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Academy Mission & Vision:
Our Mission
At AMA we…

• Provide a rigorous standards-based curriculum
• Employ Montessori concrete to abstract approach
• Prepare an environment that promotes a child’s natural ability to become a self-directed learner
• Build strong teacher-child and teacher-parent relationships by utilizing a multi-age approach
• Educate our children in resolving conflicts in peaceful ways
• Integrate peace education in daily school events
• Create unique learning paths for each student

• Offer time and space to learn concepts, practice them, and apply their new knowledge through projectbased learning

• Utilize small group and individualized instruction
• Develop independent flexible thinkers who are capable of solving complex problems.
Our Vision
Students will build and cultivate a peaceful world through flexible thinking, self-confidence, collaboration,
and a strong academic background.

Program Philosophy and Curriculum:
At American Montessori Academy, the staff provides each student with a quality, developmentally
appropriate educational experience in a safe and secure environment. The program will focus on

providing children with skills needed to be prepared for educational success. It is our goal to create a
learning environment where there is a balance between adult-initiated and child initiated activities, where
children can construct their own knowledge and are supported in doing so. We create predictable

routines, develop plans based on our children’s interests and developmental levels, arrange the classroom
environment to engage and support children’s active exploration, and support children’s physical,
emotional and cognitive growth.

We believe that families are children’s first and most influential teachers. Therefore we invite family
participation in all aspects of our programming and welcome families to visit our classrooms, participate
in activities, share their family customs, assess our program, provide input into program policies, and

participate in their child’s education at home and in the classroom. It is our responsibility to prepare
children for success in school. We combine the Montessori Philosophy and Curriculum with the Common
Core Preschool Standards as well as including some concepts from the HighScope Preschool Curriculum
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that we use in our GSRP preschool classroom. We use COR (Child Observation Record) as our child
assessment tool. All of the curriculum and the chosen assessment tool are aligned to Common Core
Standards for Preschool and when implemented with fidelity, prepare children for success.

We also, believe that one of life’s greatest strengths and a great gift to children is the ability to solve

problems and resolve conflicts respectfully. Therefore, we see conflict and frustration as teaching
opportunities and support children as they work to gain the skills necessary to meet life challenges. We

value life-long learning. Therefore, we provide opportunities for parents and staff to learn together,
provide for continuous and meaningful staff professional development, and take great joy in learning from
and with our children. We feel the children, families and community of American Montessori Academy
deserve the very best early childhood programs we can offer. Therefore, we invite staff, families and
community stakeholders to join us in program assessment and planning as we strive for excellence.

Child Assessment Policy:
Developmental Screening: In partnership with families we complete the Ages and Stages Questionnaire
(ASQ) developmental screening for all children within two weeks of the child’s first day of school. This

information is entered online where it can be automatically scored. All families will receive their child’s
results and activities at or before the fall parent-teacher conference. Teachers and families will partner to
use the information to plan for each child’s success. If further evaluation is indicated by the results of the
ASQ, the parents will be notified and a plan of action will be developed.
Ongoing Assessment: We use the on-line Child Observation Record (COR) to support and plan for each
child’s progress throughout the school year. The COR is an observation tool that helps tell the story of your
child’s growth and development throughout the program year. Notes are recorded and entered all
curriculum areas. Families receive a, My Child’s Developmental Profile (Family Report) three times.

**Individual with Disabilities: The Americans with Disabilities Act and Section 504 of the Rehabilitation
Act provide that no individual will be discriminated against on the basis of a disability. A student can

access special education services through the proper evaluation procedures. Parent involvement in this
procedure is required by Federal and State law.

Transition Plan:
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At the conclusion of each school year, all students will participate in move up days in which they will be
invited to tour a classroom of the grade they will be entering into the next fall. There will also be a
Kindergarten Roundup scheduled in the Spring (for students moving on to Kindergarten) which will

include fun activities for the children as well as provide the parents with an information session in which
they will receive parent handouts, learning guides, and information on what their child needs to know
prior to the start of Kindergarten.

Parent Involvement:
Children who are successful in school have many healthy interconnections between family, school and
community. Parent involvement in the learning process strengthens learning at home and is directly

linked back to positive child outcomes at school. Parent involvement is welcomed and encouraged. To
establish and maintain a strong school-home connection, which benefits children, we offer the
following ways for families to be involved:

Volunteering in the Classroom: Talk with your child’s teacher about how you can be involved



as a volunteer. Sharing special interests with children such as fishing, photography, or sewing.


Providing recyclables and helping to make play materials



Creating displays of child initiated works



Supporting children’s learning at home



Reading parent newsletter and responding to teacher communication



Attending parent meetings, curriculum nights, and parent teacher conferences (one in
December and one in March)

Volunteering in the classroom

Parents are welcome in the classroom at any time as long as they have completed the volunteer
screening. Their role would be to play alongside the children and follow the daily routine led by
classroom teachers; they will never to be left alone with the children.


In order to provide a safe environment, any adult wishing to volunteer at the school or attend a

school sponsored event as a volunteer must fill out a volunteer form. Volunteers (including
parents) will be screened through internet sites, such as the Sex Offenders Registry, Internet

Criminal History Access Tool (ICHAT) or other similar sites. Volunteer forms are in the school
office and must be completed at least two weeks prior to volunteer date. If any volunteer refuses
to submit to such a background check, the volunteer will be prohibited from volunteering at the
Academy.

Hours/Days of Operation:
The classroom day is from 9:00 am to 3:00 pm, Monday through Friday for at least 120 days during the
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school year. Children are marked “tardy” after 9:05am.
Drop off & Pick up
Drop off - Begins at 8:45am


Children can enter their classroom beginning at 8:45am (any earlier and the child would need to be
enrolled in morning KidzTime – see below). School begins at 9:00am. The parent or guardian must

sign their child in before leaving. Parents or guardians arriving after 9:05am must sign their child
into the office before entering the classroom because they are considered tardy. Entering the
classroom after the start of the day disrupts the children and classroom routine.
Pick-up – Begins at 3:00pm


Please arrive promptly to pick up your child, as they become easily upset if you’re late. Dismissal is
from 3:00pm-3:20pm. (Dismissal for morning students is from 11:45-12:00pm) We will not allow
families to pick up during regular K-2 dismissal, which begins at 3:40pm. Children are only

released to adults that are listed on their emergency card and photo ID will be requested if staff does
not recognize the individual.
*****According to Michigan Department of Human Services: “Until custody has been established by court

action, one parent may not limit the other from picking the child up from care”. It is not within your legal
right or ours to withhold a child from a parent, unless there has been court action, which limits one
parent’s right to the child. Please present any such court orders to the American Montessori Academy
office.

If you need to pick your child up early from school you must sign him/her out at the main office. The office

staff will call the classroom and have your child brought to the office with their belongings. Any changes to
your child’s normal pick-up routine must be phoned to the office prior to 12:00pm.
Late Pick up Policy
All students who are not enrolled in KidzTime (see description below) must be picked up no later than 3:20
pm. They are not allowed to attend KidzTime as a drop-in service. After the first written warning, you will
be charged a $15 late fee and $1 fee per minute past 6:00 pm. This fee must be paid at the time of pick-up

with cash, money order, or credit card. KidzTime is available for after school care; please contact the office
for information on this additional service.

Tuition
Tuition Fees and Billing:
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There is an annual, non-refundable registration fee  $40 for first child; $70 for two children;



$10 for each additional child

Full time tuition is a flat rate of $170.00 per week for a Monday-Friday 9:00am-3:00pm



schedule.
Part time (full day 9:00am-3:00pm) tuition (3 day a week minimum) is a flat rate of $35 per day



($105 per week).

Part time (AM ½ day only 9:00am-12:00pm) tuition (3 day a week minimum) is a flat rate of $24



per day ($72 per week).

Tuition is billed weekly, one week in advance according to the schedule on file. Any schedule changes need
to be made with the Preschool Director 30 days in advance and is not guaranteed (see schedule changes
below). All tuition payments are due on Fridays.
Payments:


Payments will be accepted through our electronic EZ Pay system. There is a link to spsezpay.com on
the AMA website, as well as a kiosk available at arrival/dismissal to pay your bill. In the event that

you are not able to pay online, payments must be made by Cash or Money Order. Checks will NOT
be accepted.
Withdrawal of Student:
A written statement given to Preschool Director, giving at least one-week notice, by parent or legal

guardian, is required to withdraw student(s) from program. If notice is not given, the parent will be
responsible to pay the current balance.
AMA reserves the right to exercise immediate withdrawal of any student or individual if it is deemed that

such person(s) fails to abide by the rules established for the program. Written notice will be sent to parent
or legal guardian explaining reasons for withdrawal.
Late Payment Policy
There will be a $5.00 per day fee applied for late payments. After the 5th day late, your child will not be
able to attend without full payment. If consistent late payments occur, disenrollment will also be a
possibility.
Advance Payments
Advance payment is permitted starting in October. Please contact the Preschool Director to set this up.
Please note that NO refunds will be provided for advance payment for any reason.

Refunds/Schedule Changes
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Refunds will not be provided for any reason, including snow days. If you would like to change your
schedule, you will need to email the Director with a 30 day notice. Please understand that there is no
guarantee that your child’s schedule can be changed; it is based on whether there is availability for the
days you are requesting.

Sibling Discounts

We offer a 5% discount for families with more than one child (sibling in the same household) currently
enrolled at American Montessori Academy. More information and the family discount form can be
obtained from the Preschool Director. Only one discount per family can be applied.

Half Days, Breaks, Holidays and Snow Days

AMA has 10 ½ days of school scheduled throughout the year (please see school calendar). These will still
be charged as full days as these are a part of the regular school year calendar.
Families will not be charged for all AMA schedule breaks (Thanksgiving Break, Winter break, Spring
Break, etc.) and holidays.
When snow days occur, there will not be refunds provided.

Vacations
All preschool families are allowed one week (Monday-Friday) vacation free of charge. If you are full time,
you can take the full week (5 days). If you are part time, you will only receive your 3 days for vacation.

You will just not receive a statement for that week. Advance notice of vacations must be communicated
to and approved by the Preschool Director at least two weeks prior to the vacation taking place. If notice
is not provided, the parent will be responsible to pay the balance for that week.

DHS Payments
We do accept DHS payments. DHS pays a portion of the tuition (an hourly rate ranging from $2.75 - $4.00
per hour). The family is responsible for their copay AND the remainder of the preschool tuition that is not
paid by DHS.

KidzTime Services
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KidzTime has been designed to provide before and after school care for our students. KidzTime is an after school

child care program available to AMA Students only. It provides consistency and enrichment for children in a fun and
relaxed environment that encourages individual choice making. Activities include various group and individual

projects, indoor and outdoor play, group games and sports, board games, age appropriate activities, and much more.
There is a $20 registration fee per family. AM KidzTime is 7am – 8:45am ($5/day – pre-registration only); PM
KidzTime is 3:20 – 6pm ($10/day pre-registration only).

Late charges will be incurred for every minute a child remains past 6:00pm according to the clock in the KidzTime
room. The late charges will be due immediately in the form of cash, money order or credit card when you arrive to

pick up. Your child may not return to KidzTime until those charges are paid. Any child(ren) left past 6:00 p.m. more
than two times will no longer be able to attend KidzTime that school year. Please be sure to have a backup plan in
case of emergencies or if you are unable to pick up on time.
Daily Schedule:

Morning: Arrival, snack (not provided by school), coloring station, building, puzzles, read-a-loud, group activity,
transition to class

Afternoon: Arrival at 3:20pm, attendance, snack (not provided by school), play outside (weather permitting), or
stations inside, group activity (game or craft), clean up at 5:45pm, group activity from 5:50pm – 6:00pm.
Fees and Billing:
Tuition is a flat rate of $5.00 per day for Morning KidzTime and $10.00 per day for Afternoon KidzTime. (There is a
discounted rate for siblings, please speak with the coordinator for details.) Tuition is billed one month in advanced

according to the schedule on file. Any schedule changes need to be made with the KidzTime Coordinator 2 weeks in
advance so as not to disrupt the billing cycle. All tuition is due on the 10th of each month. Any account not paid by
the 5th of each month, will receive a late fee of $10.00 added on their account and will not receive any KidzTime
services until all payment is received. Invoices will be emailed the third week of the month to the email on file.

Payments:

Payments will be accepted through our electronic EZ Pay system. There is a link to spsezpay.com on the AMA website,
as well as a kiosk available at KidzTime to pay your bill. In the event that you are not able to pay online, payments
must be made by Money Order or Cashier’s Check (made out to American Montessori Academy with child’s full
name in the note section). Checks or cash will NOT be accepted.

Half day KidzTime is available on 8 of the half days that the school has. It is $15/child and registration must be paid
in advance. Any child in attendance must bring a cold lunch, as lunch is not provided on those days.
A student may be withdrawn from the KidzTime program if child care fees are not paid.
Withdrawal of Student:
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A written statement given to the KidzTime Coordinator, giving at least one-week notice, by parent or legal guardian,
is required to withdraw student(s) from program. If notice is not given, the parent will be responsible to pay the
current balance.

AMA reserves the right to exercise immediate withdrawal of any student or individual if it is deemed that such
person(s) fails to abide by the rules established for the program. Written notice will be sent to parent or legal
guardian explaining reasons for withdrawal.
Discipline:

Students are expected to follow the expectations given by staff. If expectations are not followed, a consequence will
be given. If referral is made to the Dean or Principal, a student will risk suspension from KidzTime. After two
suspensions, a student may not be allowed back into KidzTime for the remainder of the school year.

KidzTime follows the same discipline and behavior policy as AMA. Please see the parent handbook for more
information on the discipline policy.
Drop In:

In the event that a child is not picked up at the end of Dismissal at 3:20pm they will be sent to KidzTime. Payment is
due upon pick up in the amount of $10.

Students that are dropped in more than twice without prior notice will be assigned to a regular KidzTime schedule
and will be billed monthly.
Half Days:

AMA has 8 half days during the 2016-17 school year. We are offering KidzTime from 12pm – 6pm on those days.
However, they are pre-register and pre-pay only. Payment is to be made online and a copy of the receipt is to be

attached to the registration form when it is turned in. See the following dates and when forms should be turned in.

Attendance Policy
Please make every effort to arrive at school on time. When children arrive after the day has started, they
miss out on important parts of the routine. Children who consistently arrive on time and are in school
every day quickly master the routine, learn more, are happier to be in school and receive the maximum

benefit from our preschool program. If your child will not be in attendance, please call 734-525-7100
before the program day begins and let them know your child’s name, the classroom, and the reason for

not attending. Regular attendance is crucial to a child’s academic success and development. Please
remember this is a state funded program so attendance is a valuable component and can affect your child’s
enrollment.
If a child will be missing 3 or more days, the Academy must be provided with a doctor’s note. If a child is
absent and the Academy is not contacted by the parent, the Academy will attempt to make contact with

the parent. If the program cannot make contact with the parent for 3 consecutive days, then a letter will
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be sent to the parent. If the program does not receive a response within 10 days of the date of the letter
the child may be moved to the program’s waitlist. If a child is consistently absent, resulting in the child

missing 15% or more of the program, the program will partner with the family to seek resolution. If the
situation cannot be resolved, then the child may be moved to the waitlist. Also, if a child is planning to
miss a consistent month or more of the program, the child may be moved to the wait list and another child
enrolled. When the child who planned an absence returns the child may be re-enrolled if the program
has an opening.

Inclement Weather:
Inclement weather, power outages, or other building problems may require the Academy to be closed. Families are
encouraged to tune in to school closings listed on the local TV and radio stations to learn if school is closed for the

day. If school is in session and needs to be closed, families will be contacted via phone and/or electronically to pickup their child.

School Closing:
In the event that school is closed due to a weather related issue or building problem, please tune your
radio to local station WWJ and WJR, or TV stations FOX 2 Detroit, WDIV Local 4, and WXYZ channel 7.
Our academy will be listed as American Montessori Academy LOWER – Wayne County. The decision to

close the Academy will be made by 6:30 am, when possible. We will also send out a parent blast through
our automated email service.

School Calendar:
Each family is provided a program calendar prior to the first day of school. It is also on the next page of

this handbook. Refer to the calendar for information regarding the first day of school, last day of school,
school breaks, or other days the classroom may not be open. If you’re in need of another copy of the
program calendar please contact your child’s teacher, the school website, or the program director.
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Typical Daily Routine:

9:00 – 9:20

Arrival: Greeting & Breakfast

9:20 – 9:45

Morning Meeting

9:45 – 10:45

Worktime

10:45 – 11:00

Small Group Reflection Time

11:00 – 11:30

Outdoor Time

11:30 – 11:45

Read Aloud

11:45 – 12:00

15

Dismissal for AM Kids

Prepare for Lunch – Full Day

12:00 – 12:30

Lunch

12:30 – 1:30

Quiet/Resting Time

1:30 – 1:50

Wake Up, Bathroom, Snack

1:50 – 2:35

Outdoor Time

2:35 – 3:00

Whole Group Lesson (Science/Soc. Studies)
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3:00 – 3:20

Dismissal

Nutrition and Wellness Policy:
Child Nutrition Programs will comply with federal, state, and local requirements. The School Leader or
his/her designee is responsible for monitoring Child Nutrition Programs, and for ensuring compliance

with all other wellness regulations. The Academy may provide breakfast and/or lunch food programs in

accordance with procedures established by the Michigan Department of Education. The provided food
service program shall comply with Federal and State regulations pertaining to the selection, preparation,
delivery, consumption and disposal of food and beverages, and to the fiscal management of the program.

Substitutions to the standard meal requirements shall be made, at no additional charge, for students who
are certified by a licensed physician to have a disability which restricts his/her diet under the criteria
established by Federal guidelines. To qualify for such substitution, the medical certification must identify:


The student’s disability and the major life activity affected by the disability;



An explanation of why the disability affects the student’s diet; and



The food(s) to be omitted from the student’s diet, and the food or choice of foods that must be
substituted (i.e., calorie modifications or use of liquid nutritive formula).

For non‐disabled students who need nutritional equivalent milk substitute only a signed request by a
parent or guardian is required. Food service programs shall be operated and self‐supported with revenue
from students, staff, Federal reimbursement, and surplus food. A food safety program shall be implemented

based on the principles of the Hazard Analysis and Critical Control Point (HACCP) system with the intent
of preventing food‐borne illnesses. Access to the facility and the food prepared and stored shall be limited
to food service staff and other authorized Academy staff.

Dress Code Policy:
All students are expected to dress appropriately at all times, including after school sponsored activities.
Enrollment in AMA constitutes acceptance and compliance of this policy.
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Items Not Allowed

Tank/thin strapped tops
Open-toed shoes
Light-up shoes

Boots are allowed to be worn outdoors only  if students wear boots to school they are required to change
into compliant shoes when in the building.

Rest Time:
All children will be provided with a cot or mat on which to rest, a sheet, and a blanket. Additional blankets
or pillows should NOT be sent. Talk with your child’s teacher if you would like to bring other rest items
for your child. Please remember to label all items sent to school. Rest items provided by families will be
sent home at the end of each week for laundering.

Transitioning into rest time, children are encouraged to gather their nap belongings and place them on

their cot. The lights dimmed and soft music may be played. Rest time is scheduled to last no longer than
one hour. Children that do not rest are welcome to participate in a variety of quiet activities on a cot or

mat. After an hour, the lights are turned on and children are encouraged to return their rest items to their
cubbies. Children that are still resting will be gently encouraged to wake up, but not forced to get up until
they are ready.

Using the Toilet:
We require all students enrolled in our preschool program to be fully potty trained. Consecutive issues

with this could be grounds for removal from the program. It will be at the discretion of the teacher and
the Preschool Director. We understand that accidents sometimes happen and in the event of an accident:
The teacher will direct the child to change out of his/her clothing and wipe themselves.



They will then dress themselves in their change of clothes and soiled clothes will be placed in



a plastic bag.

The student’s guardian will be contacted with the opportunity to bring additional personal



clothing to school.

Outdoor Time:
Your child will go outside every day, weather permitting. Outdoor play time is structured to be a healthy,
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educational and enjoyable time for children. Please make sure your child is dressed in clothing that is
appropriate for the weather conditions. If it has recently rained, your child will need to have a pair of
boots to wear outside. If there is snow on the ground and/or the temperature outside is very cold, your

child will need a snowsuit, hat, gloves or mittens, and snow boots. Each child must have a complete change
of clothes (underwear, socks, shirt, and pants) that will be kept in the classroom. Each piece of clothing

must be clearly labeled with your child’s first and last name. If you are in need of any of these items please
let your classroom teacher or program director know. Kindly remember if your child is too sick to go
outside and play he/she is too sick to come to school.

Conflict Resolution/Discipline:
Staff supports children as they begin to understand their behavior choices and learn acceptable ways of
interaction with others. The approach we use promotes and encourages self-regulation, self-direction,
self-esteem, and a spirit of cooperation. We use a six-step process (adopted from the High Scope
Curriculum) to resolve conflicts. We encourage you to use these at home as well. The steps are:
1.

Approach children calmly and stop any hurtful actions

3.

Involved children in identifying the problem by gathering information

4.

Restate the problem in children’s vocabulary

6.

Give follow-up support when children act on their decisions

2.

5.

Acknowledge children’s feelings

Ask children for solutions and encourage them to choose one together

**Staff is prohibited from using the following forms of punishment: hitting, spanking, shaking, biting,
pinching, or inflicting other forms of corporal punishment; restricting a child’s movement by binding or
tying him or her; inflicting mental or emotional punishment, such as humiliating, shaming, or threatening
a child; depriving a child of meals, snacks, rest, or necessary toilet use; excluding a child from outdoor
play or other gross motor activities; excluding a child from daily learning experiences; confining a child
in an enclosed area, such as a closet, locked room, box, or similar cubicle.

Referrals for Child and Family Needs:
We strive to meet the individual needs of all children in the program. To determine each child’s needs, the
program conducts screenings within the first two weeks of the child’s first day of school to assess children’s
developmental, behavioral, and language development. If these screenings - as well as information
gathered from observations or provided by parents, doctors, or other specialists - result in a concern about
the child’s development or functioning, we will begin a process to follow up on that concern, including
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further evaluation if needed.
In case of a suspected disability (including moderate developmental delays or concerns that persist after
intervention), parents may request an evaluation. Upon written request from the parent, the school district
where the parent lives has 10 school days to inform the parent in writing of the intent to evaluate, and
seek consent. Evaluations may only take place with written parental consent.

Once all information is gathered, it is reviewed with the parents. If the results recommend an
Individualized Education Program (IEP), a meeting will be scheduled with parents and other personnel
involved. Any additional services to be provided and who will provide such service will be determined at
this meeting. Your child’s teacher, administrator, and the school district team will work together
throughout the year to ensure that the IEP is being implemented with fidelity, including the use of special
modifications and strategies to support your child in being a fully participating member of the classroom
community.

Families may also need services unrelated to special education. To provide this support, families are asked

to provide information related to the child’s life experiences and current living situation. If there is a noneducational need that your family has, please notify a staff member. Staff will seek the resources you need
and follow-up accordingly.

Confidentiality:
All information about families is kept in strict confidence. All information regarding children and their
families is limited to the administration of the program. No other use of this information will be given
without the written consent of the guardian. Concerns regarding student’s progress or behavior will be

discussed with guardians only. Volunteers are expected to follow the same confidentiality as staff members
when in the classroom or on field trips. The only instance in which information will be shared about a
child or family without a parent’s written consent is when staff has reason to suspect the child may have
experienced abuse or neglect.

Admission:
New students must be enrolled by their parent or legal guardian. Prior to enrolling, parents are welcome to
participate in a guided tour of the Academy to obtain detailed information and ask questions. Upon
acceptance, parents / guardians must provide copies of the following:
A. a birth certificate or other reliable proof of identity
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B. court papers allocating parental rights and responsibilities, or custody (if appropriate)
C. a current Health Appraisal form

D. a copy of the driver’s license of the person enrolling the student
E. $40 Registration Fee
Homeless students who meet the Federal definition of homeless may enroll in the Academy. Such students
will be under the direction of the Academy’s Liaison for Homeless Children with regard to enrollment
procedures. The Homeless Education Liaison is the Academy Social Worker.

No applicant for admission shall, on the basis of, race, color, ethnicity, national origin, sex, (including sexual
orientation or transgender identity or expression), pregnancy, mental or physical disability, age, religion,

height, weight, marital or family status, military status, ancestry or genetic information be discriminated
against.

Withdrawal/Exclusion Policy:
Our program withdrawal process consists of two parts: 1) the steps we ask families to take if they decide to
leave our program and 2) reasons why a child might be asked to stay home or leave the program.
1. Parent initiated withdrawal


If you decide to withdraw from our program, please let us know as soon as possible so that we can
notify a family on our wait list. We would like to meet with you face to face to discuss reasons for
withdrawal as well as gaining feedback.

2. Program initiated withdrawal


Children will be asked to stay home while they have a contagious illness that endangers the health and/or
safety of children or others.



According to the MDE, children enrolled in GSRP programs “must not be excluded or expelled because

of the need for additional medical or behavioral support, assistance with toileting, or staff attitudes
and/or apprehensions.” If your child is struggling in our GSRP program, we will partner with you to
help your child succeed.

Accidents/Emergencies
In case of an accident/injury a staff member will identify the injury and notify the certified CPR/First Aid

staff member. An incident report will be completed by staff and submitted to the office by the end of the
school day and a copy placed in your child’s communication folder.
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When a child incurs a minor injury, staff will take the following steps:
1. Immediate care is provided to the child

2. A phone call, written report or both will be provided to the parent at or before dismissal on the day of
the minor injury

When a child incurs a serious injury, staff will take the following steps:

1. A staff member calls 9-1-1 and then immediately phones any other required personnel that need to be
notified when 9-1-1- is called, while the certified CPR/First Aid staff member remains with the injured
child.

2. Ensure the scene is safe. If so, provide care and comfort to the injured child until EMS personnel arrive.
3. EMS personnel will determine if the injured party needs to be taken to the hospital.
4. The parents will be contacted by phone once the situation is under control. If the parents cannot be

reached the next person on the emergency card will be contacted until either the program is able to talk
with someone or all individuals have been phoned.

5. A staff member will ride in the ambulance if the parent is unable to do so.
6. Within twenty-four hours of the injury, a call will be made to the Department of Regulatory Services
Licensing Division followed by a written report within three days of the injury.

Health Guidelines:
Regardless of the precautions taken at home or school, your child may become ill during the course of the

school year. If your child becomes ill, you will be called and asked to pick up your child. If you are unavailable,
we will call someone on your child’s Emergency Card. The child should be picked up within one hour of
being notified. If your child has been absent due to a communicable disease, such as strep throat or pink eye,
you will be required to present a doctor’s note documenting that the child is able to return to school.
There are times when a child should not be sent to school. These times include when a child has:


A fever (temperature of 100 or more)  a child must be free of fever for 24 hours (without fever
reducing medication) in order to return to school.



Diarrhea or vomiting  Child must be symptom free for 24 hours in order to return to school.



Discharge or redness of the eyes, discharge from the ear, green or yellow discharge from the nose



Persistent or productive cough, sore throat, or skin rash



Ringworm (exclusion is not necessary unless the contract with others could promote spread), lice,
hand-foot-mouth or any other communicable disease listed on the Oakland County Health Division
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Communicable Disease Reference Chart
(https://www.oakgov.com/health/services/Documents/Communicable%20Disease%20Reference%20Ch
art.pdf)

Parents must notify the school if a child has a communicable disease or an extended illness. When

applicable, the school will notify families of an illness. A doctor’s note for treatment of a communicable
disease or an extended illness may be required for re-admittance to school.



Sometimes regardless of precautions your child may get sick or injured. If your child becomes
sick or injured at school you will be notified. If you cannot be reached the next person on the



emergency card will be contacted to pick up your child.
Exclusion: If your child has been absent due to a contagious disease (pink eye, strep throat, ring
worm, etc.) a doctor’s note will be required in order for your child to return to school. In

addition if your child was sent home from school due to illness or if they had a fever they
cannot return for 24hours.

Medication
In order to establish and maintain a system of safe storage, handling and administering of medications at
school, an Authorization to Administer Medication Form is required. We will follow all steps noted in the
Licensing Rules for Child Care Centers, Rule 400.8152, including:
The definition of “medication” is prescription, non–prescription and herbal medications, preparations,
and/or remedies, and includes those taken by mouth, by inhaler, those that are injectable, and those applied

as drops to eyes, nose, or medications applied to the skin. This policy also applies to any medicallyprescribed “treatments”. “Treatment” refers both to the manner in which a medication is administered and
to health-care procedures which require special training.

Non-prescription (over the counter) medications are those that are sold directly to the consumer without
a prescription from a physician or health care professional. Non-prescription medications may include,
but are not limited to, acetaminophen, ibuprofen, cough syrups, cough drops, antihistamines, etc.
The Academy shall not be responsible for the diagnosis and treatment of student illness except in
administering basic first aid and CPR as allowed by law. The administration of prescribed medication

and/or medically-prescribed treatments to a student during school hours will be permitted only when
failure to do so would jeopardize the health of the student, the student would not be able to attend school
if the medication or treatment was not made available during school hours, or the student is disabled and
requires medication to benefit from his/her educational program.
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Medication Procedures:
The student’s parent/guardian must provide the school with written permission and request to administer
medication. A Medication Administration Permission Form completed by a physician that is included in
this year’s parent packet, must accompany such permission and request. Written instructions must

include the name of the student, name of medication, dosage, and time to be administered, and route of
administration, date, and duration of administration that must accompany the medication.


Parental or guardian request/permission and a physician’s instructions for administration shall be
renewed every school year.



All medication, including Epi-pens® must be brought to school by the parent/guardian.
Medications should also be picked up at the end of the school year by the parent/guardian or they
will be appropriately destroyed as of June 30th.



The medication shall be examined by the school employee administering the medication to
determine in his/her judgment that it appears to be in the original container, that it is properly

labeled by a medical professional when provided by the parent/guardian, and that the appropriate,
corresponding information for the administration of the medication is found on a Medication
Authorization Permission Form for the student listed on the label.


All prescription medication should be kept in a labeled container prepared by a pharmacy,
physician, or pharmaceutical company and labeled with the name of the student, the name of the
medication, the dosage, the time of the administration, and the frequency of administration.



The school, by law, cannot provide any non-prescription (over-the-counter) medications to
students without a prescription from a physician as well as written permission from the

parent/guardian to administer it. All non-prescription medication for a student must be provided
by the parent/guardian in an original container.


If any changes occur in medication/treatment required, a new Medication/Treatment
Administration Permission Form must be filled out and kept on file in the school office.



No student is allowed to provide or sell any type of prescription or non-prescription medication to
another student. Violations of this rule will be considered violations of the school’s Illegal Drugs
and Controlled Substances policy with all the discipline associated therewith.
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The transporting of medication in student backpacks is not permitted, even medication not
administered at school.



Parents/guardians are responsible to inform the Academy in writing of any medical issue that
involves a medical action plan. Examples of medical issues may include, but are not limited to,

life-threatening allergies (requiring the need for an epinephrine auto injector, i.e., EpiPen®),
diabetes, epilepsy, asthma, seizures or any condition of a serious nature affecting the health of the
student.

The Academy, parents/guardians and the student’s physician will participate in

developing a medical action plan.


Self-administration of medication (including asthma inhalers and diabetic insulin) shall be
allowed under the following conditions: Parent/guardian

must

provide

a

Medication

Administration Permission Form completed by a physician that indicates that the medication may
be self-administered in addition to all other necessary information pertaining to the administration

of it. The medication will be self-administered under the supervision of an Academy administrator
or his/her designee.


Unsupervised use of an inhaler is allowed when authorized by a physician and permission granted

by the parent/guardian. These students should be instructed by their parents to notify their teacher
each and every time they use their inhaler so that frequent use can be communicated to the
parents/guardians. An extra inhaler can be kept in the front office.


Students with disabilities who have an Individualized Educational Program (IEP) or Section 504
Plan are included under the policy and procedures that govern the administration of

medications. Note: The policy and procedures do not violate either the Individuals with
Disabilities Education Act (IDEA) or Section 504 of the Rehabilitation Act.


Epinephrine Auto-Injectors  Michigan Law allows the Academy to maintain a supply of
emergency epinephrine auto-injectors to be used during emergency situations where a student,

not previously diagnosed with known allergies, may suffer a life-threatening allergic reaction or
anaphylaxis. Academy staff members are properly trained in the use of epinephrine.

Determining the General Health of a Child:
Throughout routine observation and interaction, if/when a child complains that they are not feeling well
or appears to be acting/looking out of character, staff will:
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1.
2.
3.
4.
5.

Ask child how he/she is feeling—or if something is bothering them
Feel the child’s skin and check body for abnormalities (rashes, bumps, temperature, etc.)
Take child’s temperature with a thermometer.
Consult school director about child’s condition.
Call child’s guardian to see on a possible change of medicine, diet, etc.

Plan for Minor Injuries:

1. Attend to injured child immediately, applying basic first aid procedures.
2. Comfort child until soothed.
3. Attending staff person writes an incident report stating the child’s name, date & time of injury,
type of injury and exact location, first aid that was given, and explanation of circumstances. Staff
member then signs the report and gives to the director to review for completeness and signs then
giving to guardians upon pick up.

*For any head injury that may occur, guardians are notified immediately, regardless of the severity.

Safety Drills

Emergency procedures are posted in each room and practice drills will be conducted throughout the year.
(You may not sign your child out during any drills.) By practicing these drills in the event of a real

emergency your child and their teachers will be prepared to follow the necessary protocol. Fire evacuation
routes & tornado shelter areas are posted in each classroom in addition we have a crisis plan in place to
deal with the threat of intruders or threats.

Health Care Resources:
Wayne County

734-727-7100

33030 Van Born

Wayne, MI 48184

St. Mary’s Hospital

734-655-4800

36475 Five Mile Rd.

Livonia, MI 48154

Poison Center

800-222-1222

www.poison.org

General Health &

American Academy of Pediatrics

www.aap.org

Bright Futures

www.brightfutures.org

My Plate (USDA)

www.choosemyplate.gov

American Dietetic Association

www.kidseatright.org

Health Department

Wellness

Nutrition
Violence & Bullying

www.stopbullying.gov

Food Service:

A planned food service program will be part of the school day. The following meals/snacks will be served
at the following times:

25

American Montessori Academy GSRP Preschool Handbook 2017-2018 (Last Update: August 2017)

 Breakfast unfortunately will not be provided for preschool due to the 9:00am start time.
 Lunch is served at approximately 12:00 p.m. It will be served family style to the kids that
order from the menu

 Afternoon snack is served at approximately 1:30 p.m. (each family is responsible for
providing one afternoon class snack a month – schedule set by the teacher)

All meals will be fully compliant with the final rule for nutrition standards in the Child and Adult Care
Food Program. Menus with noted food substitutions will be posted in a place visible to parents. If there is

a need for a child to receive substitutions due to medical or religious reasons, a Request for Food Service
Individualization and Adjustments Form must be submitted. The center will comply with rule 400.8330
(3) to ensure children with special dietary needs receive meals/snacks in accordance with the child’s
needs.

Families are not allowed to send in food for their children simply because the child does not like the food
served or prefers something from home. A child may have to be exposed to a food that is new 12 or more
times before becoming comfortable with it. Through our family style dining approach, children will build
relationships with each other while learning healthy eating habits.

Child Abuse and Neglect:
The Child Protective Services Act is designed to protect the welfare and best interest of all children. Under

the act, our employees are considered Mandated Reporters and are required, by law, to report any
suspicion of abuse or neglect to the appropriate authorities. Under the Act, Mandated Reporters can be

held criminally responsible if they fail to report suspected abuse or neglect. Our employees are not
required to discuss their suspicions with parents before reporting the matter, nor are they required to
investigate the cause of any suspicious marks, behavior, or condition before making a report. We take this
responsibility very seriously and will make all warranted reports to the appropriate authorities.

Photo Policy:
The Academy personnel will take photos of classroom activities and/or individual students from time to
time for either release to local media or use in Academy media, such as the school website or brochures.
Permission to photograph is assumed unless you sign a denial form. If you prefer that your student not be

photographed, a denial form is available in the school office and this should be filled out at the start of the
school year.

Grievance Policy:
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We strive to provide a positive, nurturing environment for all. However at times, concerns may arise. If

you have a concern about something related to your child’s preschool program the best place to start to
resolve the issue or concern is with the child’s teacher. Talk about the concern with the teacher and try
to reach a solution. If that does not work, you are welcome to contact the program director. We will work
with all families to arrive at an agreeable resolution for all parties.

Licensing:
Our preschool program is licensed by the State of Michigan and all staff members are required to have:


FIA Clearance



Criminal history check



Current First Aid and CPR training



Access to ongoing professional development activities

Teachers have either a bachelor’s degree, an Associate’s degree in early childhood, or equivalent
coursework and field experience as required by the State of Michigan.

Licensing Notebook:
The program licensing notebook is available on-site for parental inspection. The licensing notebook
includes all licensing inspection reports, special investigation reports and all related corrective action
plans (CAP) since May, 2010. The notebook is available to parents during regular business hours.
Licensing inspection and special investigation reports from at least the past 2 years are available on the
child care licensing website at www.michigan.gov/michildcare.

Birthday Celebration Ideas
Please notify and receive approval for your child’s birthday celebration from the teacher prior to the

date. Birthday celebrations can only take place at the end of the school day, and may only include food
choices from the approved snack list. For non-food birthday celebration ideas, please choose one of
the following Academy approved ideas:
•

Decorated birthday chair or desk in the classroom

•

Picture with the classmates

•

Birthday child sits by the teacher or a friend of their choice for the day

•

Autograph book for Birthday student
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•

Show and Tell for the Birthday child

•

Guardian or someone special comes in to read a book to the class

•

Snacks from the approved snack list

*Every child comes to the office on his/her special day to get a birthday surprise!!!!!
When distributing invites to private birthday parties, please make sure each child gets one or please
distribute off Academy grounds.

Field Trips
Our tuition preschool classroom will be participating in field trips that come to the school. Any
associated costs or fees that you may be responsible for, will be communicated to you well in advance
of the date. Parents are welcome, not required, to attend as well although availability may be limited.
No siblings or other children are allowed to attend.

Guests and Visitors
We welcome special guests and visitors into our classroom to support children’s growth in

knowledge, experiences, and relationships with family and community members. We may have a
special guest share on a topic that the children are interested in, like a veterinarian. We may have a

community member who has gone through our volunteer training join the classroom to interact with
children during work time. We may have a family member join a table during lunch. If you have any
suggestions for a special guest or visitor, please talk with your child’s teacher or the program director.

Picture Day
School pictures are an important part of many cultural heritages in our community. To honor that, we
have picture day in the Fall and Spring every year. Classroom and individual pictures can be

purchased if you choose to do so. If you do not want your child to participate, please let your
classroom teacher and program director know.

Toys from Home
Please do not allow your child to bring items or toys from home to school; with the exception of their
show and share day. There are numerous materials for your child to work with throughout the day
and the program cannot be responsible for any lost items.
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Immunizations
Students must be current with all immunizations required by law or have an authorized waiver from State
immunization requirements. If a student does not have the necessary immunizations or waiver, the School

Leader may remove the student or require compliance with a set deadline. This is for the safety of all
students and in accordance with State law. A certified waiver will be provided to the parent/guardian by
the local health department to provide to the Academy. Immunization waivers will not be accepted by the
Academy unless signed and stamped by the local health department. Any questions about immunizations
or waivers should be directed to a staff member in the school office.
A student who has not been vaccinated due to a waiver is considered susceptible to the disease or diseases
for which the vaccination offers protection. That student will be subject to exclusion from the Academy
if an outbreak of a vaccine-preventable disease occurs according to local Health Department guidelines.

Equal Education Opportunity/Civil Rights Designee
It is the policy of American Montessori Academy to provide an equal education opportunity for all
students regardless of their race, color, ethnicity, national origin, sex, (including sexual orientation or
transgender identity or expression), pregnancy, mental or physical disability, age, religion, height,
weight, marital or family status, military status, ancestry, or genetic information.
Any person who believes that s/he has been discriminated against while at the Academy or an Academy
activity should immediately contact an Academy administrator or designee below.
Parents or students who wish to file a complaint or believe any of their Federal or State rights have been
violated (including nondiscrimination under Title II, Title IV, Title VII of the Civil Rights Act of 1964,

Title IX of the Education Amendment Act of 1972, Americans with Disability Act, and Section 504 of the
Rehabilitation Act of 1973) should contact:
Civil Rights Representative/Compliance Officers: Kevin Biga and Dr. Ticheal Jones
Title IX Coordinator: Dr. Ticheal Jones. 14800 Middlebelt Road, Livonia, MI 48154, (734)525-7100,
tjones@charterschoolpartners.com.

Website Accessibility Coordinator: Dr. Ticheal Jones. 14800 Middlebelt Road, Livonia, MI 48154,
(734)525-7100, tjones@charterschoolpartners.com.

or the Office for Civil Rights 1350 Euclid Avenue, Suite 325, Cleveland, OH 44115-1812 , 216-522-
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4970, Email: OCR.Cleveland@ed.gov.
Any student making a complaint or participating in an Academy investigation will be protected from
any threat or retaliation. An Academy administrator can provide additional information concerning
equal access to educational opportunity.

Pesticide Notice
The Academy is required by Act 451 Part 83 to maintain an effective pest control program for our
buildings. As part of an effective pest management program, school buildings and grounds may be treated
as needed to control or eliminate pests.

The least hazardous methods will always be incorporated to remove pests as per the Michigan Pesticide

Control Act. Under most circumstances chemical treatments will be a last resort. Only a licensed person
or company shall be allowed to apply commercial grade pesticides or herbicides.
When pesticides are used, a notice will be posted on the front door and on the Academy’s website at least
48 hours prior to the application. Pesticides applications are scheduled for the first Saturday of every
month. Additional applications may be necessary.

In addition, the Academy maintains a list of parents/guardians who wish to receive notification via mail of

pesticide applications. Those registered parents will receive notice from the Academy via first class, United
States mail postmarked three days before the application. If you would like to request prior notification of
the application of pesticides or herbicides, please see the school office. Parents who register for the
notification must do so on an annually.

Parents/guardians may review the Academy’s integrated pest management program and records of
pesticide applications.
However, pesticides may be used in an emergency situation without advance notice. In such a case, we
would make every effort to inform all affected parties. If you have any questions or wish to review the
school’s integrated pest management plan or records of pesticide applications, please contact Jenny Powell,
734-525-7100, jpowell@charterschoolpartners.com .

Student Records
The Academy maintains many student records including both directory information and confidential
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information. Educational records of students at the Academy are safeguarded by policies under the
federal legislation entitled Family Educational Rights and Privacy Act of 1974 (FERPA) and Michigan

law. Parents/guardians and/or students (eighteen years of age or older) may inspect and review their
student’s records, request amendment or changes to their student’s file, may prevent disclosure to
third parties (certain limited exceptions) and may file a complaint concerning alleged failure of the
Academy to comply with FERPA .

If the Academy receives a record request from another school the Academy will send, without consent,
personally identifiable student information to that other school. FERPA authorizes the release of
personally identifiable information from the student’s education records to school officials with

legitimate educational interests. The term "school official" includes Academy administrators, staff,
teachers, supervisors, Board members, support staff or contractors to whom the Academy has
outsourced institutional services or functions. A school official has a” legitimate educational interest”
if the official needs to review an education record in order to fulfill his or her professional
responsibility.
If requesting student records, please contact the Academy office to begin this process and allow up to
45 days for the school to comply with your request.
Parents or eligible students who wish to amend a student record should contact the School Leader or
designee, clearly identify the part of the record they want to amend, and specify why it needs to be
amended. If the Academy wishes not to amend the student record as requested, the Academy will
notify the parent or eligible student of their decision and of their right to an appeal regarding the
decision.
Any complaints regarding FERPA should be directed to:
Family Policy and Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW

Washington, D.C. 20202 -5920
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Receipt of Parent Handbook
2017-2018
I have received the American Montessori Academy
Tuition Preschool Program handbook.

I agree that my child and I will abide by the policies and procedures contained therein.
I understand that all policies in the handbook may be added to, deleted, or changed at
any time, with notice from the school.

________________________________________
Child’s Name

_________________________________________________________________________
Guardian Name Printed
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Guardian Signature

Date
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*This form must be returned to school office*
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