The Joy of Learning Montessori School
PO Box 889
Harpers Ferry, WV 25425
(304) 582-6729

Policies and Procedures 1/2008

Student Eligibility — Children ages two and a half to nine years of age by September 1 of the current school
year are eligible to participate. Children enrolled in the program must be potty trained. The JLMS accepts
children on the basis of their ability to benefit from the programs.

Calendar — A school calendar will be provided to each family. Calendars and newsletters will be mailed to each
family in August. We usually begin school after Labor Day and end school within the first few days in June. We
usually break for Thanksgiving, Christmas, Spring, Memorial Day, and a few federal holidays.

Hours - Drop-off for all sessions is from 8:45-9:00. Primary class pick-up is from 11:30-11:45. Pick-up for
primary extra-curricular activities such as cooking and pottery will be at 12:30 on designated days only.
Kindergarten & Elementary class pick-up time is Monday-Friday at 2:30.

Carpool Row - A carpool row will form in the parking lot of the school between 8:45-9:00a.m. A designated
parent will help your child in and out of the car.

$5 Late Arrivals/Pick-ups — If you miss the carpool row time, you are responsible for parking and walking your
child into the school. You will also owe a $5 late charge payable with your tuition check.

Communication with Parents —You will receive a monthly observation report and a monthly newsletter
advising you of school activities, important dates, and circletime discussions. You may communicate with your
child’s teachers at pick-up, or you may call the teachers after school after 1:30p.m.

Snow Days Policy — If the weather is bad, listen to your radio. JLMS will be closed if Jefferson County Schools
are closed. JLMS will open on time regardless of whether Jefferson County Schools open late. If Jefferson
County School has a school holiday, call the JLMS voice mail for our school closings. There are no make-ups
for pre-school snow days. Please see your child’s teacher for kindergarten & elementary make-up work and/or
tutoring.

Absences — If your child is going to be absent for an extended period of time, please let your child’s teacher
know so activities can be planned accordingly. There is no refund of tuition or fees for absences. There are no
make-up classes for pre-school absences. Please see your child’s teacher for kindergarten & elementary make-
up work and/or tutoring.

Cooking/Pottery Classes — There are no make-ups or refunds for missed cooking/pottery due to iliness, snow-
days, holidays, vacations, etc. Cooking/pottery classes must be paid for with your monthly tuition check, and
you need to sign up for your classes with your contract. (Pottery & cooking classes are already included in
kindergarten/elementary tuitions).

Lunch - Only kindergarten & elementary students may bring a brown-bag lunch Monday-Friday. Primary
students staying for pottery/cooking will not be eating lunch at JLMS.

Health and Safety — Before a child may enter school, parents and/or doctor must complete a health form and
an emergency information form. It is imperative that the school has two emergency telephone numbers on file
at all times. Please be prompt in informing the school of any changes in address or telephone numbers.

Immunization Forms — Up-to-date shots are required by the State in order to enter our Program. Your doctor
or the Jefferson County Health Department should be able to answer any question you may have.

llinesses — Children with communicable diseases (including serious colds, sore throats, persistent cough, rash,
conjunctivitis and the like) or who have vomited, had diarrhea, or had a fever over 100 degrees in the 24 hours
preceding the school day must be kept home. A child who is prescribed an antibiotic must be on the medication
for 24 hours before returning to school. If a child becomes ill during school hours, a parent will be notified, and
s/he should pick up the child as soon as possible.



Allergies — Allergies and intolerance to food or other substances, and actions to be taken in an emergency
situation, must be documented by the child’s physician. A copy of this documentation must be given to the
school.

Injuries — If an injury occurs during school, the teacher will do her best to verbally inform you of the incident that
day. A serious accident will, of course, be reported to you immediately.

Tuition and Fees — There will be no refunds or adjustments for children who miss school because of iliness,

vacation, snow days, etc. Fees for late arrival or pick-up are due with your tuition check. Tuition is payable in:
Monthly Installment: Tuition is payable in 9 installments. If you are a new enrollee, your first installment is
due at the time_of your enrollment. If you are re- enrolhng your child or sibling, your flrst mstallment is due
May 15", The next 8 mstallments are due on the 15" of the month, beginning Sept. 15" and ending April
15", Tuition is due on the 15" regardless of whether your child attends school on that day or not.

Delinquent Tuition Payments — Tuition is considered late if it is received on or after the 16" of the month. The
late fee is $20 and should be included with tuition payment. If tuition is not received by the 20" of the month,
JLMS reserves the right to withdraw the child from the school.

Returned Checks — Any checks written to JLMS and returned for non-payment are subject to a $20.00
processing fee, plus any additional return fee charged by JLMS’s bank.

Withdrawal from JLMS — Parents who wish to withdraw a child from their JLMS contract should provide the
school with at least 30 days written notice of such withdrawal, even if school has not yet begun for the year.
There will be no refunds for the fees and first month’s tuition upon notice of withdrawal.
Procedures for Withdrawal: If you withdraw during the school year, you need to give 30 days notice on the
15" of the month prior to your withdrawal WITH your tuition check for the following month. There are no
refunds for withdrawals for families who pay monthly installments.

Schedule Changes - If you want to change your child’s schedule, the procedure is as follows:

1) Ask Kimberly if there is availability.

2) Give 30 days notice of the new schedule on the 15" of the month Submit a tuition check for your old
tuition amount and begin your new tuition payment on the 15" of the month AFTER your 30 day notice
has been given.

3) Your child will begin their new schedule approximately 45 days after your notice was given.

Discipline — Staff will help children develop good behavioral habits by emphasizing positive behavior as it
occurs. Teachers will establish for the children limits that are clear, fair, appropriate and consistently applied.
They will patiently explain the reasons for these limits, making them understandable. They will, when
necessary, redirect children to more acceptable and appropriate activities and types of behavior. Helping a child
use acceptable words and actions to deal with frustration or to resolve conflicts will be done both directly and by
example. Occasionally a child may be asked to leave an activity, and/or take time alone until s/he is able to
participate appropriately.

Snack - Each family is responsible for providing 10 “class” snacks and 10 gallons of water a year. Please see
your August welcome package for the yearly snack calendar. Your dates will be marked on this calendar.

Birthdays — On a child’s birthday, s/he will be invited to participate in a small class celebration. On this day, the
child may bring in a time line to share with the class. The timeline can include photographs, etc. of the child
over the span of her/his life.

Celebrations — Parents will be informed via monthly bulletins of how we will celebrate upcoming holidays.

Alumni Visits — JLMS graduates are invited to visit. Please call ahead to schedule a date. There will be a $15
fee per child due upon arrival with a signed permission slip, for the day.

Clothing — Your child should keep a complete change of clothing at school. Please label all clothing with the
child’s name. If possible, please bring this to school in a zip-lock bag, with each article of clothing clearly
marked with your child’s name. Please send your child to school in clothes that are appropriate for artwork and
outdoor play.

Toys — Children may bring sound of the week objects to share with the class during group time. We will print
the appropriate times in our school newsletter. Other toys from home will not be allowed in the classroom.



The Joy of Learning Montessori School
P.O. Box 889
Harpers Ferry, WV 25425
(304) 582-6729

Enroliment Agreement

| hereby enroll my child, , for the school year 2008-2009 in The
Joy of Learning Montessori School for participation in the
program.

% |agree to pay 9 installments of $ due on the 15" of each month.

(See policies for schedule of payments.)

| have read and received a copy of the school’s Policies and Procedures dated 1/2008 and

agree to comply with the provisions stated therein.

Printed Name:

Signature:

Date:




