levels. We welcome you to 
Spanish  Immersion Montessori School and hope you enjoy what we believe is a wonderful place to 
grow, work and play and  speak in  Spanish. We look forward to getting to know both children and 
their families.  

This Handbook is for informational purposes. The SIMS enrollment packet outlines our policies and 
procedures that relate to the care of your child. Our policies have been created to maintain a safe 
environment for the children in our care and are outlined below. Spanish Immersion Montessori 
School reserves the right, in its sole discretion, to add, revise and / or delete School policies before, 
during and after the school year. Before filling out your child care enrollment form, please read 
through the information contained in this parent handbook. This handbook will also acquaint you 
with some of the EEC standards for a safe, healthy and educational educational experience.

Sincerely, 

Jouveth Shortell  
Founder Spanish Immersion Montessori School   

Dear Parents:
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INTRODUCTION

“The first essential for the child’s development is concentration.
The child who concentrate is immensely happy.”

• Maria Montessori •
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Spanish Immersion Montessori School is a private organization comprised of caring and 
qualified individuals of native Spanish-speaking ability with a passion for helping children 
develop a desire to explore, discover and learn the Spanish language, its related cultures, 
and extended that desire to learn to all good things as they age and grow.

Spanish Immersion Montessori School is a private school,  founded in the year 2016 .  
Building a community of learners, sharing strengths, accepting support & communicating 
ideas without competition.  Our mixed age grouping encourages mentoring, and care giving 
between the older and younger children, fostering independence and empathy, allowing 
siblings and different age friends to attend to our School and grow together.

We strive to be flexible, creating a loving nurturing “prepared environment” that meets 
individual needs with warmth, love and security. SIMS was founded to offer our new 
generation of children a Montessori  Education combine with a immersion Spanish program. 
Our  environment reflects our commitment to the well-being of the children in our care

Montessori Education dates back to 1907, when Maria Montessori opened the Casa dei 
Bambini, or Children’s House, in a low-income district of Rome. Her unique philosophy 
sparked the interest of educators worldwide, and in the following decades Montessori 
schools opened throughout Europe, in North and South America, and finally, on every 
continent but Antarctica. The first female physician in Italy.  Dr. Montessori based her 
educational method on her extensive  scientific study on how children absorb information 
and learn.  She noticed that young children take in all information through the senses, She 
designed the “prepared environment” filled with materials and activities she designed 
that were developmentally appropriate, self directed, self correcting, and hands-on.  Over 
100 years later, the Montessori approach to education has spread around the world.

_________________________________________________________________________

Affiliations / Licensing
American Montessori Society (AMS) “Full Member School” 
EEC License    

_________________________________________________________________________ 

Statement of Purpose
The purpose of SIMS is to provide quality, affordable early education to pre-school in 
the local community. It is a private service and is classified as a full-day care/service under 
the EEC laws and regulations for programs to maximize a children's capacity to learn. We 
strive to be an extension of families by providing children, at an early age, a total 
language immersion and multicultural “Prepared Environment” that enables children 
to make connections between home and school and facilitates maximum independent 
learning and exploration. We believe that our role as a program is to partner with families 
to help in the education of the whole child-socially, physically, emotionally, intellectually, 
and spiritually. Our aim is to cultivate an active community that fosters friendships and 
creates a supportive network. 
_________________________________________________________________________ 

> WHO WE ARE
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Diversity-foster a climate that is open and welcoming to diverse people, ideas and perspectives.

Passion for cultures and languages

Independence is nurtured and leads to children becoming purposeful, 
motivated, and confident in their own abilities.

Nurturing Individuality-We believe in the potential of each person

Compassionate care - Treat children, parents and colleagues with understanding and respect

Quality- Adheres to highest standards of excellence.

Ethics - Maintains highest standards of conduct.

Responsibility - Accountability and dependability

Teamwork- Collaborates and works well as a team member.

Respect-Concern for each other

• Deep respect for children as individuals

_________________________________________________________________________ 

Working within the Framework of the Montessori Philosophy
_________________________________________________________________________ 

As a Montessori school, we value a thoughtful and well-prepared learning environment that 
is both purposeful and peaceful.
_________________________________________________________________________ 

We value EDUCATION for life that equips children socially, emotionally, cognitively, spiritually, 
and physically.

“ We shall walk together on this path of life;  For all things are a part of the Universe,
and are connected with each other to form one whole unity.”

• Maria Montessori •

> CORE VALUES
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> OUR GOALS

Work (the process, not the product) is what brings fulfillment of the FIVE MAIN 
GOALS: 

1. Concentration: The ability to observe and comprehend, the ability to remain
focused on a task for ever increasing amounts of time.

2. Independence: in choices, in decision-making, in care of person and environment 
and in the responsibility for learning.

3. Inner Discipline: necessary for social and academic development

4. Purposeful Activity: Purposeful Activity: learning to engage in purposeful activity,
as opposed to chaotic or nervous activity.

5. Joyful Accomplishment: to experience the feeling of, and to quest for joyful
accomplishment (the positive experience is what propels a child to accept himself
and desire further knowledge).

With these goals in mind, each child is guided in development at FIVE LEVELS: 

• Physical - potential learning problems can first be spotted in a young child’s
ability to control movements.

• Emotional - young children need patience and guidance to learn to control and
express their feelings.

• lntellectual - young children are collectors of knowledge (they absorb it from their
environment). August 2013 4. Mental - to know, to experience, to use all known
information for experiments and problem solving.

• Spiritual- develops strength of character, revelation of true personality, and
desire to be of service to others,

• Cognitive - to know, to experience, to use all known information for experiments
and problem solving.

Is to help families open their young children’s minds to new cultures through language
 immersion, embrace diversity, and fully prepare children to enter kindergarten.

We are working on normalization (a child in harmony with self and environment).
This is accomplished as a child learns to work and enjoys working and playing. 
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Our mission is to provide a high quality immersion program that exposes children to Spanish 
language and Latin American Culture at an early age as well as the benefits of The 
“Montessori Method of Education.”   We aim to plant a seed of cultural awareness and 
interest that will grow and will foster diversity and cultural sensitivity within the growing 
generation. Through compassionate and guided nurturing, we hope to give children, 
families and community a true passion for multiculturalism and self-leadership. Our 
mission is to prepare our students socially, emotionally and academically to be fulfilled 
individuals who make a positive contribution to family and society.

Dr. Maria Montessori, an Italian physician and educator, developed a method of teaching 
based on her scientific observations of young children’s behavior. Her first “Children’s 
House” was established in Rome in 1907. She found children learned best in a homelike 
environment filled with developmentally appropriate materials that provide experiences, 
which contribute to the growth of self-motivated, independent learners.

Dr. Montessori carried her message across the globe, including the United States in 1912. 
Dr. Nancy Rambusch established the American Montessori Society in 1960. Montessori 
education in the United States appeals to those who embrace it because of its outcomes 
for students. The American parents who originally chose Montessori education matched 
their views of child rearing. They saw their children as moral beings, which over time would 
become the socially responsible people Montessori had envisioned. And they saw their 
children becoming confident, competent learners

• Independence: Is the child able to choose his or her own work, apply energy to that
work, complete it to a personal criterion of completion, take and return the work to the
place it is customarily kept, in such a way that another child will be able to find the
work ready to do? Is the child able to seek help? Is the child able to locate resources to
continue the self-chosen task without necessarily involving the teacher?

• Confidence and Competence: Are the child’s self-perceived successes far more
numerous than his or her self-perceived failures? Is the child capable of self-correcting
work, upon observation, reflection, or discussion? Can the child manage the available
array of  “stuff” with a clear sense of purpose?

The outcomes we aspire to teach are lifelong developments ,  as follows.

> OUR MISSION
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• Autonomy: Can the child accept or reject inclusion in another child’s work or work 
group with equanimity?

• Intrinsic Motivation: Is the child drawn to continue working for the apparent pure 
pleasure of so doing? Does the child, once having achieved a particular competence, 
move on to revel in mastery by showing others?

• Ability to Handle External Authority: Is the child able to accept the “ground rules” of 
the group as appropriate in his or her dealing with other children? Is the child, distant 
from the teacher, able to function as if the teacher were nearby?

• Social Responsibility: Independent and autonomous persons are always a part of 
a group and must attain independence and autonomy through participation in group 
activity. The loss of these qualities by one of a group is a loss for all. Do students attain 
independence and autonomy and, at the same time, develop social responsibility?

• Academic Preparation: In Montessori education, children learn to learn by exploring. 
Academic preparation entails activation and cultivation of inherent powers and 
processes through which the learner becomes a supplier of meanings or of things-
meaningfully-known. Academic skills are essential to learning and knowing, not the 
aim of learning and knowing. Do students acquire academic skills and apply them in 
learning to learn?

• Spiritual Awareness: Montessori views the child as a spiritual embryo. Implications 
are conveyed by the metaphor. All humans are spiritual beings as well as physical 
beings. They have spiritual health as well as physical health. Montessori sees no 
need to establish whether or not the source of spirit is theological and does not offer 
theological explanation. The spiritual embryo simply thrives on spiritual investment. 
The investment can be theological, humane, or a combination of the two. What are the 
spiritual outcomes of school experience?

• Citizens of the World: All children are part of both a world political system and a world 
ecological system. Both systems have their constitutions and all must learn to live by 
the letter and spirit of their laws. As a naturalist, Montessori knew about the laws of 
mind and of nature and understood the consequences of disobeying either of them. 
What are the citizenship outcomes of school experience? Are the children acquiring 
civic virtue? Are they acquiring dispositions to understand the natural world, to cherish 
it, and to live harmoniously within it?
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OUR PHILOSOPHY

We believe that our role as a program is to partner with the families to help in the education of 
the whole child,  socially, physically, emotionally, intellectually, and spiritually. Each student in our 
program is encouraged to  develop a strong sense of his or her own abilities and responsibilities 
as thinking individuals, and as members of a community. We hope and believe each child will take 
their places in future classrooms with joy, confidence, and a true appreciation of and respect for 
themselves, for others, and for the process of learning. Our philosophy is based on The Montessori 
Education. We believe that a magic window of opportunity for language acquisition exists when 
children are very young and that exposure to multiple languages at a young age improves a child’s 
ability to master languages in later years.

Spanish Immersion Montessori School provides a quality immersion education
in a natural environment.
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> Our Spanish Immersion Montessori classroom offers:

• Multi-age classes allowing teachers to develop close and long-term relationships with

their students, allowing  them to know each other’s learning style well, and encourage

older students to become role models, mentors, and leaders to younger students.

• Integrated curriculum is carefully structured and connects subjects within programs

(science, language, and cultural arts to maximize the opportunity for learning and builds

from program to program to progress from concrete to abstract learning).

• Peace and conflict resolution are taught daily and children learn to be a part of a

warm, respectful, and supportive community.

• The Child creates, in a very real sense, the adult that is to be, through his/her

experiences, interactions, and environments. Character development is a central focus

of the Montessori curriculum.

• Hands-on learning is central to the curriculum and leads to children being engaged

rather than passive with their work.

• The environments are responsibly and carefully prepared with multi-sensory,

sequential, and self-correcting materials to support self-directed learning.

• Teachers and children and teachers and parents work together as a warm and

supportive community.

• Self-expression is nurtured in all children. Children experience art, music, poetry,

theater, writing, and other forms of creative arts with confidence and passion.
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Our Spanish Immersion Montessori classroom offers: > WHO WAS MARIA MONTESSORI?

As well as Maria Montessori, we emphasize learning through all five senses, not just through listening, 
watching, or reading. Children at Spanish Immersion Montessori School will learn at their own, individual pace 
and according to their own choice of activities from hundreds of possibilities. Learning is an exciting process 
of discovery, leading to concentration, motivation, self-discipline, and a love of learning.  Montessori classes 
place children in mixed-age groups, forming communities in which the older children spontaneously share 
their knowledge with the younger ones. They grow together as peaceful and loving community.

Dr. Maria Montessori, an Italian physician and educator, developed a method of teaching based on her scientific 
observations of young children's behavior. Her first "Children's House" was established in Rome in 1907. She found 
children learned best in a homelike environment filled with developmentally appropriate materials that provide 
experiences, which contribute to the growth of self-motivated, independent learners.

Dr. Montessori carried her message across the globe, including the United States in 1912. Dr. Nancy Rambusch 
established the American Montessori Society in 1916. Montessori education in the United States appeals to those who 
embrace it because of its outcomes for students. The American parents who originally chose Montessori education 
matched their views of child rearing. They saw their children as moral beings, which over time would become the 
socially responsible people Montessori had envisioned. And they saw their children becoming confident and 
competent learners.

Montessori’s original observations of children, over a hundred years ago, stand true today. The Montessori Education 
was founded in 1907 by Dr. Maria Montessori the first woman in Italy to become a physician. She based her 
educational methods on scientific observation of children’s learning processes. Guided by her discovery that 
children teach themselves, Dr. Montessori designed a “prepared environment” in which children could freely 
choose from a number of developmentally appropriate activities. Now, nearly a century after Maria Montessori’s 
first casa dei bambini (“children’s house”) in Rome, Montessori education is found all over the world, spanning 
ages from birth to adolescence. 

 “ Education is not something which the teacher does, but that it is a natural process 
which develops spontaneously in the human being. It is not acquired by listening to 
words, but in virtue of experiences in which the child acts on his environment. The 

teacher’s task is not to talk, but to prepare and arrange a series of motives for cultural 
activity in a special environment made for the child ” 

• Maria Montessori •



Our Approach and Methodology

The Montessori Method:

> WHY THE MONTESSORI METHOD:

Dr. Maria Montessori’s Method has been time-tested, with over 100 years of success in diverse cultures 
throughout the world. It is a view of the child as a natural learner who is eager of knowledge and capable 
of initiating learning in a supportive, thoughtfully “Prepared Learning Environment”. It is an approach 
that values the human spirit and the development of the whole child-physical, social-emotional and 
cognitive being. Montessori students learn to think critically, work collaboratively and act boldly - a skill set for 
the 21st century.

The schedule - The three-hour work period

Children are offer uninterrupted, work periods each day, not broken up by group lessons. Older Adults and 
children respect concentration and do not interrupt someone who is busy at a task. Groups form 
spontaneously or are arranged ahead for group lessons in the classroom.  They almost never take 
precedence over self-selected work. Note: For more information on the “three-hour work period” see the 
chapter “My Contribution to Experimental Science” from The Advanced Montessori Method, Volume I, by Dr. 
Maria Montessori

Multi-age grouping
Children are grouped in mixed ages from 2.9 - 6 years. There is constant interaction, problem solving, 
child to child teaching, and socialization. Children are challenged according to their ability and never bored. 

Work centers
The environment is arranged according to subject area, and children are always free to move around 
the room instead of staying at desks. There is no limit to how long a child can work with a piece of material. 
At any one time in a day all subjects - practical life, sensorial, math, language, science,  geography, art, 
music, peace corner, and cultural will be being studied, at all levels.

 “ I have studied the child, I have taken what the child has giving me and experienced 
and that is what is called the Montessori Method ” 

• Maria Montessori •

Our classroom's "Prepared Environment" encourages children to move freely during the day, choosing to 
puposely play and work with the materials they choose based on their own interest and needs. The materials 
in the classroom are speciallized, developed by Montessori and her collaborators. Materials are carefully 
chosen to support the child developmental life stages. Montessori materials are intended to be beautiful, 
simple, self-teaching, allowing for repetition and sequential order. 

The multi-age classroom allows the child to grow in a peaceful community. Maria Montessori observed that 
children held within them something wonderful, something so special that could be the key to changing the 
world. Learning should be fun to help the child reach and extrordinary transformation and overall happiness 
through self-confidence and self-discipline, and by following their own innate needs.

| Parents Handbook14
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> Our Approach and Methodology
In order to maximize exposure to the new language, classes are conducted fully in Spanish. Our 
program is based on four main approaches: Total Physical Response or TPR (developed by James Asher, 
professor at San José State University), which is based on the theory that the memory is enhanced through 
association with physical movement; a Natural Approach (developed by Krashen and Terrell at Stanford 
University) in which language teaching methods are presented in informal and familiar settings where the 
primary focus is on listening and comprehension and language production is not forced, but allowed to 
emerge spontaneously; Multiple Intelligence, which connects our curricula with the learner’s capacity and 
learning styles using words, numbers, music, etc. (Developed by Dr. Howard Gardner, professor of 
education at Harvard University) and The Montessori Method.  “This is a child-centered educational 
approach based on scientific observations of children”.

> WHY A SPANISH IMMERSION PROGRAM
We believe that rapid and lasting learning takes place most effectively through multi-
sensory stimulation.  We create a positive association with the language through games, poetry and Latin 
American music and the Montessori materials.

Linguistic research has shown numerous social and cognitive advantages of learning another language 
during their earliest years. Benefits include:

•cross-cultural understanding

•natural-sounding

•native-like accent

•increase test scores

•improves memory, creativity, first language and self-esteem

•better job prospects

•significantly delays the onset of many brain related diseases such us Alzheimer and
dementia, compare to those who can only speak their native tongue.

We believe the most effective path to language acquisition is through total immersion - not just in the 
language but in its cultures. For that we employ native Spanish speakers to conduct all the activities in the 
target language.

We believe that rapid and lasting learning takes place most effectively through multi-sensory 
stimulation. We create a positive association with the language through puppets, games, poetry and 
Latin American music and the Montessori materials.

We believe that our role as a program is to partner with families to help in the education of the whole 
child - socially, physically, emotionally, intellectually, and spiritually. Each student in our program is 
encouraged to develop a strong sense of his or her own abilities and responsibilities as 
individuals, and as members of a community. Our hope and believe is that each child will welcome his 
or her future with joy, confidence, and a true appreciation of and respect for themselves, and for others.

Montessori in the 21st Century. The American Montessori Society. 2003.
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OUR CURRICULUM

We promote and develop Spanish language skills through music and songs that allows for a long 
period of listening and developing comprehension along with responses to commands that require 
physical movement (TPR – Total Physical Response), poetry, games and stories every child will 
love. Our Montessori curriculum emphasizes learning as a process that can not be determined by 
a child’s age.  Instead learning is a process that is determined by  the rate and speed at which a 
child can acquire one skill before moving on to another skill. The Montessori Curriculum is based 
on Dr. Maria Montessori philosophy of peace. We believe in learning through the senses. Children 
learned better by touching, seeing, smelling, testing and exploring than just listening.

Developing Cognitive, Physical, Emotional and Social Skills



..

• Emotional Intelligence: Identifying, understanding and mimicking a whole range of emotions.  Building
self-awareness and self-control. Developing empathy and abilities to relate to others.

• Music and Creative Movement: We believe that children learn best by playing in a natural, fun and
musical environment. Music and Dancing are explored daily in our program accompanied by instruments,
props, sign language, and other music elements. We also celebrate beautiful rhythms and dances from the
diverse world of Latin America helping children to build physical coordination and confidence.

• Reading: Fostering a love for reading in a new language and word comprehension through illustration and
story. Comprehension: Observation, listening, and following directions through simple commands., and
making predictions.

• Science: Exploration of nature, animals and ecosystems. The purpose of a science curriculum  for  this
age group (2.9 - 6 years of age) is not to teach scientific principles but to encourage scientific thought. It
is about developing positives attitudes and enthusiasm for science and exploration.  Study of Science will
foster an appreciation of and responsibility for the Earth in which we live.

• Social and Cultural Diversity: Developing an interest and respect for other cultures and promoting global
awareness.

• Math: Pattern recognition, sequences, numbers, and shapes, numeration, linear counting, the decimal
system, and moving toward abstraction, addition, etc.

• Sign Language: American Sign Language recognition and association with words and ideas that were
already learned in early stages of life.

• Language:  We believe the best path to language acquisition is through total immersion in not just the
language, but its cultures as well. The interest and ability of children at early age in language is the best
example of what Dr. Montessori meant by “sensitive periods”. Children Birth to six years old are fascinated
by language and their ability to learn language is remarkable.

• Games: Improve critical thinking skills and reading comprehension. Developing positive, therapeutic
effects on children of all ages. Allowing space for individualized learning, teaching children basic coding
principles. Promoting spatial thinking, reasoning, memory, perception, team building and problem-solving.

• Geography: making children aware of the world. Introducing children to two main geography pieces within the
Montessori Early Childhood classroom: physical geography and political geography (also know as culture).

• Food testing-Nutrition: Teaching children about food with a multicultural approach. Experimenting,
allowing children aware of flavors from around the world. Learning where our food comes from, and how
to live a healthy lifestyle. Help children make connections between a culture and its food!  Sample and
savoring world foods. Encouraging children to learn about and tasting what their peers eat in their homes.

• Art: Art helps children to develop their creative thinking skills and joy in the freedom of expression through
the visual art. They will experiment with art materials, forms and elements of art, and principles of design.
Art helps children to understand themselves, which leads to better self-esteem, confidence and individuality.

• Practical Life: Grace and courtesy, control of movement, care of the person, and care of the environment
(indoor and outdoor). Children are given opportunities to address daily tasks with independence,
coordination and concentration.

• Sensorial:  Dr. Montessori characterized the young child by her “absorbent mind”. That is to say that the
child absorbs impressions through all senses, like a sponge absorbing water.

> ur urricula addresses: Our programs offer developmentally age-appropriate
activities for children ages 2.9 - 6 years.
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>

>

>

>

Curriculum and Progress Reports
Spanish Immersion Montessori School reinforces a routine that is flexible and responds to the needs and interests 
of children in care. The routine includes things such as meeting the physical needs of children in care, physical 
activity every day, child-initiated and educator-initiated activities and daily outdoor play, weather permitting. 
Additionally, our educators and our curriculum engages children in developmentally appropriate activities. The 
curriculum teaches self-help skills that foster independence, presents opportunities to gain problem solving and 
decision-making competencies and leadership skills and opportunities to learn about proper nutrition, good health 
and personal safety. We also provide an environment that promotes cultural, social and individual diversity. 
Progress Reports must be completed periodically for all children in care. Reports are completed twice a year. We 
will be sharing your child’s progress reports with you, as well as offering an opportunity to meet and personally 
share about your child’s progress. Feel free to ask us about curriculum and progress reports and how they are 
implemented in our program .

Our Teachers
Our teachers are EEC certified, some holding associate’s, bachelor’s, or master’s degrees in early 
childhood education. Our multicultural, diverse and experienced staff provides a unique opportunity for our 
students to learn first hand the similarities and differences among Latin cultures. They are caring, committed, 
enthusiastic, insightful, friendly, and lots of fun. Our teachers are native Spanish speakers. Above all, our staff 
is dedicated to enriching the lives of the children in their care. They are here because they truly love working 
with children, and guiding them to learn, grow, develop, and explore their world. Our teachers hold an Associate 
Early Childhood Credential by the American Montessori Society (AMS).

Supervision
Supervision is critical to keeping your child safe. Spanish Immersion Montessori School program’s staff will 
supervise children in order to ensure their health and safety at all times. If you have any questions about level of 
supervision required for your child based on their age or developmental needs, please feel free to ask. 

Use of Assistants
We may have a substitute teacher to help care of the children, if/when we use a substitute teacher, we will 
let you know. You will receive the information needed about the substitute teacher that will be working in the 
program. We may also use volunteers from time to time, and although they will not be directly responsible for 
the care of children in the program. School volunteers shall be expected to abide by all applicable laws, 
policies, and administrative procedures when performing their responsibilities. All employees working directly 
with a volunteer are responsible for directing and supervising the activities of the volunteer with broad 
supervision provided by the director. Volunteer and Chaperon Required Forms: Individuals interested in 
volunteering at Spanish Immersion Montessori School are required to complete and submit a confidentiality 
form, a Criminal Offender Record Information (C.O.R.I) form completed and returned, and have attended a 
volunteer training through the Director 1 before participating in activities involving the students. The CORI form 
should be submitted at the beginning of the school year through school.

ACTIVITIES
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> Enrollment procedures:
Students may be enrolled for the current school term at any time during the school year as long as spaces are
available. Any requests for special accommodations or changes to the enrollment procedures listed below must
be made in writing to the school office and approved by the Director.  Priority enrollment is always given to
current students followed by siblings.  All other placements are made on a first come, first served basis.

Set up a tour with the school office. You will receive basic school information at that time and be able to 
see the school facilities and ask questions.

Once you have decided that Spanish Immersion Montessori School is a good fit for your family, 
you are welcome to apply. Please fill out and submit the application form.

• Step 1:   Inquire & Visit-School Tour

• Step 2:   Apply and Submit Application Form

PROCEDURES

You will receive an invitation to visit the classroom. You must attend with your child to meet the 
teachers and observe the prepare environment.

• Step 3:   Classroom Visit

Members of the administration will meet regularly to review applicants for admission. We will 
communicate admission decisions in March for children to start on September of the current 
year. Late application for open positions would be considered on a case by case basis. 

• Step 4:   Admission

Upon reaching this step, students may enroll immediately if space is available in their age group or 
they will be placed on a wait list for the first available opening. Families will receive a link to complete 
the registration packet online and to submit all the State and school required forms. Online 
registration must be completed at least 1 month prior to the student’s chosen start date.

Once administration contacts you to offer admission, families must complete an 
Admission Agreement and pay both: a non-refundable registration fee of $150.00 for administrative 
work and a non-refundable deposit of equal to one month of tuition to secure placement during the 
admission process. The deposit is applied to tuition in the last month of the year's contract.

• Step 5:   Enroll
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1. It is State required to complete and update all the forms included in the Enrollment Packet each 
school year. Your child won't be registered unless this requirement is completed. The reason for 
this is so we have all the important information and phone numbers we will need in order to 
provide the best possible care for your child.

2. Medical Information: Medical information about your child must be given to School at the time of 
enrollment. There are three (3) pieces of medical information we will need:

• A statement from a physician or healthcare professional that says that your child received 
a physical exam within the past year;

• Evidence that your child has been immunized as recommended by the Department of 
Public Health;

• A dated lead screening result from a physician or healthcare professional required by the 
Department of Public Health Regulations.

What We Need From You

Please note: Children physical exams expire after 12 months. SIMS must maintained as part of a child's record, 
an Individual Health Care Plan (IHCP) for each child with a chronic medical condition which has been diagnosed 
by a licensed health care provider. And IHCP ensures that a child with a chronic medical condition (severe 
allergies) receives healt care services she/he might need while attending the program. The program may also be 
provided with a doctor's action plan and a medical consent form. If your child needs an EpiPen, please provide 
us with two boxes (4 EpiPen total)

It is true that slowly bringing the children into the new school year can cause a bit of joggling act for 
parents, work schedule might be altered for the week and childcare might be to be arrange. In the end, 
all of that teeter tottering about is worth it. the children is the most important work, and their most 
important work is starting a new school year of successfully. It is our role to create a secure, safe and 
comfortable setting and guidelines that will ensure a positive transition. We have founded helpful to 
develop a phasing-in schedule and guidelines to help you as a family in making this change a positive 
one. During this time we ask families to make themselves available in case your child needs to be 
picked up during this period of adjustment. A schedule with short classroom visits during the first week 
of school will be share with you along with the school year calendar.

• Step 6:   Phase-In
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Spanish Immersion Montessori School appreciates and encourages parents to visit at any time to observe their 
child with prior notice to the teacher. Parents who would like to visit are encouraged to participate by reading a 
book during story time, planning an art activity. If your child has trouble with separation, we ask that you develop 
a plan with us to accommodate their needs when you would like to visit.

CHILDREN’S RECORDS

EEC regulations require the School  to maintain an individual written record for every child we have in care. These 
records include the information that parents complete at enrollment, as well as progress reports, incident reports 
and other documentation regarding your child’s care. Records are updated at least annually, but may be updated 
as frequently as is needed.

As a parent, you have access to the record that we maintain for your child, and you have the right to add information 
or to request that information in your child’s record be changed or deleted.  You also have a right to receive a 
copy of your child’s record.

EEC regulations require that we make children’s records available to EEC at any time. Records must be available  
at times such as  licensing/monitoring visit, a complaint investigation, or a financial review of my program. Failure 
on our part to provide these records to EEC could result in EEC citing us for regulatory non-compliance or taking 
legal action against our license. When EEC staff members review children’s records in order ensure that we are 
in compliance with EEC regulations, at times they may copy and keep the information found in these records in 
order to review our compliance with all EEC regulations and policies applicable to the program.  This information 
will be kept in the EEC Licensing file or in EEC’s financial monitoring file if the information involves issues related 
to subsidized care. EEC is required by law to keep confidential any personally identifiable information found in 
children’s records collected and maintained by EEC staff members. EEC  has a Privacy Policy which discusses 
how EEC keeps such information confidential. That policy can be found by going to the EEC website at 

http://www.eec.state.ma.us/docs1/20101124_eec_privacy_policy.pdf 
(Link active as of November 15, 2016).

Please let us know about any questions you have regarding your child’s record.

Non-Discrimination Policy/Confidentiality
Spanish Immersion Montessori School provides full-day education to children between the ages of 2.9 and 6 
years old and does not discriminate on the basis of race, religion, cultural heritage, political beliefs, marital 
status, national origin or sexual preference, disability or special needs in its educational programs, admissions 
policies, employment and general policies. Toilet training is not an eligibility requirement for enrollment.

Any information regarding a child, a child’s family, or other matters discussed with center management or staff 
will be held in the strictest confidentiality.

Open Door Policy

>

>
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Parents and/or caregivers are encouraged to communicate with teachers daily with written notes when they feel 
the need. If a family has a question after drop-off at the preschool or has an emergency situation, they may call the 
Director, or teacher directly during school hours.

Parent-Teacher Conference
Conferences are a great way for us to communicate in depth about questions or concerns you may have about your 
child and wish to discuss in private. Parent conferences will be scheduled at least every six months to discuss the 
child’s progress. Conferences provide an opportunity for families to become involved in planning and they provide 
the opportunity to communicate assessment information. Teachers will be available for individual conferences 
with parents at parental request any time during the year.  You may schedule a conference at any time. 

Parent Notification
We strive to communicate daily with each family and give as much information as possible to enhance the parent/
child/teacher relationship. We are required by EEC regulations to notify you of certain information about my program. 
These notifications include, but are not limited to

The Director writes a monthly newsletter and communicates enrollment news, upcoming activities, and any policy 
updates to all the families with children attending SIMS.

Informational Letters
Please check your child’s belongings for letters regarding daily news or notes from your child’s teacher. 
Occasionally teachers will send personal notes home to give specific details about a particular class project or 
announced special activities.

Verbal Messages from the Teacher
Anything of significant or urgent importance will be communicated to you via phone or in person

Communication and Staying Involved
It is important to keep an open dialogue with us as your child’s educators and to maintain an active role in your child’s 
care. Feel free to visit, not just at pickup and drop off time, but at a variety of times during your child’s day—it’s your right 
as a parent. Please also make sure to follow up with us if you have any questions about the program or your child’s 
care.

We look forward to working with your family and providing a great experience for your child! 

● An injury of your child
● Allegations of abuse or neglect regarding your child
● Administration of first aid to your chil
● Child being taken off the premises
● Prior to any pets being introduced into the program
● If another educator will be caring for your child
● Whenever a communicable disease has been identified in the program
● Whenever special problems or significant developments aris

Parent-Teacher Communication

Newsletters
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Spanish Immersion Montessori School offers a variety of enrichment programs at no additional cost to families. 
Our enrichment programs will be running once we reach 16 children (full day) in the program and will include: 
yoga, music and movement (outside instructor), introduction to music or piano depending on individual 
readiness.

8:00 - 8:30

8:30 - 11:00

11:00 - 12:00

12:00 - 1:00

1:00 - 3:00

3:00

3:00 - 5:00

5:00 - 5:30

Optional Early Care (extra fee applies)
• Breakfast
• Toileting
•  Free activities

Work Period  
• Free choice
• Toileting
• Group lesson
• Circle time
• Group and individual lessons (Montessori materials)
• Individual snack
• ABC Spanish In Motion Lesson (Music & Movement)
• Birthday and other special celebration

Outdoors

Lunch time
• Toileting
• Wash hands

Siesta/Quiet time
• Individual reading time
• Siesta

Dismissal

Extended Day
• Toileting
• Outdoors
• Group snack
• Creative movement , arts & crafts
• Story time
• Goodbye circle time

• Toileting  / get ready to go home
• Late dismissal

Schedule may change during the seasons if needed

DAILY SCHEDULE - FULL DAY
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> Enrollment Capacity
Our current licensed capacity is 20, which is posted on our license. At any one time, we can only care for the
number of children that we’ve been licensed for.  If you have concerns or questions about the number of children
in our care, please feel free to discuss them with us.

>

>

Program Hours / Closures (See Attachment A)
Attached to this handbook is a parent / educator agreement that outlines SIMS policies regarding hours of care,
late fees and termination. We will review this together and note any additional information that is specific to you
and the care of your child.

Hours of Operation/Release
Spanish Immersion Montessori School is open from 8:30 AM to 5:30 PM Monday through Friday. The 
holidays observed by the School  will be posted on the communication board.

Spanish Immersion Montessori School maintains a strong commitment to keeping the center open whenever 
possible. However, in the event of inclement weather and school closings, we follow the direction of the Newton 
Public School System. Accordingly it be necessary to open late, close early, or keep the school closed. If school 
closes early due to dangerous traveling conditions that might put our families or staff at risk, parents will be 
expected to pick their child up within one hour of notification. Parents will be notified by phone of a weather 
related closings. If there is advanced notice of a school closing, notice will be notify through Kaymbu 
notification system.

Parents are responsible for their child(ren) when dropping off and picking up. Similarly, at pick-up time, when 
the parent arrives at school to pick up their child the parent is then responsible for the safety of their child. To 
maintain consistency, it is expected during these times, that the parent will uphold the same classroom rules and 
expectations of their child as do the teachers. Please be mindful of the center hours and understand that 
teachers are scheduled until 5:30 pm and are unable to leave until all families have left the school.  Please be 
considerate to the teachers by picking your child up on time. In the event of late pick-up, the first time this 
occurs, the parent/guardian who is late will receive a written warning. If this happens again a $1/minute late fee 
will be assessed. This fee will compensate the teacher time who has stayed late with your child. We will make 
every effort to accommodate your schedule when unexpected delays arise. Please communicate anticipated late 
pick-ups with as much notice as possible to help us better accommodate you.
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> Transportation Policy
All children will be transported to school by a parent/guardian or designated driver. Spanish Immersion 
Montessori School will release a child only to the parent/guardian or designated emergency contact.  
Identification will be requested of the designated emergency contact at the time of pick up. Pick-up by third 
parties must be notified in writing delivered by a parent/guardian prior to a child’s dismissal to a third party.  
In the event of parents changing transportation plan through the year a new transportation plan form must be 
submitted along with a copy of an ID of the new person in charge.

> Nutrition
Spanish Immersion Montessori School does not provide breakfast or lunch. However, we suggest parents nutritious 

food items and strongly encourage natural and organic foods presented in the following chart made by the U.S. 

Department of Agriculture.

According to the Department of Early Education and Care of Massachusetts there are dangerous foods that 

should not be served to children under 4 years of age: hot dogs, sausages, chunks of meat or cheese, whole 

grapes, fish or meat with bones, raisins, marshmallows and marshmallow fluff; hard, gooey or sticky candy, 

popcorn, chewing gum, lollipops, nuts and seeds, ice cubes, pretzels, whole olives, raw vegetables, potato/ corn 

chips, chunks of peanut butter.

Spanish Immersion Montessori School is a peanut/nut-free center. Food allergies are on the rise and can cause 

a severe, systemic, and potentially fatal allergic reaction. This in not only through direct ingestion, but can be 

through smell and touching of only trace amounts. We want to do all we can to eliminate the possibility of such an 

occurrence at SIMS.

We require that you do not send any lunch items, snacks or birthday treats, which contain peanuts or nuts or are 

processed on shared equipment. The school policy for snack and birthdays is fruit only. We request your 

cooperation and thank you in advance for adhering to this policy for the safety of all children.

If you accidentally send a peanut and/or nut product with your child, we will send home a friendly reminder. 

Whenever possible, we will label and return the item that contained nut. And they can ask for any other food to 

eat if they are still hungry.

All staff are trained in USDA Nutritional guidelines and choking hazards in children.
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Daily Food Plan

> Use this plan as a general guide
• These food plans are based on average needs. Do not be concerned if your child does not eat the exact

amounts suggested. Your child may need more or less than average. For example, food needs increase
during growth spurts.

• Children’s appetites vary from day to day. Some days they may eat less than these amounts; other days they
may want more. Offer this amounts and let your child decide how much to eat.

Some foods are easy for your Child to choke on while eating. Skip hard, small, whole foods, such a popcorn, nuts, 
seeds, and hard candy. Cut up foods such as hot dogs, grapes, and raw carrots into pieces smaller than the size of 
your child’s throat-about the size of a nickel.

There are many ways to divide the Daily Food Plan into meals and snacks. View the “Meals and Snack patterns and 
ideas to see how these amounts might look on your preschooler’s plate at www.choosemyplate.gov/preschoolers.html
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> Sick Policy
If your child has a fever, diarrhea or vomiting, you should keep them out of care until those symptoms have resolved
for 24 hours. Our additional policies regarding caring for ill children are as follows:

When a child is kept home due to illness, we ask that the center be informed not later than 9:00 AM and to share with
the teacher the nature of the child’s illness. If significant illness develops while the child is at the center, the teachers
involved will consult with the director and, if deemed appropriate, will ask that the child be taken home. In the event
that the child must be sent home due to illness, the child must be picked up within one hour of the time the parent/
guardian is notified of the illness. Specific reasons for exclu on include but are not limited to the following:

• Fever of 100.4 °F (38 °C) or higher.
• Vomiting.
• Diarrhea (loose stools that cannot be contained).
• Difficulty breathing

Children showing signs of a significant contagious illness such as chicken pox will be isolated until the parent or 
emergency contact arrives to take the child home.

A child may return to School after illness once the following conditions have been satisfied

• Fever of 100.4 °F or higher: none for at least 24 hours.
• Diarrhea: none for at least 24 hours.
• Vomiting: none for at least 24 hours.
• Conjunctivitis: after 24 hours of topical therapy.
• Strep  infection: until 24 hours after treatment and the child has been without fever for 24 hours.

A doctor’s note is required in the following circumstances to return to the program:

• Impetigo: after 24 hours of treatment.
• Streptococcal pharyngitis (“Strep throat”): after 24 hours of treatment.
• Head Lice: after treatment has begun and nits are completely removed.
• Scabies: after 24 hours of treatment.
• Chicken pox: after all lesions have crusted and dried.
• Pertussis: after 5 days of treatment.
• Hepatitis A: 1 week after onset of illness or after immune globulin has been administered.

 The Program may make the final decision concerning the inclusion or exclusion of the child.
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Prescription Medication

For any medications that are to be given on an as needed basis, the specific signs or symptoms indicating a need 
for the medication should be described. For example, an inhaler used for asthma can be requested as “Two puffs 
up to every four hours as needed for wheezing or cough.” For acetaminophen (Tylenol), a parent/guardian can 
request “one teaspoon (160mg) every four hours, as needed for pain or temperature over 100.4. degrees” Note 
that for Tylenol the milligram amount must be indicated due to the different preparations available (infant drops 
contain 100 mg per cc while syrup contains 32 mg per cc, and 1 teaspoon equals 5cc). 

All medications will be stored out of reach of children and under proper conditions for sanitation, preservation, 
security, and safety. Any unused portion will be returned to the parent/guardian.

We follow the common guidelines suggested by EEC:

• Prescription medication must be brought to the program in its original container and include the child’s name,
the name of the medication, the dosage, the number of times per day and the number of days the medication
is to be administered. The program will not administer any medication unless is authorized by written order of
the child’s physician.

• This prescription label will be accepted as the written authorization of the physician.

• The program will not administer any medication contrary to the directions on the label unless so authorized by
written order of the child’s physician.

• The parent must fill out the Authorization for Medication Form before the medication can be administered.

•

•

Non-prescription Medication
• The School needs written parental authorization to administer oral non-prescription medication. The parent

must fill out the Authorization for Medication form, which allows the Educator to administer the non-prescription
medication. The statement must be renewed on a weekly basis. The medicine must be brought to the program
in its original container and include the child’s name, the name of the medication, the dosage, the number of
times per day and the number of days the medication is to be administered. The program will not administer
any medication unless is authorized by written order of the child’s physician.

• In the case of unanticipated non-prescription medication that is used to treat mild symptoms (e.g.,
acetaminophen, ibuprofen), the program must still have written parental authorization, however it must be
reviewed annually.

• The Educator will make every attempt to contact the parent prior to the child receiving the non-prescription
medication unless the child needs medication urgently or when contacting the parent will delay appropriate
care unreasonably.

Medication Administration
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• Topical Ointments and Sprays
• Topical ointments and sprays such as petroleum jelly, sunscreen, diaper rash ointment and insect repellent

will be administered to the child with written parental permission. The signed statement from the parent will be
valid for one year and include a list of topical non-prescription medication.

• When topical ointments and sprays are applied to wounds, rashes, or broken skin, the educator will follow the
written procedure for non-prescription medication which includes the written order of the physician, which is
valid for a year, and the Authorization for Medication form signed by the parent.

• All Medications
• The first dose must be administered by the parent at home in care of an allergic reaction.

• All medications must be given to the educator directly by the parent.

• All medications will be stored out of the reach of children. All medications that are considered controlled
substances must be locked and kept out of reach of children.

• The educator will be responsible for the administration of medication. In his/her absence, the designated
person will be the assistance.

• The program will maintain a written record of the administration of any medication (excluding topical
ointments and sprays applied to unbroken skin) which will include the child’s name, the time and date of each
administration, the dose, and the name of the person administering the medication. This completed record will
become part of the child’s file

• All unused medication will be returned to the parent if possible, or disposed of in accordance with Department
of Public Health guidelines.
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> Oral Health Policy
Proper oral health begins at home, and I will be reinforcing good oral health 
practices with your child each day. Any child who is in care for more than four 
(4) days will be offered the opportunity to brush their teeth at Spanish Immersion
Montessori School. A signed permission form must be on file before a child will be
allowed to brush their teeth. Educators assist each child with the tooth brushing
process. Toothbrushes are stored separately in a sanitary storage container and
are labeled with name and date of replacement. Toothbrushes are replaced every
three months or whenever the child is sick. Parents who do not wish to have
their child participate in the tooth brushing program may choose to opt out on the
permission form.

Every staff member must file a certificate signed by a licensed physician stating 
that the individual has been examined within 6 months before starting work and 
is free of any illness, mental or physical, that might adversely affect the welfare of 
children. 

Evidence of measles and mumps immunization (or documented infection) is 
required if born after 1958. Evidence of rubella immunization (or documented 
infection) is required for all staff. Yearly influenza vaccination and Hepatitis A 
immunization are recommended. Documentation of tuberculosis testing is also 
required.

> Health Policy for Staff
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• Hand-washing guidelines must be followed.

• Children will be supervised while toileting and assisted if necessary.

• Soiled clothing will be placed in a sealed plastic bag.

• Toileting guidelines may be set by parents and comply with state regulations.

• Non-latex gloves will be worn.

• Soiled pull-up or underwear will be disposed of in an airtight garbage can lined with a disposable plastic bag.

• Clean wipes will always be used.

• The genital area is wiped from front to back.

• A clean pull-up or underwear is used.

• Soiled clothing will be placed in a sealed plastic bag.

• Soiled pull-up or underwear are discarded, and the changing surface is washed thoroughly.

• The child’s hands are washed.

>

>

>

Toilet Learning/Hand Washing
Children who are at the end of the process of toilet learning will be assisted on a regular basis before going 
outside, before rest time, and after rest time upon awakening. Children who wear pull-ups will be transition to 
wear underwear will be checked at least every half an hour for signs of wetness or a soiled pull-up or 
underwear. Parents should keep a supply of pull-ups or underwear and a supply of wipes in a plastic container 
clearly labeled with the child’s name at school. Children who are being toilet trained should have plenty of 
extra clothes packed in ZipLock-style bags in their cubbies. We encourage independence with toileting issues 
and teach the children to wipe, flush, dress, and wash by themselves. Teachers supervise the bathroom and 
help the children if they are having difficulty. Overalls, snaps, belt buckles, and tights can be cumbersome 
for children learning to dress by themselves. We suggest pants with elastic waistbands for the new potty user.

Toileting Procedure

Toileting Changing Procedure

Note: The toileting changing area is adjacent to running water and is separate from food preparation areas. 
We must follow the requests of the families regarding toileting procedures for their child(ren) and/but must 
follow state regulations.
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Staff washes hands: Children wash hands:

> Toilet Training
• All children must be toilet trained or at least in the last stages of it. 

• Toilet training will not be coerced.

• Children will not be punished or ridiculed for soiling their clothing.

• Children will be supervised while toileting.

• Proper hand-washing procedures will be followed.

• Any soiled clothing will be placed in a sealed plastic bag.

• Toilet training progress will be communicated to the parent/guardian.

• All children should have an extra set of clothing at SIMS at all times.

> Hand-washing

Hand-washing Tips:

• Use soap and running water

• Rub hands together

• Clean under fingernail

• Clean the backs of hands

• Rinse well

• Dry with paper towel

• Use paper towel to turn off water

• Before starting work
• Before food preparation
• After changing a diaper
• After helping with toileting
• After using the toilet

• Before and after meals

• After toileting

• After blowing nose

• Before and after water play
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Plan for Meeting Potential Emergencies

EEC regulations require that schools have a plan for meeting potential emergencies that may occur either during child 
care hours or at any time if they may affect the operation of the program.

In the event of an evacuation emergency with notice, we will contact the local authorities to determine whether or not 
to evacuate the program, or to remain sheltered at the program. We will notify all parents, as well as the appropriate 
authorities (fire, police, etc.) and EEC. The following plans shall be implemented. In all situations, the caregiver in 
charge when evacuating shall:

Count of children is taken before leaving the building.

An accurate attendance sheet is taken and staff guides the children out of the building in a quick and orderly manner.

The Director or Program Coordinator will be the last to leave the building after doing a thorough check of all the 
classrooms to ensure that everyone has been evacuated. Once out of the building, children will be taken, if it is safe, 
to the building next door.

Account for all children and staff as they board/depart vehicles.

Bring any necessary medications/supplies and emergency records. A cellular telephone if available for emergency 
notifications

The School’s evacuation plan is posted in classrooms and in hallways. All Staff will be trained in the evacuation 
procedure at the time of hire.

Should the program need to be evacuated in the case of a fire, natural disaster, loss of power, heat or hot water, or 
any other emergency situation, we will meet at an alternate location. The designated meeting place(s) outside of the 
program for emergencies are:

If the emergency is confined to the IMMEDIATE AREA of the child care facility, e.g. fire, or hazardous materials 
release, and the children cannot remain on the premises, the children will be re-located as follows: if fire is 
detected on the left or right-front of the building on route 9, all children will be evacuated through the parking 
lot door, which is the entrance door and will be taken to the front of the white building next door (15 Woodward 
Street). If fire is detected in the back side of the building children will be evacuated through the emergency door 
on route 9 and will be taken either to the white building next door (15 Woodward Street) or to the front of the brown 
building on 2-98 Glenmore Terrace, depending on the location of the fire. All children will be taken by walking.  

They will remain at the designated location accompanied by caregivers while parents/emergency contacts are 
notified and arrangements are made to either wait for parents to be pick up or care taking for the remainder of 
the day. In the event that a physical examination is recommended due to the nature of the emergency, children 
will be transported in emergency vehicles will transport both staff and children to Newton Wellesley Hospital. 
If necessary, children will be transported to Children’s Hospital 300 Longwood Ave. Boston where they will be 
provided appropriate medical treatment. Parents/emergency contacts will be informed of this location or other 
facility if required.

1.
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In a more widespread emergency such as flood or hazardous mater als accident requiring evacuation away from 
the care giving facility and surrounding area, the children will be brought to Hyde Park playground (located on the 
corner of Bowdoin Street and Erie Street) by walking where they will remain accompanied by caregivers while 
parents/emergency contacts are notified, arrangements for transportation home are made, or continuation of care 
is made.

In the event of a major emergency that necessitates a large scale evacuation involving the places of safety listed 
above, evacuation arrangements may be coordinated with community public safety/emergency management 
officials to locate places of safety that can safely accommodate the children and caregiving staff. This information 
will be provided to parents emergency contacts so that you may make arrangements for transportation home or 
continued care. a. Child care programs within the ten mile Emergency Planning Zones for commercial nuclear 
power stations should follow information provided by the Massachusetts Emergency Management Agency. This 
information should be shared with all parents of children enrolled. 

In the event that a child goes missing from the program, Children’s Safety is our highest priority, both on and off 
the premises. Every attempt is made, through carrying out the outings procedure and the exit/entrance procedure, 
to ensure the security of children is 31 maintained at all times. In the unlikely event of a child going missing, our 
missing child procedure is as follows:

2.

3.

Child goes missing on the premises

Child goes missing on an outing

• As soon as it is noticed that a child is missing, the key person/staff alerts the setting Director.
• The Director calls 911 and reports the child as missing and then calls the parent.
• The Director will carry out a thorough search of the building, basement, parking and next door stores.
• Doors are checked to see if there has been a breach of security whereby a child could wander out.
• The director talks to the staff to find out when and where the child was last seen and record  this.

• This describes what to do when staff have taken a small group on an outing, leaving the center leader
and/or other staff back in the school. If the school leader has accompanied children on the outing, the
procedures are adjusted accordingly.

• What to do when a child goes missing from a whole setting outing may be a little different, as parents
usually attend and are responsible for their own child.

• As soon as it is noticed that a child is missing, staff on the outing ask children to stand with designated
carer and carry out a headcount to ensure that on other child has gone astray. One staff member
searches the immediate vicinity, but does not search beyond that.

• The Director and owner is contacted immediately (if not on the outing) and the incident is recorded.
• The Director or owner contacts the police and reports the child is missing.
• The Director or owner contacts the parent, who makes their way to the pre-school.
• Staff take the remaining children back to the pre-school program facility.
• In an indoor venue, the staff contact the venue’s security who will handle the search and contact the

police if the child is not found.
• The Director or owner or staff may be advised by the police to stay at the venue until they arrive.
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The investigation

Managing people

• Staff keep calm and do not let the other children become anxious or worried.
• The pre-school leader together with a representative of the management team/committee speaks with

the parent(s).
• The key person/staff member writes an incident report detailing:
• The date and time of the report
• What staff/children were in the group/outing and the name of the staff designated responsible for the

missing child.
• When the child was last seen in the group/outing.
• What has taken place in the group or outing since the child went missing.
• The time it is estimated that the child went missing.
• A conclusion is drawn as to how the breach of security happened.
• If the incident warrants a police investigation, all staff co-operate fully. In this case, the police will handle

all aspects of the investigation, including interviewing staff. Children’s Social Care may be involved if it
seems likely there is a child protection issues to address.

• The incident is reported under Reporting of Accidents and Incidents Policy; the local authority and
Safety Officer may want to investigate and decide if there is a case for prosecution.

• In the event of disciplinary action needing to be taken, Spanish immersion Montessori school is informed.
• The insurance provider is informed.

• Missing child incidents are very worrying for all concerned. Part of managing the incident is to try to keep
everyone as calm as possible.

• The staff will feel worried about the child, especially the key person or designated carer responsible
for the safety of that child for the outing. They may blame themselves and their feelings of anxiety and
distress will rise as the length of time the child is missing increases.

• Staff may be the understandable target of parental anger and they may be afraid. The school leader
needs to ensure that staff under investigation are not only fairly treated, but receive support while feeling
vulnerable.

• The parents will feel angry and fraught. They may want to blame staff and may single out one staff
member over others; they may direct their anger at the school leader. When dealing with a distraught
and angry parent, there should always be two members of staff, one of whom is the pre-school leader
and the other should be the chairperson of the management committee or representative. No matter
how understandable the parent’s anger may be, aggression or threats against staff are not tolerated,
and the police should be called.

• The other children are also sensitive to what is going on around them. They too may be worried. The
remaining staff caring for them need to be focused on their needs and must not discuss the incident in
front of them. They should answer children’s questions honestly, but also reassure them.

• In accordance with the severity of the final outcome, staff may need counselling and support. If a child is
not found, or is injured, or worse, this will be a very difficult time. The chairperson will use their discretion
to decide what action to take.

• Staff must not discuss any missing child incident with the press without taking advice.



| Parents Handbook36

>

> Maintaining a Safe Environment
EEC has a number of licensing standards related to safety in the school environment. Most of these standards 
outline common safety precautions such as making dangerous materials inaccessible to children, covering outlets, 
having a first aid kit, gating stairs, windows, or heating elements, posting emergency numbers, and maintaining 
a clean, hazard-free indoor space. Also, the outdoor space must be safe and hazard free and there should be 
no access to a busy street, water, construction materials, rusty or broken play materials, debris, glass, or peeling 
paint. At Spanish Immersion Montessori school we maintained EEC Standards.

Lead Poisoning Prevention
All schools are required by EEC to provide parents with information regarding the risks of Lead Poisoning. At 
Spanish Immersion Montessori School center contains no signs of lead.

The following are some facts that all parents should know about lead and lead poisoning:

Lead poisoning is caused by swallowing or breathing lead. Lead is poison when it gets into the body.
Lead can stay in the body for a long time. Young children absorb lead more easily than adults. The harm done 
by lead may never go away. Lead in the body can:

Most of the lead poisoning in Massachusetts comes from lead paint dust in older homes. Many homes built 
before 1978 have lead paint on the inside and outside of the building.
When old paint peels and cracks, it creates lead paint chips and lead dust. Lead dust also comes from opening 
and closing old windows.
Lead dust lands on the floo . Lead gets into children’s bodies when they put their hands and toys in their 
mouths. Children can also breathe in lead dust. Children between the ages of 9 months and 6 years are most 
at risk.
Important: Home repairs and renovations also create lead dust.
Most children who have lead poisoning do not look or act sick. A lead test is the only way to know if your child 
has lead poisoning. Ask your doctor to test your child for lead. Some children may have:

• Hurt the brain, kidneys, and nervous system
• Slow down growth and development
• Make it hard to learn
• Damage hearing and speech
• Cause behavior problems

• Upset stomach
• Trouble eating or sleeping
• Headache
• Trouble paying attention



37

Parents will need to provide documentation to SIMS that your child has been screened for lead poisoning. Most 
children will be screened annually until either age three (3) or four (4), depending on where the child lives.

For more information on lead poisoning, you can visit http://www.mass.gov/dph/clppp or call the Childhood 
Lead Poisoning Prevention Program at (800) 532-9571.

>

>

Supervision
Supervision is critical to keeping children safe. The director, Teachers and Staff will appropriately supervise children 
in order to ensure their health and safety at all times. We will use good judgment and consider several factors 
in determining the appropriate level of supervision for children including age, developmental needs, behavioral 
characteristics, the nature of activities and the space we are using, as well as the number of staff that is present at 
any given time. If you have any questions about supervision of children at School please feel free to ask. 

Safe Sleep
Supervision of children is equally important during the times that a child is sleeping at the program. EEC has 
very specific regulations around safe sleep practices. We check on children every 15 minutes during nap 
time. Children napping at the Spanish Immersion Montessori School will be with an adult at all times. Spanish 
Immersion Montessori School believes rest and sleep is important in a child’s life and requires that children rest 
on a nap mat with a quiet activity for at least 1 hour even if they do not nap on a regular basis.

Children who stay for an extended day or full day will eat lunch, if parent permitted brush their teeth, and 
transition to a mat provided by the program. Families are asked to provide a sheet to cover the mats and also a 
pillow and a blanket. These should be labeled with the child’s name.

These linens are sent home weekly to be laundered. All children are expected to rest for a minimum of 45 
minutes. Non-sleepers are given the opportunity to listen to quiet music, do quiet activities and read books. If 
children are asleep, they will not be disturbed unless a parent requests a particular wake up time. Mats are 
spaced at least two feet apart and the children’s faces are at least three feet apart. Children who awaken early 
may choose quiet activities or reading books. Reading areas and the library area are places that children may 
retreat to for quiet time. Feel free to review Family Child Care Policies section of www.eec.state.ma.us
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> Utilities and maintenance emergencies:

Gas leak:

Power Failure

Loss of Water

1. If any staff member or children smells gas, act quickly.

2. Open the lobby door immediately.

3. Call 911 and report the possible gas leak.

4. Do not turn any electrical switches on OR off. Eliminate all flames

5. Check all gas taps and turn them off.

6. If necessary, turn off the gas main located in the basement.

7. If the gas odor remains strong, evacuate the area immediately.

8. Do not return to the building until the fire department announc s it is safe.

9. In case the problem persist for two hours or more, parents will be notify by a phone call for early released.

1. The building’s emergency lights, if so equipped, should come on automatically.

2. The School has flash lights and spare batteries located in the ntrance cabinets.

3. In the event of a power failure, the staff members on duty should contact the following:
a) Local Power Company. Phone: 800-662-7764
b) The Owner, and/or the Director: 617-676-7680

4. In case the problem persist for two hours or more, parents will be notify by a phone call for early released.

1. There is an emergency supply of water located in the basement. This water should be used sparingly, and
only for emergency.

2. In the event of the loss of water, the staff members on duty should contact the following:
a) Local Public Works (Only if loss of water is neither the result of a general power failure nor the result
of an internal plumbing problem).
b) The facility’s supervisor on duty and/or the Director.

3. In case the problem persist for four hours or more, parents will be notify by a phone call for early released.



39

Loss of Telephone Service

Loss of Heat/Air Conditioning (emergencies only)

Plumbing Problems (emergencies only)

1. There is a cellular phone located in the lobby-office which may be used in the event that regular telephone
service is disrupted. Use of the cellular should be limited to absolute need.

2. In the event of loss of telephone services, the staff members on duty should contact the following:
a) Local Telephone Company repairs service. (Only if loss of service is not the result of a general power
failure).
b) The facility’s supervisor on duty and/or the Director.

1. Contact the facility’s supervisor on duty, the Director and/or Owner.

2. The supervisor or staff member on duty should contact the installer of system and/or the company
that services the units.

Contact Information: ______________________________________________

1. Contact the facility’s supervisor on duty, the Director and/or Owner.

2. The supervisor or staff member on duty should contact the following plumbing company:

Contact Information: ______________________________________________
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Children who are disruptive to the classroom are reminded by their teachers of the Classroom Ground rules. Some 
examples of these rules are; no running inside, no hitting, biting, kicking, or hurting another person, use indoor voices 
in the classroom, and please take turns when there is only one of something. If a child is displaying difficulty in 
following the rules, a teacher will speak to the child and offer to re-direct the child to another area of the classroom. 
The teacher will follow through with removing the child from the situation if it is potentially harmful to the child, the other 
children, or the staff.

For instance, if a child threatened to throw a wooden block, the teacher would intervene immediately with a warning 
and then remove the child from the block area if the child continued to threaten to throw blocks. Children are never 
physically restrained, parents will be called i f the child’s safety is at risk, the safety of other children or adults is at 
risk, or the child demonstrates a sustained behavior that is highly disruptive and/or upsetting to other children. A 
supportive hold will only be used when all other possible interventions have been attempted. The teachers most 
often escort a child from one learning center area to another by taking the child’s hand. The teachers speak 
calmly and explain to the child why they are being removed from an area, then state the expectation for returning to 
the desired learning center area. The Spanish Immersion Montessori School’s staff set reasonable expectations, 
offer choices and provide the opportunity for children to verbalize their feelings. Corporal punishment, severe 
punishment such as humiliation, verbal or physical abuse, or neglect would never be used to discipline a child. 
Children are never deprived of snacks or meals, nor are they ever force fed. A child is never scolded or disciplined 
for soiling, wetting, or not using the toilet, nor are they forced to remain in soiled clothing or forced to remain on the 
toilet. Children are simply changed when wet or soiled and teachers try to remind the children frequently to use 
the “potty.” Praise is used to reinforce positive behavior. At the beginning of the school year children are 
encouraged to help participate in establishing the classroom rules. The teachers write the rules on a large tablet at 
circle time and review the rules during small group time. Teacher at our center are prohibited of the following 
practices:

● Spanking/corporal punishment

● Cruel/unusual punishment

● Depriving children of outdoor time, meals, snacks

● Force feeding/making children eat against their will

● Using food as a consequence

● Disciplining for soiling, wetting, or not using the toilet

● Confining child to any piece of equipment

● Timeout

Behavior Management Policy
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CHILD GUIDANCE POLICY

When it comes to interactions and the guiding of children’s behavior, the goal of all educators is to maximize the 
growth and development of children, as well as keep them safe. Our Child Guidance Policy is as follows:

Our first goal of child guidance is to help children to be independent and to learn social skills that will enable them 
to get along with other people. The second aim is to maintain “the prepared Environment” in which each child can 
feel secure, happy and self-motivated to work and play.

It is not acceptable for adults to administer negative discipline.

Effective guidance and discipline focus on the development of the child. They also preserve the child’s self-esteem 
and dignity. Actions that insult or belittle are likely to cause children to view their parents, teachers, and other 
caregivers negatively, which can inhibit learning and can teach the child to be unkind to others. However, actions 
that acknowledge the child’s efforts and progress, no matter how slow or small, are likely to encourage healthy 
development.

“ We shall walk together on this path of life; for all things are a part of the Universe,
and are connected with each other to form one whole unity.”

• Maria Montessori •

Spanish Immersion Montessori School does not approve the following:

● Inflicting physical pain (suspected child abuse should be repor ed to the child protection agency)

● Name-calling, shouting, threatening, ridiculing, etc.

● Depraving a child of any service: snack, play time, daily attendance

● Isolation

● Sending a child to the offic

● Imposing cumulative or delayed consequences

● Please also note that EEC does not al low licensed child care programs to use discipline techniques

that require the use of any physical restraint.
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Montessori Lessons about Grace and Courtesy will help children to develop social skills to help themselves and 
others to communicate and solve problems creating a peaceful environment. It will also help them to learn to take 
care of their environment.

A physical environment designed to be accessible to the child

A multi-age classroom allows children to learn from each other. Together will have the opportunity to experience 
social roles in such authentic ways to help them communicate their own feelings and ideas, teaching them 
teamwork and problem solving in very effective ways.

The Montessori materials are designed to allow the child independent exploration of challenging concepts in 
ways that reflect specific qualities of children's grow. 

The classroom offers a “Peace Corner” provides a quiet, somehow private space for children to use at their 
own leisure. Peaceful materials and space are found in the Montessori classrooms around the world.

The Montessori healthy “prepared environment” to meet the needs of the child is a key to help children to develop 
their self-stem, independence and self-control. As well as encourages their active learning, free choice, and 
concentration.

The environment offers a child directed curriculum in a mixed-age classroom.

High quality Concrete, didactic and self-correcting materials and supported by trained teachers, the curriculum 
can closely follow the interests and pace of each child 

Talk to children about Classroom Ground Rules making sure that they understand them clearly oTeachers, 
Parents, Caregivers Proactive strategies: Child misbehavior is impossible to prevent completely. Children, usually 
curious and endlessly creative, are likely to do things parents and other caregivers have not expected. However, 
there are many positive steps adults can take to help prevent misbehavior.

Because we believed that children are intrinsically good, peaceful and motivated tolearn, we look first to ourselves 
as a primary responsible of the classroom environment when challenges occur. We ask what we might do differently 
as adults to return the children their natural state, rather than punishing or labeling children as problems to be solve.

Teaching children self-discipline is a demanding task. It requires patience, thoughtful attention, cooperation and a good 
understanding of the child. It also requires knowledge of one’s own strengths and struggles with disciplinary issues. 
Unfortunately, the only preparation for most adults is their own experience of being parented. Such past experiences 
may not always be helpful in raising today’s children. Every adult who cares for children has a responsibility to guide, 
correct, and socialize children toward appropriate behaviors. These adult actions often are called child guidance and 
discipline. Positive guidance and discipline are crucial because they promote children’s self-control, teach children 
responsibility and help children make thoughtful choices. The more effective adult caregivers are at encouraging 
appropriate child behavior, the less time and effort adults will spend correcting children’s misbehavior.

CHILD GUIDANCE GOALS

POSITIVE METHODS OF CHILD GUIDANCE



43

>

>

Possible reasons children misbehave

Positive discipline techniques:

If teachers, parents and other caregivers understand why children misbehave, they can be more successful at
reducing behavior problems. Listed here are some of the possible reasons why children misbehave.

They want to test whether caregivers will enforce rules.

They experience different sets of expectations between school and home.

They do not understand the rules, or are held to expectations that are beyond their developmental levels.

They want to assert themselves and their independence.They feel ill, bored, hungry or sleepy.They lack accurate
information and prior experience.They have been previously “rewarded” for their misbehavior with adult attention, etc.

True misbehavior occurs when a child chooses to behave inappropriately. Before you take action, ask yourself the
following questions:

Did the child know at the time that she or he was doing something wrong? If the child did not realize she was 
doing something wrong, help her understand what you expect, why, and how she can do that. Offer to help. If the 
child knew what she was doing was wrong, and she intentionally disregarded a reasonable expectation, your child 
misbehaved. By using a problem-solving approach, children can develop skills through a situation and developing 
possible solutions. 

We must respect the child as a unique individual deserving our respect and consideration.If staff is concerned 
about a child’s emotional well-being based on observations of his/her behavior, they will allow this procedure:

If your evaluations are fair, go to the next questions:

• Is the child really doing something wrong? Is there a real problem, or are you just tired and out of patience? If
there is no real problem, release your stress away from the child.If there is a problem, go to the next question
Think for a moment.

• Is the child is actually capable of doing what you expect? If you are not being realistic, re-evaluate your expectations.

1. Discuss the behavior at the staff meeting with classroom teachers and The Director.
2. Make sure to have the child’s behavior documentation updated (confidential)
3. Come up with a plan to help the child with challenging behavior.
4. Have a Friendly conversation with the child’s parents to share about their child’s present behavior.
5. Work as a team with the child’s parent.
6. If necessary ask parents for a professional evaluation of children’s needs. The staff offers to help the child and

parents with any of the services available through the Newton Community services.
7. Consult with the mental health professional after she has observed the child in the classroom if parents previously

approved her visit to the classroom.
8. If the parents refused to evaluate the child, or the help of other services, remain in contact with them and continue

to offer them support. Ask the Mental Health professional and grantee managers for recommendations for helping
the child in the classroom.
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> Constructive action / Suspension/ Withdrawal
At Spanish Immersion Montessori School, it is important for children to learn safety, care of property, good
habits, rules of conduct and consideration and respect for others. Constructive methods of discipline are used
to maintain group control and handle individual behavior. Our main focus in this area is to be preventative in
nature, as we aim to build self-discipline in the child. When The School program has concerns that a child’s
individual developmental needs are not being appropriately met in the program every effort will be made to
involve the parent/guardian in the process of identifying the problem and working toward finding a solution.
Spanish Immersion Montessori School may request that you withdraw your child from the program if appropriate
interventions have been tried and it is determined that the program is not in the best interest of your child.
Parents/guardians will be given information and will be provided with referral services. Appropriate steps will
be taken to make the withdrawal a comfortable transition for your child. A child may also be withdrawn for
inappropriate behavior on the part of the parent/guardian. Spanish Immersion Montessori School may also
withdraw a child from the program if at any time we find that a family s needs cannot be met.

Under several circumstances, Spanish Immersion Montessori School reserves the right to terminate or suspend 
a child from the program, including:

The Director will handle these cases on an individual basis with input from the other teachers and the Board 
of Directors. Documentation will be maintained and confidentiality will be strictly observed. In the event of a 
termination, teachers will talk with the child and other children in the class in a developmentally 
appropriate manner and will give a two-week notice to terminate the program.

SIMS requires a 30 days notice for termination and child withdraw from the program. SIMS has no obligation to 
refund either tuition nor deposit.

The School will make every effort to avoid suspension/termination including the following:

Termination and Suspension Policy:

Non-payment of tuition or pre-arranged payment agreement

When the health and safety, developmental needs and welfare of the child, other children in the program or staff 
cannot be adequately assured.

Meeting with parents to discuss concerns and available options.

Referrals for evaluation, diagnostic or therapeutic services.

Pursuing options for supportive services to the program including consultation and teacher training

Developing a plan for intervention at home and in the program
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Referral Services and procedures
Spanish Immersion Montessori School will refer parents to appropriate social, mental health, educational and
medical services, including but not limited to dental check-up, vision or hearing screening for their child should
the teaching staff feel that an assessment for such additional services would benefit the child. The Director is
responsible for reviewing these concerns and bringing them to the attention of the parents if a referral is deemed
necessary or desirable. The following procedure will be followed:

ATTACHMENT A

PARENT / EDUCATOR AGREEMENT

Program Name:______________________________________________________________________

Name of Child(ren):___________________________________________________________________

Program: ___________________________________________________________________________

Address: ___________________________________________________________________________

Mandated Reporting
As a licensed Educator in Massachusetts, we must operate our program in a way that protects children from abuse 
and neglect. As such, we are a mandated reporters (under M.G.L. c.119 s51A) and must make a report to the 
Department of Children and Families (DCF) whenever we have reasonable cause to believe a child in the program 
is suffering from a serious physical or emotional injury resulting from abuse inflicted upon the child, or from neglect, 
no matter where the abuse or neglect may have occur or by whom it was inflicted.

Teachers will document their observations of the child, using the Incident Action Plan when appropriate.

The Director will provide the parent(s) with a written statement including the reason for recommending a referral 
for additional services, a brief summary of the program’s observations related to the referral and any efforts the 
program may have made to accommodate the child’s needs.

The Director will provide the parent(s) a current list of referral resources in the community for children in need of 
social, mental health, educational or medical services.

The Director will obtain written parental consent before the referral is made and maintain a written record of any 
referrals, including the parent conference and any follow-up conversations.

The Director will follow-up the referral, with written parental consent, and contact the agency or service provider 
who evaluated the child for consultation and assistance in meeting the child’s needs in the program. If it is 
determined that the child is not in need of services from this agency, or is ineligible, the Director will review the 
child’s progress every 3 months to determine if another referral is necessary.
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Hours of operation
Spanish Immersion Montessori School is open for personnel from 8:00 AM to 5:30 PM Monday through Friday. 

Transitions
The first transition a child experiences at Spanish Immersion Montessori School is the one from home to preschool. 
Families are encouraged to visit the program prior to their child’s first day and introduce the child to his or her teachers, 
show them where their cubby will be, and spend some time both in the classroom and out on the playground. On the 
first day enrolled, parents are welcome to visit with their child for as long as they feel their child needs them. Some 
children will jump right into playing and quickly say goodbye to their parents. Others may feel quite anxious or cry at 
the first signs of the parent’s departure. We recommend that you prepare your child for your exit by explaining that you 
will be leaving after doing one more puzzle for example, and be sure to tell them you will be back to pick them up (after 
rest time or maybe after playground time).
Transitions between activities occur throughout the day. A child may be greeted by his or her teachers on the 
playground, transition indoors to the cubby area to hang up coats, transition to the bathroom to wash hands, then on 
to snack, once again to circle time, and from there to a curriculum activity and free play. The staff will assist the children 
between activities and ensure they are safe, predictable, unhurried, and will be flexible if a transition needs to take 
more time than expected.
With all transitions, the staff will attempt to assist the child in a way he or she can understand. The staff will also share 
information with the next program with parent’s permission. Often times Kindergarten programs ask for written evaluations 
by the preschool teachers. The SIMS staff will cooperate and complete these evaluations upon parental request.
A few days prior to a child leaving SIMS, the staff will prepare the child for termination. The teacher(s) will speak to the 
child and other children in the class and give simple reasons for the termination. For example, he/she is going to 
move or is going to another school. If a child’s departure from SIMS is sudden, and there has not been an 
opportunity to say good-bye, a note will be written by the teacher or director to the family with an invitation for the 
child and parent to come to visit SIMS in the near future. We feel closure is very important for children. By speaking 
with them a few days prior to the transition, the staff answer questions and often help the children adjust by talking 
about feelings and help prepare them for what might be new or different at their next school or child care placement. 

The hours your child will be receiving care are as follows:
School Hours

Spanish Immersion Montessori School is open for families from 8:30AM to 5:30 PM Monday through Friday. If for 
any reason the program will be close we will notify parents.
Spanish Immersion Montessori School maintains a strong commitment to keep the School open whenever 
possible. However, in the event of a storm, it might be necessary to open late, close early, or keep the school 
closed. If the center closes early due to dangerous traveling conditions that might put our families or staff at risk, 
parents will be expected to pick their child up within one hour of notification. SIMS weather related closings will 
also be notify through Kaymbu system. We will collect tuition in these unforeseen situations.
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> Drop off and Pick up policy
Parents/Guardians are required to sign their children in and out on a daily basis. Parents are responsible for 
their child(ren) when dropping off and picking up. To maintain consistency, it is expected during these times 
that, the parent will uphold the same school rules and expectations of their child as do the teachers. Please be 
mindful of SIMS hours and understand that teachers are scheduled until 5:30pm and are unable to leave until 
all families have left the center.
Please be considerate to the teachers by picking your child up at your scheduled pickup time. Any parent/
guardian picking up after their scheduled pickup time will be considered late. The first time this occurs, the 
parent/guardian who is late will receive a verbal warning. The second time this occurs, the parent/guardian who 
is late will receive a written warning. If this happens a third time a $3/minute late fee will be assessed. This fee 
will compensate the teacher who has stayed late with your child and should be given to that teacher in the event 
of late pickup. We will make every effort to accommodate your schedule when unexpected delays arise.

The Holidays observed by the center will be posted on newsletters and school clendar as follows:

Additional schedule information (holidays, training days, vacation, etc.) 
is as follows:

● September

● October

● November

● November

● December

● January

● February

● April

● April

● May

● July

Labor Day

Indigenous People's Day

Veterans Day

Thanksgiving break (2 1/2 days) 

Holiday Week (Christmas/New Year) 

Martin Luther King Day

President's Day/Winter Vacation 

Good Friday

Patriots Day/Spring Vacation Week

Memorial Day

Independence Day

School Holidays

There are 2 and a half Professional Development Days through the school year 
that will be announced in the current school year calendar
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Fee Schedule, Payment Plan and Registration Policies
ABC Spanish in Motion preschool is pleased to offer a full Spanish immersion and an authentic Montessori 
program from September to June, consisting of five mornings, three or two days a week from 8:00 AM to 3:00 
PM or 8:00 AM to 5:30 PM.

If you wish to attend only four days, the cost will remain the same as five days. SIMS also offers an afterschool 
option for children that are not enrroled in a full day program from 3:00 PM - 5:30 PM.

4-5 Days / Week

$19,500

$17,290

$6,480

Annual Fee
Time Period

8:30 - 5:30 PM 

8:30 - 3:00 PM

3:00 - 5:30 PM

5% sibling discount on second child only
Additional fee apply to early care. 
Limited space from 8:00 AM- 8:30 AM ($7 per day per child for 1/2 hr)

Deposit
A non-refundable registration fee of $150.00 to cover administrative work.

A non-refundable deposit of equal to one month of tuition secure placement during the admission process. 
The deposit is applied to tuition in the last month of the year's contract. Checks should be payable to 
SIMS and mailed/brought to school accordantly (991 Boylston St, Newton, MA • 1671 Beacon St, Waban, MA 
• 75 Vernon St, Newton, MA).

Tuition Plans
Please remember: tuition is non-refundable in all of the payment plans listed below regardless of 
circumstance; please keep that in mind when choosing this options.

Single Payment Plan:
Receive a 25% tuition discount for one month when tuition is paid up-front and in full (full day 1st year only).

Two Installment Plan:
Receive a 10% discount for one month tuition when payment is made in two installments. The first 
installment is due August 1st, the second installment due December 1st (full day 1st year only).
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Monthly Plan:
The monthly payment consist of 10 payments of equal amounts. A payment will be made by September 1st 
of the current year, with each subsequent payment payable by the 1st day of each month.

Financial Need Payment Plan
If a family is having difficulty meeting the payment deadlines, the parent or guardian should meet with 
the Director of SIMS. Payment plan decisions are at the discretion of the Director and may be extended to 
include between 2 and 10 payments per year. The fee for requesting a payment plan is $25.

Late Fees
Failure to pay bills on time will result in late fees. All bills must be paid by the 1st of the month with 
the exception of January when the deadline is January 15th. After the 15th, a $100 fee will be charged to 
the account. After 30 days, if fees have not been paid appropriately, child care services will be terminated 
and outstanding charges will be turned over to a collection agency.

Discounts
Sibling discounts are available. Second siblings receive a 5% discount on the second child only. In case 
that sibling do not share identical hours (and thus have different fee schedules), the discount applies to 
lesser of the two fees.

Policies
Please notify the School if you would like to change your hours. We require that you give us 30 days notice 
when requesting a reduction of hours. Tuition will be adjusted to reflect the new schedule

Tuition (according to a monthly payment plan) is due the 1st of each month. This tuition fee is paid on the 1st of the 
month prior to service. For example, a payment of tuition is due on the 1st of July for August tuition. A late fee of $5 
will be added to your child’s tuition for each day that it is late. Failure to pay tuition will jeopardize your 
child’s enrollment.

A $25 fee will be charged for all returned checks. Spanish Immersion Montessori Program will then have the 
option to refuse any future checks.

A non-refundable registration fee is due at the time of application. Also, a non-refundable re-registration fee is 
due each spring.

Tuition is subject to increase annually with a 30-day notice.

We require that you give us 30 days notice if you are planning to leave the school. SIMS has no obligation to 
refund either tuition nor deposit.

SIM is required to be staffed for our licensed capacity. We must collect tuition payments even for days that you 
are on vacation or if your child is out sick. 
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This form acknowledges that we fully understand that as Spanish Immersion Montessori School parents, and or 
guardians, we are asked to support the School and its mission and to acquaint ourselves with the School’s 
outlined policies and procedures.

We understand that this Parent Handbook is for informational purposes only. We understand that Immersion 
Spanish Montessori School reserves the right, in its sole discretion, to add, revise, change or delete School 
Policies at any time during the calendar year.

By signing this, you are documenting that we have receive, familiarized ourselves with the contents of the current 
year __________ Spanish Immersion Montessori School and we fully agree about to follow the School policies and 
procedures, as outlined in this handbook.

__________________________________________________________________________________
Print Child//children’s name         Date

__________________________________________________________________________________
Parent/Guardian name          Date

__________________________________________________________________________________
Parent/Guardian Signature        Date

Return this form to the Office with your child s enrollment Packet.

PARENT ACKNOWLEDGEMENT
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www.spanish-montessori.com

Director Newton:
directornewton@spanish-montessori.com

Director Waban:
directorwaban@spanish-montessori.com

Director Newton Corner:
directornewtoncorner@spanish-montessori.com




