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Welcome to Blue Ridge Montessori School! You are a very important part of our program and a 
most important asset. We are proud of the accomplishments Blue Ridge Montessori has made as 
well as the positive reputation we have in the Forest/Lynchburg area and within the greater 
Montessori community. It is our expectation that you will help promote and maintain these standards.  
We take great pride in the employees we employ. We want you view your position here at Blue 
Ridge as more than just a job. We are confident that you will find your tenure here to be a satisfying 
and rewarding one. As teachers, professional conduct and attitude greatly affect our performance. 
We maintain that we are all part of the same team and strive together to overcome obstacles that 
may prevent us from maintaining our high standards.  

History of Blue Ridge Montessori 
Blue Ridge Montessori School (BRMS) opened in the fall of 1985 in its prior location and was 
founded by Tom Taylor who at the time was the owner, administrator, and lead teacher. BRMS 
became a non-profit entity on May 31, 1999, with a Board of Directors made up of Montessorians, 
parent volunteers, and local business leaders. 
In the summer of 2009, BRMS moved to its current location, a building that is specifically designed 
for the Montessori environment. The move provided the opportunity to expand our program to two 
Pre-Primary classrooms and two Primary classrooms.  
The fall of 2014 heralded another expansion with a building remodel; we added our Nido class 
(Infants), and an expansion upward of our Elementary program (1st through 6th grades).  
In the summer of 2015, we purchased 17.5 acres for our new campus located on Thomas Jefferson 
Road. Our new campus will allow for outdoor science opportunities, organic gardens, a sports field, 
small farm animals, orchards, nature paths, and multiple natural play areas. The first phase of our 
new campus will include classrooms for infants (Nido) , toddlers (Pre-Primary), Primary (Early 
Childhood) , Elementary (1st – 6th grades), and the addition of our adolescent  program (7th - 9th 
grade), administrative offices, a science lab, and a school library with a computer lab/media area. 

Accreditations and Affiliations 
Blue Ridge Montessori seeks accreditation and consultation from organizations with the highest 
standards in the realm of private school education. Our collective mindset is always forward with 
continuous improvement. 
Blue Ridge is accredited by AdvancEd and SACS/CASI Southern Association of Colleges and 
Schools. For guidance in implementing Montessori principles, we rely on the International 
Montessori Council(IMC), and the Virginia Montessori Association(VMA). These four organizations 
represent the most exacting standards of excellence for Montessori schools and for private, 
independent schools. We are also a licensed childcare facility through the Virginia Department of 
Social Services (VDSS).  

Governance - Board of Directors 
Blue Ridge Montessori is a nonprofit, 501 (c)(3) educational corporation. The members of Blue 
Ridge Montessori, Inc. consist of any person who is: an individual who has a child(ren) enrolled at 
the Blue Ridge Montessori School or an employee of BRMS. 

The Board of Directors are comprised of individuals who share a deep sense of commitment to Blue 
Ridge Montessori and Montessori philosophy. In all matters, they consider the overall best interests 
of the school over their own interests or over the interests of any constituent group within the school 
community. 
Blue Ridge Montessori, in accordance with the bylaws, has no less than five (5), and no more than 
nine (9) directors, who are collectively known as the Board of Directors. The Board consists of an 

http://www.montessori-ami.org/
http://www.dfps.state.tx.us/Child_Care/About_Child_Care_Licensing/
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Executive Committee comprised of the President, Vice-President, Secretary, Treasurer and three to 
five General Members. The board shall also include a maximum of four (4) ex-officio Montessori 
members: The Head of School, One Elected Employee Representative, the Immediate Past-
President, and Blue Ridge Montessori’s Founder. Ex-officio members are advisors to the Board and 
have no voting rights. 

The primary responsibility of the Board of Directors is to ensure that the institutional identity, mission, 
and core values and beliefs about education that define the nature of the school are established and 
re-examined and refined. 

Chain of Command 
Executive: 

Board of Directors 

Administrative: 
Head of School – Robin Boling – Reports to the Board 

Director of Admissions and Marketing – Kathleen Olinger - Reports to Head of School 
Curriculum Coordinator – TBD (Future) – Reports to Head of School 

Office Manager - TBD (Future) – Reports to Head of School 
Administrative Assistant - TBD (Future) – Reports to Head of School 

Teaching Staff: 
Lead Teachers – Reports to Head of School 

Reading Specialist and Assessment Coordinator – Reports to Head of School 

Support Staff: 
Assistant Teachers – Reports to Lead Teacher of assigned classroom/Head of School 

Teaching Aides - Reports to Lead Teacher of assigned classroom/Head of School 
Specials Teachers – Reports to Kindergarten and Elementary Lead Teachers/Head  

In This Handbook 
The policies stated in this handbook have been established to meet the needs of the children, 
parents and employees. The policies stated are such as to maintain organization and to foster 
harmony and a sense of community among the families and employees of Blue Ridge Montessori. 
The policies and procedures stated in this handbook are industry standards; however, we welcome 
your comments and suggestions, as to better serve the goals and philosophies of BRMS. Every 
employee agrees to keep any information regarding enrolled children and their families completely 
confidential. Failure to maintain these levels of ethics, loyalty, and confidentiality will result in 
immediate dismissal from the School. 

BRMS Parent Teacher Organization 
The BRMS Parent Teacher Organization (PTO) was established in 2010 by a group of parents as a 
support system for teachers, families, and the administration of Blue Ridge Montessori. The 
organization works as a vehicle through which parents have the opportunity to become an active 
part of school community. The employees benefit from the extra support given by the parents, both 
concretely and in spirit. The parents have a unique opportunity to become truly involved in their 
child’s education. Our goal is to create a true sense of community within BRMS. Teachers are 
encouraged to embrace the efforts of the parents to provide support to the teaching employees, the 
students and the school as a whole. As an employee you are a vital part of the success of the PTO. 
You are encouraged to attend the meetings regularly. 
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Who was Dr. Montessori? 
Maria Montessori was born in Ancona, Italy in 1870.  In 1895 she was one of the first women in Italy 
to obtain the degree of Doctor of Medicine. 
In 1907, Dr. Montessori opened her first “Children’s House” in the slums of Rome.  Word of the great 
success of her Method spread throughout Europe, and soon there were schools using her Method 
with classroom guides trained by Dr. Montessori herself throughout the continent. Montessori 
education was introduced to the United States in 1912 by Alexander Graham Bell in his own home. 
America invited Dr. Montessori to establish classrooms for the World Exhibition in San Francisco. 
While Montessori was interned in India during the Second World War, she worked with older 
children, aged 7 to 12.  It was through her careful observation of the style in which the older children 
learn (the reasoning mind), compared to the observations she had been making for over thirty years 
of the younger child’s learning style (the absorbent mind), that inspired her to write her quintessential 
work, The Absorbent Mind.  Maria Montessori died in the Netherlands in 1952.  Her legacy of 
meeting the needs of children continues here at BRMS. 

Our Mission  
To aid children in the task of self-construction in a nurturing environment. In the spirit of Dr. Maria 
Montessori, we promote peace, concentration, creative problem solving, order, and independence. 
Social, emotional and academic growth is encouraged in a developmentally appropriate learning 
environment. Respect for the child and all living things is at the heart of all we do. 

The Montessori Philosophy 
We believe that the process of learning is an exciting journey, that it is a preparation for life, and is a 
lifelong pursuit. There are three distinguishing features that characterize the Montessori Method: 

1. A carefully prepared environment is provided, aesthetically pleasing and developmentally 
appropriate, calling to the young child’s need to be an independent individual. 
2. The teacher’s role is that of guide to the child. They facilitate learning by designing and 
maintaining the environment, presenting new materials when the child shows readiness, observing 
and recording the child’s growth and development, and encouraging and respecting each individual 
child. The teacher is the link between the school and the home and provides support to parents 
through communications, workshops and conferences. 
3. The Montessori Method holds the highest degree of respect for the child.  Within the 
prepared environment, children are presented with a variety of specially designed materials, which 
address the particular stages of mental, physical and social development. These materials are multi-
sensory and self-correcting. The child learns independently through repeated work with the 
Montessori materials. The Montessori Method is a response to a universal plea from children: “I want 
to learn but let me do it myself.” 
It is a Method that possesses a certain order and allows children to proceed at their own speed, 
according to individual capacities, in a non-competitive atmosphere during the early years.  Dr. 
Montessori said, “Never let a child risk failure, until he has a reasonable chance for success. 
Through exposure to both physical and mental order, the child develops the inner discipline 
necessary for them to persist in their chosen tasks.” 
In this philosophy, the Montessori Method introduces children to the joy of learning, wherein they 
move themselves through their education with confidence. 
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Program Goals and Methods 
Blue Ridge Montessori’s philosophy is based on the belief that education is more than just a search 
for intellectual skills. It is a preparation for life, and learning is a lifelong pursuit. It is our goal to provide 
an environment that assists children in every aspect of their development, intellectually, physically, 
socially, and emotionally, and spiritually.  

We accomplish this by helping each child grow in the following areas: 

Self-discipline 
Cohesiveness of mind and 
body 
Independence 
Academic skills 

Self-confidence 
Problem-solving 
Inner organization 
Love of learning 
Respect for self and others 

Ability to control movement 
To refine the senses 
To think, to intend 

To feel and have emotion 

We strive to accomplish these goals by: 
• Preparation of the classrooms according to Montessori philosophy and method 
• Providing a full range of curricula to meet the needs of every student within each classroom 
• Maintaining cleanliness, order, and beauty in the classroom environment 
• Modeling appropriate and peaceful human behavior 
• Observing the children closely and using the basis of personal relationships built upon trust 

with each child, and the knowledge of child development to guide every child individually 
through the curriculum 

• Encouraging independence, exploration, questioning, and resourcefulness 
• Valuing each child 
• Demonstrating, in all we do, a love of learning, and respect for ourselves, everyone, and 

everything 

In this way, children become competent learners, encouraging independence and strong sense of 
responsibility. In addition, our curriculum also helps children develop a strong foundation in language 
and math, and an in-depth study of physical and cultural geography, zoology, botany, physical 
science, history, music, and art. Children further learn practical life skills such as cooking, carpentry, 
housekeeping, and sewing. But more than this, they learn how to be contributing members of a 
social community.  

The Child's Work: Nido – Kindergarten 
Play is the work of infants and young children.  The object of their efforts is creating the adults they 
will become.  The children clearly show an inner need to learn, to know themselves and their world.  
They want very much to develop their intelligence, to learn to control movement precisely, to explore 
and order their impressions of the world, to become independent and responsible. 

The Young Student’s Work: Elementary 
Students in the elementary grades make most of their educational discoveries through hands on 
research.  They are introduced to their studies via stories that capture their imagination and compel 
them to want to discover more.  Elementary students are driven by the need to understand and 
relate their education to mankind on whole. 
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The Prepared Environment 
All human beings, from conception to maturity, form themselves, taking from the environment (the 
womb, the home, the school, the community) the materials for self-construction.  We adults prepare 
and provide these environments upon which the children's work depends.  We assist in the 
fulfillment of the children's potential. 
The Montessori classroom is prepared to help children accomplish their goals whether we call it 
work or play.  Gradually the children reveal qualities for which they are not usually given credit, such 
as intense concentration and surprising attention span, exactness and precise movement, a sense 
of order, maximum effort even by the youngest ones, self-discipline and respect for others, 
peacefulness, kindness and an obvious joy in "work". 
Each classroom is a specially furnished environment designed to support the child's need for 
purposeful activity.  For toddler and primary students, it is the children's house: the child-sized 
furniture is easily moved, pictures are hung at the children's eye level.  Plants are easily watered by 
children.  The sink is not a toy, but a real, child-sized sink.  There are many carefully designed 
materials to meet the children's natural interests.  The atmosphere is positive, supportive, and 
noncompetitive. 
The elementary environment incorporates the ideas of the primary environment, but the size of the 
tables, chairs and materials have increased to support the physical growth of the students.  Another 
main difference in the elementary environment is the support of group work since they now express 
a deep interest in their peers. 
Television and computers are not used in the toddler or primary program as they are 
developmentally inappropriate. 
Another important component to the prepared environment is the Montessori trained teacher.  Each 
Montessori teacher has been instructed on the particulars of the Montessori approach for their age 
group.  Their training also consists of child development, record keeping, observation techniques, 
curriculum development and more. 

Sensitive Periods - Windows of Opportunity  
Media coverage from Time Magazine to Newsweek support Montessori's theory from 100+ years 
ago.  Sensitive Periods occur only during the formative years, from birth to six years of age.  During 
this particular time, around a particular area of learning development, the children absorb information 
if exposed to it.  An example is the sensitive period for language acquisition, which is present at birth 
and continues through the age six.  After six, language acquisition gradually wanes.  If you and your 
two-year-old child went to a foreign country, your child would soon speak the new language.  You, 
being long past your sensitive period, would struggle for many years and probably never achieve the 
exact accent.  Montessori observed many sensitive periods in young children for language, order, 
academics, and for each of the developing senses.  Montessori toddler and primary classes are 
especially attractive to children because the materials appeal to their sensitive periods. 

Spiral Curriculum 
In the Elementary program the Montessori materials and activities lead the child gradually from 
concrete concepts to abstract understanding.  The curriculum spirals on itself, picking up on direct 
and indirect preparations for each new step, widening and deepening the child's knowledge as it 
continues.  The curriculum becomes increasingly integrated, so that what most adults call "subjects" 
are rather facets of a larger design. 
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Equal Opportunity Employer   
Blue Ridge Montessori School is an equal opportunity employer and does not discriminate against 
anyone on the basis of race, religion, gender, sexual or gender orientation, nationality or socio-
economic circumstance.  

Reasonable Accommodations 
In all hiring and employment practices, BRMS does not discriminate against qualified individuals who 
have a disability and complies with applicable law governing disability discrimination in employment. 
Moreover, BRMS prohibits any and all discrimination against a qualified individual with a disability. 
This includes, but is not limited to, discrimination with respect to hiring, placement, promotion, 
termination, transfers, compensation, benefits, and training.  

Blue Ridge Montessori seeks to reasonably accommodate qualified individuals with disabilities by 
making reasonable accommodations that do not result in undue hardship on its business operations.  

Employment at Will 
BRMS and our employees share a working relationship defined as employment-at-will. The at-will 
status cannot be altered except through a written agreement between BRMS and you. By agreeing 
to comply with the various policies stated in this handbook, employees are not entering into any 
agreement with the School for employment for any specified period of time.  

Work Requirements and Job Descriptions 
The following job descriptions are designed to provide the employee with a basic understanding of 
the essential functions, duties, and responsibilities entailed in the performance of their job with Blue 
Ridge Montessori School. It is not intended to be all-inclusive. Job functions and responsibilities are 
subject to change and are based upon the needs of the school as determined by the Head of 
School. 

Physical and Sensory Requirements 
To perform the essential functions of our program, all employees must employ the following physical 
and/or sensory abilities: 

• Frequent sitting, standing, walking 
• Frequent sitting on the floor to engage 

with children 
• Frequent use of hands to handle or 

manipulate learning materials and 
children 

• Frequent kneeling and crouching 

• Frequent listening and talking 
• Occasional running 
• Regular lifting of up to 50 pounds 
• Frequent use of peripheral vision and 

depth perception required in 
supervision of children  

Our Work Environment 
To perform the essential functions, all teachers are subjected to the following environmental 
conditions: 
• Exposed daily to all types of outdoor 

weather conditions 
• Frequently work in enclosed or tight 

spaces 

• Occasionally may be exposed to 
blood-borne pathogens, urine, fecal 
matter 

• Moderate to loud noise levels

Employees must be prepared for typical child behaviors, which at times may include: 
• Hitting 
• Screaming 
• Kicking 

• Biting 
• Spitting 
• Throwing 

• Vomiting 
• Cursing 
• Scratching 

• Hair pulling 
• Groping 
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Personal Qualifications: 
• Patience and Calm 
• Friendly 
• Lifetime Learner 
• Loves Children 
• Optimistic 

• Mindfulness 
• Peaceful and 

Empathetic  
• Kind and 

Understanding 

• A Sense of Humor 
• Energetic 
• Disciplined 
• Integrity 
• Problem Solving 

• Respectful 
• Organized 
• Ethical 
• Community 

Oriented

Head of School
The Head of School carries out the broad policies established by the Board and acts within the limits 
of the financial policy set by that body. Within these guidelines the Head determines the methods for 
carrying out Board policies, creates operational policy, oversees business operation, develops and 
evaluates student programs and services, provides administrative, professional leadership and 
support for faculty and all employees, orchestrates external relations, and has responsibility for the 
day-to-day operation of BRMS.  
Communicates with and provides guidance to the board of directors. The Head must treat all 
employees, children, and families, with dignity and respect. They must interact with the children with 
warmth, humor, respect and support, and use appropriate guidance and discipline techniques with 
the children, families and employees. The Head must demonstrate sufficient security and judgment 
to handle a crisis and to use supervision constructively.  
The Head of School is Montessori Certified and/or a bachelor’s degree in the area of education, and 
at least 5 years administrative experience preferably in a Montessori program. Consistently 
demonstrate leadership and management skills. Ability create a peaceful, respectful, and productive 
school community for children, families and employees. 

Reporting Relationship: Board of Directors  

Specifically, the Head of School is accountable for: 

Board Relations 
Brings attention to the Board such matters and data as are appropriate to keep the board fully 
informed to meet its responsibilities. This includes suggestions for broad policy development as well 
as strategies for institutional improvement. 
Maintains contact with the Board president to assure that there are “no surprises” (It is expected that 
the President will keep the Head fully apprised of Board concerns and data.) 
Functions as chief advisor to the Board, guiding the full range of its activities. (In turn, Board 
members and committees are expected to support and augment the Head and administrative team.) 
Suggests philosophic positions appropriate to the changes which occur in the community and 
students served 
Serve as the chief communicator between the Board and the faculty and employees. 

Organization 
Creates and nurtures an appropriate and strong administrative team. The Head is expected to share 
with and delegate to their immediate subordinates such that this group is prepared collectively to 
lead the institution should the Head suddenly become incapacitated.  
Promotes an internal organization that permits effective communication – up and down. 
Works to produce smooth day to day internal operations. 
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Planning and Analysis: 
Develops tactical plans to help key members of the administrative team. Together, they initiate 
studies of pertinent data (financial, enrollment, academic, performance…) to facilitate and inspire 
such plans. 
Encourages perspective via comparing and contrasting with other similar institutions, and the 
analysis and critiques.  
Remains abreast of trends and research into education – particularly those affecting Montessori and 
private-independent operation and management. 
Prods the Board to take periodic and systematic long-range planning. 

Programs 
Designs, implements, and administers student programs and services – appropriate to the needs of 
those enrolled – and develops systems of scheduling to accommodate these programs and services. 
Sets standards of participation and achievement in each category: 
Academic: Establishes the educational offerings as well as appropriate systems to guide students 
and evaluate achievement. Assure that the curriculum has continuity from infants through 
adolescence.  
Enrichment Studies: Organizes activities, elective offerings of a para-academic nature, formal and 
cultural exposures, and athletic opportunities that enrich the experience of students while being true 
to the Montessori principles of cooperation, community, peace, self-esteem, inclusion, and respect 
for self and others. While providing for interest and development. 
Character Development: Implements formal and informal programs that relate to high moral and 
ethical conduct. This includes counseling and advisory programs, a disciplinary structure that is 
administered fairly, and a mechanism for coordinated psychological assistance in the event of 
student need. 
Student Life: Establishes and oversees programs for after-hours and weekends, including extended 
day care, community events, and recreational/cultural activities 

Personnel 
Devises the teaching and non-teaching positions needed to implement the school’s programs, and 
selects and employs competent personnel to fill these positions 
Administers equitable systems of compensation, working conditions, discipline, training, and 
development for all school employees. 
Determines standards and takes appropriate steps to measure and maintain reasonable 
performance and professional growth among immediate subordinates and, through them, all 
employees; dismisses those who fail to meet these standards. 
Establishes practices and procedures to promote a harmonious and constructive relationships 
among all personnel. 
Maintains personal contact with all employees to foster good relations, promote high morale, and 
identify personnel problems as early as possible. And encourages similar contact on the part of 
subordinates. 

Program and Service Support 
Administers efforts that provide sufficient support for student programs. This encompasses general 
equipment and facilities as well as technology and electronic systems. 
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Assures that a comprehensive set of records is maintained in accordance with the needs and 
requirements of the school. 

Environment 
Holds general operating responsibility for the safety and well-being of all students under the school’s 
jurisdiction. 
Establishes, approves and administers rules governing the student body. 
Works to promote harmonious and constructive relationships between students, faculty, and 
administrators – recognizing the importance of the development of each individual. 
Strives to create and maintain an aesthetically attractive environment that is compatible with the 
character of BRMS. 

Finance 
Presents financial plans and annual budgets to the finance committee of the board to achieve the 
objectives of BRMS. 
Maintains a system of cost control to foster efficiency consistent with high standards of education 
and the limitations of the budget. 
Manages a cost-effective system of purchasing, billing, accounting, investing, and insurance. 
Recommends tuition rates and salary adjustments annually. 

Enrollment and Recruitment  
Establishes standards and procedures for student admissions and dismissals 
Recommends enrollment objectives with respect to student numbers, character, and quality – and 
oversees programs to achieve them. 
Remains abreast of effective marketing concepts and techniques that apply to Montessori, private-
independent schools, and oversees their implementation. 
Recommends a suitable scholarship and financial assistance program to the Board of Directors and 
executes that program. 

Fundraising 
Advises the Board with respect to fundraising needs and plans. 
Proposes realistic goals for annual, capital, and deferred giving programs. 
Coordinates fundraising efforts and events and becomes personally involved in the cultivation and 
solicitation of major prospects, as needed. 

Constituent Relations 
Encourages meaningful alumni, parent, and past parent participation in events that aid and support 
the goals of BRMS. 
Responds to special-interest groups, giving them direction while stressing the needs of all students. 
Works to maintain programs that contribute to relations with the local community – particularly with 
those people who come into regular contact with BRMS. 
Maintains constructive liaison with other educational institutions and associations. 

Constitutional Image 
Interprets the school philosophy and its programs to the public and strives to become the 
personification of the institution. 
Functions as the spokesperson for the school. 
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Auxiliary Services and Programs 
Identifies special services that are either necessities or worthwhile conveniences to those who seek 
out the school – transportation, student store, food services, health services, security, etc. 
Suggests to the Board any supplemental enterprises that are compatible with school operation and 
which give promise of financial surplus, effective utilization of the facility and/or personnel, and/or 
significant public relations exposure. 

Campus Management 
Supervises the operation and maintenance of all school facilities. 
Within budget limits, approves expenditures for operation and maintenance.  
Recommends changes or additions necessary to implement student programs or to maintain desired 
standards of appearance, safety and adequacy. 
Endeavors to see that the campus accommodates the program rather than dictates the program or 
means of operation. 

Director of Admissions and Marketing  
The Director of Admissions and marketing is responsible for all basic functions involving applicant 
students, prospective or newly enrolled, and re-enrolling students. They determine openings at each 
level, initial projections and final numbers. They are responsible for all advertising, including the 
management of the website and social media, and the advertising budget. The Admissions and 
Marketing Director manages the community image of BRMS and must have knowledge of marketing 
trends within Montessori and the conventional schools. 

Reporting Relationship: Head of School 

The primary duties and responsibilities for this position are: 
• Initiate school interest through marketing strategies 
• Keep a tally of annual enrollment numbers and projections 
• Schedule and conduct enrollment tours and open houses 
• Arrange visitations for prospective elementary students 
• Arrange enrollment interviews 
• Schedule child evaluations for prospective primary and elementary children 
• Assists the Head with fundraising, Constituent Relations, and the maintenance of the 

Constitutional Image of the school.  
• Maintaining the school social media and website 
• Market and oversee community-based events 

The Director of Admissions and Marketing is an integral part of a strong administrative team and will 
work side by side with the Head of School to provide forward-looking marketing and admission 
strategies for the development of a world class Montessori school. 

Curriculum Coordinator – Future Administration 
The Curriculum Coordinator is an accomplished Montessorian, with Montessori Certification at both 
the Primary (3-6) and the Elementary (6-12) levels. An understanding of psycho-educational 
evaluations and assessments; an understanding of special needs; experience with progress 
reporting, parent -teacher conferencing, and parent education; insight into issues surrounding each 
point of transition, and; an academic and/or practical knowledge of the full scope and sequence of 
the Montessori curriculum from Infant /Toddler through Erdkinder are necessary. 
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An understanding of AMI, AMS, IMS, and MACTE training, philosophy, and approach are crucial, as 
are strong communication and interpersonal skills.   

Reporting Relationship: Head of School 

The Curriculum Coordinator’s primary role is three-fold:  
1. to support the head of school, and;  
2. to sustain and nourish skilled, experience faculty in their work with children, parents, 

curriculum, and colleagues, and;  
3. to assure the integrity and quality of the scope and sequence of the educational program 

from infant through high school.  

To that end, the Curriculum Coordinator works diligently to maximize coordination and 
communication between the many people, elements, and components that comprise BRMS’s 
educational programs. 
The Curriculum Coordinator is an integral part of a strong educational team and will work side by 
side with the Head of School to provide a forward-looking leadership for a world class Montessori 
program. To that end, the Curriculum Coordinator is aware of educational issues and trends in both 
the world of Montessori and in the world of conventional education, and to help BRMS anticipate and 
respond to those issues and trends as they impact and the evolving needs of students and BRMS. 
The Curriculum Coordinator ensures the integrity of the educational program from Infant through 
High School. They maintain and oversee the full scope and sequence of the curriculum and 
compares it with state and national standards to make certain that BRMS meets or exceed 
standards in all areas of the curriculum. With scope and sequence in place, the curriculum 
coordinator helps provide strategies for implementation and record keeping. Additionally, they are 
responsible to oversee and maintain accreditation and regular process and responses to 
accreditation recommendations from AdvancED and IMC. 

Reading Specialist and Assessment Coordinator  
The Reading Specialist is an extension of the Curriculum Coordinator and works in sync with the 
Curriculum Coordinator and the Head of School to ensure the quality of BRMS academic programs. 
The Reading Specialist is classified as a fulltime salaried lead teacher. They must have an in-depth 
knowledge of psycho-educational evaluations and assessments; knowledge of special needs; 
experience with IDEA and its guidelines, an ability to put processing and comprehension strategies 
into laymen’s terms for parents and regular employees; knowledge and ability to utilize Orton 
Gillingham techniques in the Montessori classrooms; an academic and/or practical knowledge of the 
full scope and sequence of the Montessori curriculum from Infant /Toddler through Erdkinder are 
necessary. 

Reporting Relationship: Curriculum Coordinator and Head of School 
The primary duties and responsibilities for this position are: 

• Assess and identify at risk students; 
• “push in” to classrooms to observe, identify high risk students; 
• work with identified students in reading/language with in the Montessori classroom setting; 
• plan reading lessons for individual students as well as small groups utilizing the Montessori 

language curriculum; 
• keep written records, assess and evaluate reading strengths and weaknesses, and match 

skills with appropriate techniques; 
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• communicate progress with teachers and parents; 
• organize and maintain school library; 
• work with the curriculum coordinator to determine appropriate assessments and maintain the 

scope and sequence of the language curriculum; 
• implement and address IEP interventions and evaluations; 
• assist the curriculum coordinator in the duties as outlined above. 

The Lead Teacher  
The Lead Teacher is a guide, who directs the child’s activities academically, emotionally, socially 
and physically within a prepared Montessori environment that challenges each child to reach his/her 
fullest potential in accordance with Montessori philosophy and Methods for the appropriate age 
group.  The Lead Teacher is responsible for creating a cooperative teaching team with clear 
expectations and effective communication. This is a full-time position, typically requiring 7 to 8 hours 
per day. A lead teacher must have one year of experience with the age group in a Montessori 
classroom. MACTE Montessori certification, and Associate and/or BA or BS is required. The Lead 
Teacher is a salaried position, exempt from FLSA overtime requirements. BRMS may sponsor 
MACTE Certification.  

Reporting Relationships: Head of School and the Curriculum Coordinator  

Essential Duties and Responsibilities 
• Activities and materials development 
• Prepare an environment in which the 

materials and furnishings are 
complete and correspond to the needs 
of the appropriate age group, and 
according to Montessori principles 

• Be responsible for the maintenance 
and inventory of classroom materials 

• Submit a “wish list” or “needed 
supplies list” to the Head of School 
once at the beginning and then at the 
end of each academic year 

• Oversee the maintenance of a safe, 
clean, attractive, and orderly 
environment, according to Montessori 
principles and Standards for Licensed 
Child Day Centers and involve 
employees and children in this 
responsibility 

• Ensure that the classroom 
environment is prepared prior to 
children’s arrival and cleaned after 
children’s departure 

• Prepare individual work plans for each 
child and group activity plans 

• Keep student records current 
• Make regular observations of 

children’s daily work and present 
individual and group lessons 
according to Montessori principles 

• Guide children in selecting work, 
appropriate use of materials, and care 
of the environment, and appropriate 
behavior 

• Supervise lunch, playground and field 
trip activities 

• Supervise toileting and diapering

Classroom Faculty Guidance 
Meet regularly with classroom assistants to promote team cooperation and communication.  
Provide/coordinate and participate in employee training in BRMS policies, Montessori principles 
and procedures, DSS Standards, child development, and other appropriate topics 
Supervise work of Teacher Assistants in the classroom, providing guidance in all areas as 
needed, 
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Communicate employee work and break schedules, ensuring appropriate coverage (the children 
must be with-in sight and sound at all times, except in the restroom) 

Parent Relations 
• Conduct child evaluations with families 

interested in enrolling in BRMS 
• Participate in Parent Orientation prior 

to opening of school 
• Maintain regular communications with 

parents regarding their child’s 
classroom work, behavior, social 
relations and emotional and physical 
health 

• Conduct two formal conferences 
yearly with parents 

•  Provide written reports for parents 
regarding the child’s academic, social, 
emotional and physical progress every 
9 weeks 

• Participate in presentation of parent 
workshops throughout the year on 
topics relevant to parents 

• Ensure that parents understand and 
adhere to classroom procedures and 
BRMS policies as presented in the 
Family Handbook 

Administrative and Professional Duties 
Maintain all reports required by the BRMS and DSS standards 
Report injuries in writing on an incident report, ensuring that parents are notified in timely manner 
Maintain records of behavior and health concerns 
Attend a minimum of 20 hours of training and/or continued education in the Montessori 
philosophy  
Adhere to all DSS, Health Department and Fire Department policies and procedures related to 
infection control, documentation of accidents, emergency preparedness, fire drills, and reporting 
suspected child abuse 
Know and adhere to ALL BRMS policies and procedures 
Communicate to Head of School regarding classroom issues, concerns, and needs  

The Assistant Teacher 
The Assistant Teacher provides support to the Lead Teacher, assists in overseeing the activities and 
schedule of the classroom, helps in the preparation and maintenance of the environment, and 
assists in assuring that the needs of the children participating in the program are met.  The Assistant 
Teacher performs duties and responsibilities as a cooperative, contributing member of the BRMS 
team. This is a full-time position, typically requiring 7 to 8 hours per day. A high school diploma or 
GED equivalent is required.  Some experience in child-care and/or education courses is preferred. 
The Assistant Teacher is a salaried position, exempt from FLSA overtime requirements.  

Reporting Relationships: Lead Teacher and the Head of School 

Essential Duties and Responsibilities  
• Assist the Lead Teacher in developing classroom activities/materials  
• Assist in maintaining a safe, clean and orderly environment 
• Ensure that the classroom environment is prepared prior to children’s according to BRMS 

classroom preparation guidelines 
• Prepare/ assist in the preparation of healthy snacks that meet standards for DSS 
• Assist the lead in a variety of daily classroom needs such as group time, story time, and 

other activities  
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• Provide guidance to children in selecting work, appropriate use of materials, and care of the 
Montessori environment 

• Supervise/present lessons as requested by the lead 
• Provide toileting and diapering assistance 
• Assist in supervision of children during lunch and playground activities 
• Assist in supervision of naptime 
• Provide guidance to children with appropriate behavior according to BRMS’ discipline policy 
• Report injuries in writing on an incident report and turn it into the Lead Teacher 
• Report behavior and health concerns directly to the Lead Teacher 
• Attend staff meetings and trainings 
• Provide feedback and support in observations and children’s records as requested by the 

Lead Teacher 
• Adhere to all BRMS and DSS policies and procedures related to infection control, 

documentation of accidents, emergency preparedness, and reporting suspected child abuse 

Teaching Aide – Part Time 
The Teaching Aide provides support to the Lead Teacher and Assistant Teacher, assists in 
overseeing the activities and schedule of the classroom, helps in the preparation and maintenance 
of the environment, and assists in assuring that the needs of the children participating in the program 
are met.  The Teaching Aide performs duties and responsibilities as a cooperative, contributing 
member of the BRMS team. This is a part-time position, typically requiring 4 to 7 hours per day. A 
high school diploma or GED equivalent or current attendance to high school is required. Must be a 
minimum of sixteen years of age. Some experience in child-care and/or education courses is 
preferred. The Teaching Aide is a salaried position.  

Reporting Relationships: Lead Teacher and Assistant Teacher, and ultimately the Head of School. 

Essential Duties and Responsibilities  
• Assist in maintaining a safe, clean and orderly environment 
• Prepare/ assist in the preparation of healthy snacks that meet standards for DSS 
• Provide guidance to children in selecting work, appropriate use of materials, and care of the 

Montessori environment 
• Provide toileting and diapering assistance 
• Assist in supervision of children during lunch and playground activities 
• Assist in supervision of naptime 
• Provide guidance to children with appropriate behavior according to BRMS’ discipline policy 
• Report injuries in writing on an incident report and turn it into the Lead Teacher 
• Report behavior and health concerns directly to the Lead Teacher 
• Attend staff meetings and trainings 
• Provide feedback and support in observations and children’s records as requested by the 

Lead Teacher 
• Assist in BRMS established closing procedures 
• Adhere to all BRMS and DSS policies and procedures related to infection control, 

documentation of accidents, emergency preparedness, and reporting suspected child abuse 
“The task of the educator lies in seeing that the child does not confound good with 
immobility, and evil with activity, as often happens in old-time discipline.” 
– Dr. Maria Montessori 
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Personnel Records / Requirements 
BRMS will request, use and retain only that personal information about employees that is required 
for school business or as required by law. The following information must be included in employee 
personnel files: 

� Application/Resume 
� Documentation of two references 
� Emergency Contact – Including Allergies and Health Issues 
� Sworn Disclosure (Every 5 Years)  
� Criminal Record Check (Every 5 Years)  
� CPS Clearance (Every 3 Years)  
� TB Test (Every 2 Years)  
� Federal W-4  
� VA-4  
� I-9 & 2 forms of ID  
� Direct Deposit  
� Health Insurance Release 
� Retirement Participation Release 
� Certifications/Diplomas 
� CPR/First Aid (Every 2 Years)  
� Documentation of Orientation 
� DHO Certification (Every 2 Years)  
� Choking Hazard Training Certificate  
� Abuse and Neglect Certification (Every 2 Years)  
� Code of Ethics 
� Employee Handbook Certificate (Every 2 Years)  
� Emergency Preparedness Certificate (Every 2 Years) 
� DMV Record (Designated Bus Drivers Only) 

Confidentiality  
Every employee agrees to keep any information regarding enrolled children, their families, and co-
workers completely confidential. Careless remarks, gossip or other information that is said about 
students, parents, or colleagues, including sarcastic remarks or personal opinions about parents or 
children are unacceptable. This is a violation of trust to all involved and failure to maintain these 
levels of ethics, loyalty, and confidentiality will result in immediate dismissal from BRMS.  

 “Never speak ill of the child in their presence or absence” - Dr. Maria Montessori 
All employees must take special care about when and how they are speaking about students, co-
workers, and parents. Speaking about a student, co-worker, or parent in front of students, in the 
hallway, and/or in public places is unprofessional and unacceptable. Be aware of your surroundings 
at all times. 

Inappropriate Behavior and Harassment Policies 
It is the policy of BRMS that all employees are entitled to a harassment-free, productive, and 
peaceful work environment and will have management support in reporting any type of harassment 
or related inappropriate behavior they may encounter. This policy applies to employees, vendors, 
parents, volunteers or guests at the school location or wherever BRMS students are present in 
accordance of official school business. 
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Harassment 
Harassment is defined as verbal or physical conduct that has the intent or effect of unreasonably 
interfering with an individual’s or group’s work performance, or that creates an intimidating, hostile, 
or offensive work environment. The basis for harassment includes, but is not limited to age, race, 
gender, disability, religion, or sexual orientation. 

Sexual Harassment  
Sexual Harassment is defined as any unwanted or unwelcome attention or action of a sexual nature 
and/or a continuing pattern of unwelcome sexual advances, request for sexual favors or physical 
contact of a sexual nature under any of these conditions:  

l. When submission to the conduct involves a condition of the individual’s employment, either 
stated, suggested or implied.  
2. The individual’s submission or refusal is used, or might be used, as the basis of any 
employment decision that affects the individual.  
3. The conduct interferes with the individual’s job performance or creates a work 
environment that is intimidating, hostile, or offensive.  

Sexual harassment is prohibited whether committed by supervisors/administrators, or by co-workers 
or non-employees. Sexually harassing conduct might include, among other things, use of sexual 
comments or jokes, sexual remarks about a person’s body, clothing, or sexual activities, patting, 
pinching or other offensive or unwelcome touching, displays of sexually suggestive pictures or 
objects, or unwelcome sexual advances or passes. The intent of the harasser is not the determining 
factor; what counts is the perception of the recipient of the behavior. Employees who have questions 
about what constitutes sexual harassment should go to the Head of School for clarification.  

Gossip 
Gossip among School employees will not be tolerated. When employees have concerns, they should 
follow the procedure in this policy to resolve such concerns. Gossip undermines the efforts of all 
employees to operate a successful school and may be grounds for disciplinary action, up to and 
including termination of employment. Malicious comments, gossip and other hurtful comments will 
damage the potential we have of working together harmoniously and enjoyably. The quickest way to 
stop gossip is to refuse to listen to a gossip-type comment and to say you’d rather not talk about 
others in a destructive way. If a comment about yourself or another person passes down to you via 
the “grapevine,” try going to the person and directly ask them on the comment. We must figure out 
creative ways to stop the practice of gossiping about others. Participation in malicious gossip about 
another employee, child, parent or family may be grounds for dismissal. We have several of our 
teachers’ children attending our school. They deserve the same consideration and respect that all of 
our students receive. They are not to be discussed with teachers other than their own parents, and 
of course, they are never to be the objects of gossip or thoughtless remarks. The communication 
channels are to be the same for employee parents, as it is for any parents. 

Inappropriate Behavior 
Additionally, even though a person’s behavior might not be covered by the above definitions, it 
nevertheless may not be professional or consistent with a good working environment. An employee 
whose conduct is inappropriate will receive an explanation of the inappropriateness of the behavior; 
if the inappropriate behavior continues or reoccurs, or if a specific incident is severe, disciplinary 
action will be taken. 
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Reporting Harassment or Inappropriate Behavior 
BRMS’ Harassment Policy assures employees of BRMS support in reporting any type of harassment 
or related inappropriate behavior. Employees experiencing or witnessing any type of harassment or 
inappropriate behavior should use the following procedure: 

1. Deal with it immediately, advising the person that the behavior is inappropriate and must stop 
now 

2. If an employee prefers not to discuss the matter with the offender, or the offender fails to 
respect the request, report the incident to the Head of School as soon as possible.  

Reporting to a co-worker is not sufficient and has now turned what is a serious matter, into 
gossip. 
Employees who have information about violations of this harassment policy but do not provide this 
information to the Head of School or do not cooperate in any investigation are subject to disciplinary 
action. The Head of School will promptly investigate all reported incidents and take any appropriate 
corrective or disciplinary action, up to and including termination. Information will be revealed only on 
a need to know basis. BRMS will not condone or tolerate retaliation against any employee who 
reports possible harassment or inappropriate behavior or who assists with an investigation.  

If an employee feels uncomfortable reaching out to the Head of School to report a 
harassment situation, they may contact the schools Harassment Mediator. This number 
is posted in the kitchen and on the staff contact sheet. Petty slights, annoyances, and 
isolated incidents will not rise to the level of illegality and the mediator should not be 
utilized for these matters. 

Smoke/Tobacco - Free Workplace  
Blue Ridge Montessori School is a smoke-free workplace. Smoking, chewing tobacco, and vaping 
are prohibited on school grounds, parking lot and buildings. All employees are expected to adhere to 
this policy and are encouraged to make certain others also follow this policy.  

Substance Abuse/ Drug-Free Workplace  
Blue Ridge Montessori School is a drug-free and *alcohol-free workplace. It is the policy of the 
school that use, possession, manufacture, distribution, transfer, purchase or sale of illegal drugs or 
controlled substances on its premises is strictly prohibited.  
All employees are expected to report to work and perform their duties unimpaired by any substance 
abuse. Any employee suspecting another employee of being under the influence of any substance 
that impairs his or her ability to perform their duties is required to report any and all known 
information to the Head of School immediately. 
Any employee charged or convicted of violating any federal or state criminal drug statute while 
employed by Blue Ridge Montessori School must notify the Head of School no later than 48 hours 
after the violation.  
*Occasionally, BRMS will offer for sale or as a courtesy, alcohol at school functions. While 
employees are allowed to participate in these festivities, they are not allowed to become intoxicated 
and are expected to use judgement and restraint about their personal tolerance to alcohol. 
Employees are expected to maintain professional conduct at all school functions. Becoming 
intoxicated at or during a school function is grounds for immediate dismissal. Employees under the 
age of 21 may not under any circumstances drink alcohol. 
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Employee Code of Ethics 
To ensure the orderly operation of BRMS and to provide a safe and welcoming learning environment, the 
School expects all employees to follow certain codes of conduct and exhibit ethical behavior. The following 
list provides examples of these expectations of all employees of Blue Ridge Montessori.  

Confidentially: includes personal information about children and families, organizational problems, 
and individual employee matters. All records, files, conversations and conferences are held for the 
benefit of the child and are strictly confidential. 

Respect for the Child:  Your first responsibility is to the children, to protect the health and safety of 
those in your charge and that of any other children from the School when they are near you. Always 
be alert to any safety hazard; avoid even the appearance of a safety hazard, of poor supervision of 
children, or of inattentiveness to their needs. This includes a positive, optimistic attitude about 
children, a cooperative spirit, a nurturing of independence, a recognition of unique individuality, trust 
in the child’s work, finding the right activity and listening to and observing in order to follow the child. 
One should avoid pride and anger, speaking ill of the child, sarcasm, teasing, over-reacting to 
misbehavior, and implied reward and punishment. One should be sensitive to the child’s desire to be 
comforted with a sensitivity to the child’s developing independence. When making presentations, the 
child’s interest level should be considered so that one stops before the child tires. Phrasing of 
instructions should be direct and to the point. When communicating with the child, come down to the 
child’s height. 

Preparation of the Environment:  includes developing a complete Montessori program, caring for 
the environment including animals, plants, and the Montessori materials, and initiating change in 
order to provide continued stimulation.  

Parent Relations and Education: You have a responsibility toward parents, so conduct yourself 
and your class in such a way that they do not have to worry about their children's emotional or 
physical safety. In the difficult job of raising a child in today's world, and as they also cope with the 
problem of dual career demands and perhaps changing family structure, parents count on your 
support, encouragement, and help. You are expected to be non- judgmental toward parents, no 
matter their lifestyle, ethnic group, culture, or goals/expectations for their children that may be 
different than yours.  
This includes the dissemination of Montessori principles, recognition of parents as primary 
educators, accessibility of information regarding individual children, and communication about 
general classroom activities. 

Good Work Relations: include working and socializing cooperatively, remaining non-judgmental of 
co-workers, demonstrating trust and respect, maximizing communication through staff meetings, 
celebrating holiday events, program support, and school-wide projects. Malicious comments, gossip, 
and other harmful behaviors should be ignored and suppressed. Ultimately, you have a responsibility 
toward one another, to support and nurture one another in the work place. Living by the Golden 
Rule, “Do unto others, as you would have them do unto you,” is the best way to be a part of an 
educational community.  

Professional Improvement: includes upgrading skills, participation in Montessori workshops, 
keeping abreast of current educational developments, and open-mindedly seeking ways to improve 
teaching techniques and the classroom environment. 
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Problem Solving: includes discussing problems with the person who can make the change that is 
needed or seeking reasons why the changes cannot be made. Someone acting in an assertive way 
makes clear, direct, non-apologetic statements about his/her expectations and feelings, criticizes in 
a descriptive, rather than a judgmental way, persists in following through on an issue even when 
meeting resistance, listens to others’ views respectfully, and negotiates and compromises. 

Professional Conduct: includes keeping private affairs outside the workplace, maintaining 
agreements at all levels regarding performance of duties, being sensitive to the needs of individual 
children and employees, being flexible based on the needs of the students and of the school 
community, directing concerns to the appropriate party, abiding by the regulations and policies of the 
school, and supporting the mission of BRMS. 

Personal Conduct 
Blue Ridge Montessori School expects all employees to avoid activities that create conflicts of 
interest with their responsibilities to the school. Each employee has an obligation to refrain from 
activities which conflict or interfere with school operations or with others with whom the school does 
business.  
Conflicts of interest include, but are not limited to: 

1. Outside employment with a competitor.  
2. Babysitting/tutoring current enrolled students and or siblings. 
3. Legal requirements — employees must not do anything that violate any local, state, or federal law.  
4. Fair competition — all employees will conduct themselves in a fair and ethical manner when 
dealing with children, parents, and all others connected with the school.  
5. Political activities — all support of political candidates must be on employee’s own time, with no 
use of school facilities, equipment, or supplies. 
6. Social Media: - the Administration of BRMS monitors employee conduct on social networking 
sites; negative or derogatory comments about children, parents, co-workers and/or the school is 
grounds for disciplinary action, including termination. Employee must NOT post any pictures of 
BRMS current or former students on their personal social media. 
7. In general, friendships with parents are difficult and often counter-productive. These types a 
friendships can quickly become toxic for you and the parent and ultimately can put you in a serious 
situation of a conflict of interest that may jeopardize your employment. It is best to avoid the situation 
altogether, but if the situation arises, you must retain your professionalism and avoid conversations 
about the school, children, or co-workers. 
8. Employees are prohibited from accepting “friend requests’ or sending “friend” to or from currently 
enrolled parents, grandparents, extended family members or students. 

Professional and Personal Responsibility  
As an employee you have a responsibility toward the school, its reputation and its success 
educationally. You interpret, by your words and your performance, the school's mission and aims; 
know what we stand for and believe in it. Dedicate yourself to providing the most effective education 
for all the children in your care.  

Dress Code 
The Montessori philosophy promotes beauty and order, this includes the teacher and assistants as 
well. All employees must strive to maintain this ideal and appear neat and clean on a daily basis. 
Employees should dress appropriately for an environment that is working with children. BRMS’s 
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official dress code for all employees is “smart casual”. This includes jeans, provided they are well 
fitted, as well as shorts, provided they meet the aforementioned standards.  
Employees should dress in clothing that allows for free movement and allows for getting down to the 
children’s level/floor. BRMS considers the following articles to be unprofessional:

Shorts (booty type) 
Short Skirts (Mini skirt) 
Shirts that reveal excessive 
cleavage 
Exposed undergarments 

Torn, stained or ripped jeans  
T-shirts with inappropriate 
advertisements, pictures, or 
comments 

Exercise apparel; sweats, 
bike shorts 
Tube-tops

Fragrances and Perfume 
BRMS does not allow employees to wear fragrance/perfumes. We have employees and children 
who will have an allergic reaction to fragrances. These reactions are actually reactions to the 
chemicals used to create the fragrance. The reactions can be as mild as a headache or as severe as 
an asthma attack. Because of this, we do not permit employees to wear perfume, or fragrant lotions

Cell Phones and Personal Devices 
The unauthorized use of cell phones and other personal devices is strictly prohibited during 
working/contract hours. Unauthorized cell phone use during work hours is unprofessional and 
distracts from the supervision of children. Employees may use their cell phones before or after their 
shift begins or during their break as long as they do so outside of School or in the break room with 
the door closed, so conversation does not drift into the hall. Cell phones and other personal devices 
are not to be used in the hallways or outside in the path of entrances and exits. Only School-issued 
technological (see School Technology Policy) devices are permitted in classrooms, hallways, and 
other common areas where children may be present. At all other times, personal cell phones and 
other personal devices must be turned off, completely out of sight, and away from the employee’s 
person. Accordingly, employees are highly encouraged to leave cell phones in their cars whenever 
possible. Administration reserves the right to confiscate any personal cell phones or other personal 
devices being used in violation of the foregoing. Confiscated devices will be returned to the 
employee upon completion of the workday.  

Photographs and Videos 
Lead teachers or their designee may take pictures of the children working and playing while at 
school. These pictures should be published immediately to Transparent Classroom and tagged to 
the appropriate families. These pictures should always be positive and show the classroom and child 
in a positive way. The rule of thumb for Nido and Pre-Primary is a minimum of one picture per child 
each week, Primary and Elementary is a picture of each child per month. While these are basic 
minimums, the focus in the classroom must always be the children and not the need or desire to 
photograph everything. This is the only authorized use of phones beyond an emergency 
situation. Pictures should be immediately deleted from the employee’s phone after loading into 
Transparent Classroom. Employees are prohibited from sharing photos or videos of children or 
children’s work on ANY social media format or used for any personal reason. There are NO 
EXCEPTIONS. 

Personnel Records 
Personnel records are highly confidential and must be handled with utmost care. Employee records 
will be handled solely by the Head of School, except in unusual and exigent circumstances. The 
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Head of School may review these files as necessary to carry out its official business. BRMS retains 
personnel files for 3 years after employment termination. 

Periodic Reviews 
The Head of School will periodically review each employee’s personnel file. Information deemed 
unnecessary or inappropriate by the Head of School will be removed and destroyed. The Head of 
School will notify the employee of information that needs updating giving them a timeline or due date 
for the required documentation. 

Employee’s Right to Review 
Employees may review their personnel files at reasonable times during office hours. Arrangements 
should be made through the Head of School. Employees are not authorized to remove the personnel 
files from the school office or to remove or copy any information contained within the files. Such 
action may result in disciplinary action, including termination. An employee may take notes and/or 
request single copies of any pages in the files. 
An employee may request that the Head of School remove any inappropriate, improper or 
unnecessary material from the file. Any such petition must contain the employee’s name and 
position at the school, a complete description of the offending material, and the reasons and 
explanation as to why the material should be removed from the employee’s file. The Head will 
schedule a meeting to hear the employee’s grievance and shall provide the employee with notice of 
the decision in writing. 

Release of Information 
BRMS will not release information to outside sources without the employee’s written consent except 
for employment verification, criminal background checks, and as required by law. 

Do Not Compete 
In the event you leave or are separated from BRMS employment, you agree not to solicit, either 
directly or indirectly, business from, or undertake with any families enrolled while you were in 
the employ of BRMS, or any other BRMS families for a period of one year thereafter. In 
addition, you understand that, upon such separation, BRMS will have the right to send a letter to 
any or all of your student families, advising them that you are no longer in the employ of BRMS 
and that the classroom has been turned over to another BRMS teacher. 
In addition, you agree that you will not solicit, either directly or indirectly, employees from, or 
of, BRMS or any other BRMS employee for a period of one year thereafter. 

Required Training Hours  
All teachers are expected to fulfill the annual training hours as required for continuing licensure with 
the Virginia Department of Social Services. Once an employee has signed up for a specific class or 
training session, it is expected that every effort will be made to attend. Certificates of participation 
should be given to the Head of School for addition to the employee’s file. All employees are required 
to have a minimum of 20 hours of continuing education annually. Up to 2 hours of CPR and/or first 
aid training may count toward this annual training. CPR/First Aid and Child abuse training is a 
required training. BRMS does not reimburse for training. Occasionally funds are donated to BRMS 
for teacher training. Please contact the Head of School for further information. BRMS requires a 
minimum of 15 hours be Montessori related. 
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Annual Retreat 
BRMS plans an annual retreat for all employees. This retreat is typically over a weekend and out of 
the general area of the school.  

CPR/ First Aid  
It is required that all BRMS teachers have current CPR and First Aid Certification.  It is the 
responsibility of teachers to obtain and renew their CPR and First Aid Certifications. Copies of these 
certifications are required in the teachers personnel file within 90 days of employment and/or 30 
days of expiration date of certification. BRMS does not reimburse for CPR/First Aid courses or 
renewals. Occasionally, a certified parent volunteer may provide this training at no cost. CPR and 
First Aid courses/renewals count for 2 hours towards the required 20 hours of annual training. 

Medication Administration Training - MAT 
At least four teachers (whose hours overlap) are required to have current MAT training. MAT counts 
2 hours towards the 20 hours of required training.  

TB Testing 
All teachers are required to be TB tested within the first 10 calendar days of employment with BRMS 
and re-tested every 2 years thereafter. BRMS does not pay or reimburse the cost for this test. It is 
the employee’s financial responsibility to have this test administered.  

Suspected Abuse/Neglect Policy 
All employees must participate in a child abuse/neglect training. By law, employees are required to 
report any suspected cases of child abuse and/or neglect.  If abuse or neglect is suspected, this is 
the procedure employees will follow: 

1. Document concerns/observations in writing; documented behaviors, comments, pictures of 
bruises, etc. 

2. Immediately report observations with the Head of School (Teachers need to submit 
observations to Head of School in writing). 

Head of School will report suspected abuse to Child Protective Services. 
Emergency Preparedness Plan 
The school maintains an emergency preparedness plan that addresses employee’s responsibility, 
communications procedures, and facility readiness for emergency evacuation and shelter-in-place. 
This plan addresses several emergency situations, including natural disasters and missing child.  A 
copy of the Emergency Preparedness Plan is located in the school office.  All teachers must be familiar 
with these procedures. Employees must review this plan annually. 

Employee Attendance and Punctuality 
Employee absenteeism causes a hardship for children, families and co-workers and disrupts the 
harmony of the school. Absences require maneuvering other teachers for coverage, thereby 
extending the disruptions throughout the entire school. Generally, absences will only be approved for 
sound medical reasons only.  

Personal business, non-emergency medical appointments, vacations, and so on, should be 
scheduled during the many school holidays, during scheduled breaks, or after work hours. All 
employees are expected to be at work, as scheduled, on time.  

Employees with above average absenteeism and/or tardiness, as calculated by the Head of School, 
may be subject to disciplinary action and/or termination of employment, and will be required to 
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document the reasons, including providing a physician’s certificate. Personal time will not be 
approved until the situation is resolved. 

An absence is the failure to report for work or to remain at work as scheduled. It may include late 
arrivals and early departures as well as absences for an entire day. 

Unexcused absences are unacceptable and will result in immediate termination.  

Contract Hours and Breaks 
School hours are 7:30 am to 5:30 pm. All employees are expected to be on time for their designated 
contract hours. “On time” means at the location where you are expected, (e.g., on the 
playground, in the classroom, etc.) not simply in the school building or parking lot. 
Promptness must be a daily habit. When you are late you are disrespecting your co-workers’ time, 
presenting them with unnecessary hardship, and asking others to do the work for which you are 
responsible and being paid for.  

BRMS believes that employees need time during the school day to recharge away from the 
classroom, so we strive to provide each employee with a break time during their day. Breaks are 
not required by the Commonwealth of Virginia or by federal law. Bona fide meal periods (lasting 
30 minutes or more) are not considered time worked and, thus, are not compensable. Breaks are 
considered an added benefit and may be cancelled, shortened or rearranged to accommodate 
the needs of the School. The duration of employee breaks is determined by the number of hours 
worked in a given day. Employees working the following number of hours typically receive the 
following break:  

• 6 hours or less = no break  

• 6 to 7 hours = 15 minute break  

• 8 to 9 hours = 30 minute break  

• 9 + hours = One hour break 
Breaks in excess of 30 minutes may be divided, but the School strives to provide at least one break 
that is at least 30 minutes long. Breaks will generally be at the same time each day. In the case of 
employee absences, break times are subject to change. Break times may also be changed from time 
to time during the school year. Employees are responsible for starting and ending their breaks 
on time. Unauthorized extensions of breaks are prohibited and grounds for discipline. Unauthorized 
extensions of breaks may result in employees having to extend their work hours.  

Participation/Attendance at School Functions 
School functions as noted on the academic calendar and events calendar may occur in the evenings 
and/or weekends. Employees are expected to attend these functions as a part of their employment 
at BRMS.  

BRMS and the school PTO sponsor evening meetings, workshops, open houses, and parent forums 
during the school year. The employees are expected to participate in the classroom-related 
meetings and events, the Parent Orientation Night, Parent Education Nights, Graduation, Annual 
Employees Retreat, and the Year End BBQ/Potluck. If you cannot attend one of these functions, you 
must be excused by the Head of School. 

Employees will participate in the creation of the school events calendar in order to avoid 
conflicts and clusters of activities requiring our attendance. 
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Staff Meetings 
Full staff meetings will be held on second Monday of the month at 6:00pm. All employees are 
required to attend. Lead Teacher meetings will be held on the 1st Monday of the month at 3:30pm. 
All Lead Teachers are required to attend. These meetings are designed to assist in planning, to 
allow open discussion of ideas, relevant issues, and to develop genuine communication among 
faculty, and provide training on various topics relevant to our daily work with the children. If you must 
be absent due to an emergency or illness, you are responsible to inform yourself of the content of 
the meeting and any policy changes or procedures discussed. Special or emergency meetings may 
be scheduled occasionally without notice. 

Teacher Work / In-service Days 
These days are the contracted days from August 15th until the first day of school at the beginning of 
the academic year and the days following the last day of school in the academic year through 
June15th. All Salaried employees are required to attend these days. The teachers meet frequently to 
prepare, evaluate, and communicate during these periods. This is also the time to work on the 
classroom environments. 

Parent Education Series 
Each year BRMS conducts a Parent Education Series. This series may consist of 4 –6 education 
nights spread throughout the school year. Lead Teachers are required to participate in the 
preparation and implementation these nights. Please refer to the Events calendar for dates and 
times. 

Tours and Admissions 
Blue Ridge Montessori is the only nonprofit Montessori school in our area that offers a full range 
Montessori education, with levels from the youngest children’s community; infants through 
adolescents.  
Our admissions period for new students generally begins in October and ends in April. School tours, 
student evaluations, and student classroom visits occur during this time. Teachers should have the 
expectation that a potential family is in the building at all times and should conduct themselves in the 
most professional manner at all times. Remember your Grace and Courtesy. As an employee you 
are an ambassador of BRMS, the physical embodiment of our mission. You are the first impression 
potential families receive about our school and our community. To put it bluntly; BRMS’ income is 
solely based upon tuition, thus, no enrollment, no income, no employment. We understand that tours 
can be disruptive to the classroom and the administration works diligently to minimize these 
disruptions. Unfortunately, there are times and situations that are disruptive, but we must maintain 
our professionalism despite the inconvenience.   

It is part of our mission to provide families with an authentic Montessori education. We keep our 
mission foremost in mind when placing new children into our classroom communities.  

When we receive a child’s application and fee, the child’s application will be reviewed, and when a 
possible placement is determined, the Director of Admissions will contact the family to arrange a 
student evaluation and parent interview with our Head of School. Lead teachers are expected to 
conduct student evaluations. 

We strive for communities that reflect balance and diversity. Criteria for placement is based upon 
space availability, and the child’s readiness for the program as well as the parent’s commitment to 
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the Montessori philosophy and our school culture. Acceptance and placement of children are the 
sole decision of the Head of School.  

Security Key Fob  
BRMS is a secure facility. Each employee will receive one “swipe tag” or key fob for our security 
system. This tag/fob will give you access to the facility during our operating hours 7:30-5:30, and 
only Monday through Friday. Please make every effort to keep your fob safe and have it readily 
available when arriving at the school. If you should lose your fob, you are required to report it 
immediately to the school office, so we can deactivate the fob. All key fobs are the property of BRMS 
and must be returned upon departure from BRMS. There is a $20.00 charge for lost and/or 
unreturned fobs that will be deducted from the final pay check. All employees are required to have 
their key fob with them at all times.  

Employee Evaluations  
Evaluations happen in a two-fold fashion. 1. The Head will observe each classroom in the fall of 
each year (approximately October) The Head of School or their designee shall devise appropriate 
instruments of personnel evaluation and annually undertake the evaluation of all BRMS employees. 
These reviews will take before new contracts are issued and shall take place no later than May 1st of 
the academic year. The Head shall keep records of all personnel evaluations for each teacher, 
assistant teacher, and other employees. 

Injured Employee - Workman’s Comp 
If you are injured during your contract hours and need to see a physician, you must contact the Head 
of School to file a workman’s Comp claim.  

Resignation 
An employee desiring to resign shall submit a written resignation to the Head of School. Contracted 
employees shall give a minimum of one (1) month and/or thirty (30) day notice, hourly employees 
must give a two week notice prior to the effective date of resignation. 

Layoff Policy 
Layoffs may result from budgetary restraints, course reductions and/or program changes, decreased 
enrollment, financial emergencies, reorganization or other factors as the Head of School determines. 
The school will make reasonable efforts including reduction of work hours, where feasible, to prevent 
a reduction of work force. However, BRMS retains the right to reduce its workforce either 
permanently or temporarily, after other alternatives have been reviewed by the Head of School.  
The school will reduce its workforce on the basis of the most qualified employees for the available 
work, as determined by the BRMS Head of School and BOD. Seniority will be the tiebreaker if two 
employees are deemed equally qualified. Qualifications will be by material available in the personnel 
file, performance evaluations, and other relevant material available to the BRMS Head of School and 
BOD. Whenever possible, employees will be given a minimum of two (2) calendar weeks’ notice 
before layoff. 

Termination/ Demotion/ or Suspension 
The school retains the right to terminate, demote or suspend any hourly, part-time, temporary, or 
probationary employees at any time for any reason.  
Regular full-time employees shall be given specific reasons for pending disciplinary action and an 
opportunity for a hearing with the Head of School before a decision is made whenever possible. 
Regular full-time employees may be terminated, demoted, or suspended. Reasons may include, but 
are limited to: 



 

 

 
 

6 

Unsatisfactory work performance. Prior to such a decision, the employee will be given written 
warning by the Head of School identifying the performance deficiencies, outlining improvement 
needs, and a schedule for subsequent performance reviews. 
Some acts, which are reason for suspension without pay, or dismissal without written warning, 
include, but are not limited to: 

a. Personal conduct that prejudices the reputation, effectiveness or quality of the school, or a 
school program or service 

b. Conviction of a serious crime relating to honesty or moral turpitude involving children 
c. Acting repeatedly in a manner which tends to lower the discipline or morale within the school, 

or that adversely affects the school’s responsibility to render prompt, courteous, effective and 
efficient service 

d. Inability or willingness to take direction or reasonable assignments 
e. Gross or continued neglect of duty, or negligence in performance of duty 
f. Excessive or unapproved absence or tardiness 
g. Striking or abusing a child 
h. Harassment or discrimination 
i. Willful destruction of school property or that of another person 

The school will endeavor to give terminated employees, except those under immediate dismissal, 
two (2) weeks’ notice in writing. 
Advance notice of discharge may be waived by the Head of School for justifiable cause such as 
safety, security, unauthorized absence, a negative impact on the reputation or operation of the 
school programs or services. An employee terminated by immediate discharge will not receive any 
additional pay other than pay earned during completed scheduled days worked. 

Work/Supplies and Material Requests 
At the end of each academic year the Lead Teachers shall submit in writing a materials and 
consumables needs lists for the coming school year. The approval and purchasing are at the 
discretion of the Head of School and is based on the overall material needs of the school and 
budgetary restrictions. 

Reimbursement 
The Lead Teachers may at their discretion, spend up to twenty-five ($25) dollars, and submit the 
receipt to the Head for reimbursement. Amounts over twenty-five ($25) dollars must be approved by 
the Head of School. Assistant teachers must first gain approval about item content from their Lead 
Teacher and then obtain approval from the Head of School before making purchases for the 
classroom. Amounts over twenty-five ($25) dollars that were not approved by the Head of School will 
not be reimbursed. 

Ownership of Materials/ Material Making 
School-owned materials: all materials donated by parents, assistants, libraries, other schools, etc., 
are the property of BRMS. Any materials donated, or materials purchased for the teacher as a gift for 
his/her classroom are to remain the property of BRMS. 

Teacher-directed materials: these are materials that have been researched and directed by the 
teacher but typed, traced, colored, and/or otherwise assembled by parents or assistants, or the 
teacher during contract hours/days. The raw supplies for these materials have been provided by 
BRMS. These materials are thus the property of BRMS. Upon departure from BRMS, the teacher 
should have the benefit of her special research and the time invested in these directed materials. 
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Therefore, the teacher may, within the first two months of contract termination, duplicate these 
research materials at the teacher’s own expense, or, if they are unable to be duplicated, the material 
may be purchased by the teacher from BRMS at a mutually agreed upon price. Also, papers, 
presentations, and projects developed for BRMS sponsored presentations become part of the 
school’s resource file. 

Teacher-owned materials: These are materials for which the teacher has provided the raw 
materials and assembled them without use of any parent or assistant labor and have labored on 
them outside of contract hours/days. The teachers should purchase their own supplies if it is their 
intent to keep these materials. When such materials are used in the classroom, laminating costs are 
not charged. Teacher-owned materials should be labeled with the teacher’s name and/or included 
on the teacher’s personal inventory list. A copy of this list should be kept within the teacher’s 
personnel file. It is the responsibility of the teacher to update this list as needed. When the teacher 
leaves BRMS the school may opt to purchase these materials from the teacher at a mutually agreed 
upon price. 

School Property  
Employees will not remove school property without explicit permission from the Head of School. This 
includes, but is not limited to:  
1. Materials, equipment and tools  
2. Property owned by the school or other 
employees  

3. Any confidential information pertaining to 
school operations, personnel, and students. 
4. Classroom and school pets.    

Grievance Procedures 
Disagreements and misunderstandings can arise concerning the interpretation or application of 
school policies and procedures. The employees of Blue Ridge Montessori School are the facility’s 
most important assets; therefore, every effort is made to make the school a positive and healthy 
environment in which to work. 
If you perceive a problem, first discuss the problem with the Head of School. They may request a 
written narrative as well. After an investigation, you will receive a written response. If the problem 
pertains to the Head of School, you are asked to contact the current President of the Board. The same 
procedure will occur. The President may appoint a committee comprised of board members to further 
investigate the incident. The President’s decision is final and binding.

“An education capable of saving humanity is no small undertaking: it involves the spiritual 
development of man, the enhancement of his value as an individual, and the preparation of 
young people to understand the times in which they live.” — Dr. Maria Montessori 
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Payroll Procedure  
All employees will be paid on a semi-monthly basis (the last day of the month and the 15th of the 
month) In the event of the fifteenth and/or the last day falls on a weekend or a recognized holiday, 
pay will be deposited on the last working day prior to that date/day. Salaries will be disbursed over 
24 or 20 pay periods; 12-month contracts are 24 pay periods, 10-month contracts are 20 pay 
periods.  Standard payroll deductions, such as FICA, federal and state income taxes, sick/personal 
leave are noted on the payroll stub. Payroll is processed through Paychex and all employees are 
encouraged to set up their own account to access payroll stubs and information. Payroll is direct 
deposited into a bank account that the employee designates. BRMS rarely distributes paper checks. 
Any discrepancies in an employee’s payroll check should be reported to the Head immediately.  

Employment Compensation Classifications 
For purposes of compensation, employees are divided into two classifications: Exempt and Non-
Exempt Employees. 

Non-Exempt Employees whether salaried or hourly are eligible for overtime at time and one half of 
the employee’s regular rate for time worked in excess of forty hours in any single workweek.  
Salaried Exempt Employees are paid a set salary for any workweek in which the employee performs 
any work for the School, without regard to the number of days or hours worked and are not entitled 
to overtime.  

Employees will not be paid for any workweek in which they perform no work. These are days that 
are outside of their contract days.  
Generally, deductions will not be taken from the salary of a Salaried Exempt Employee. For 
example, deductions from the salary of an Exempt Employee shall not be made for absences 
occasioned by the School’s decisions or by its operating requirements or any time when the Exempt 
Employee is willing and able to do work, but work is not available.  

However, deductions may be taken from the salary of an Exempt Employee in the following 
circumstances:  

• The Exempt Employee is absent from work for one or more days for personal reasons, 
sickness or disability that is beyond their PTO allowance or accumulation. 

• The Exempt Employee may have offset against any salary to be paid in a workweek any 
amount received for jury fees, witness fees, or military pay in such workweek;  

• The Exempt Employee is suspended without pay for a violation of a School safety rule of 
major significance;  

• An unpaid disciplinary suspension of one or more full days is imposed in good faith against 
the Exempt Employee for violating the School ‘s written rules governing conduct; or  

• The Exempt Employee fails to work the entire workweek in the initial or final week of 
employment with the School;  

• Family  

Administrators Fulltime Salaried– Exempt  
The normal workweek ranges between 35hrs to 50hrs per week. Scheduling is determined by the 
Head of School and will be established at the time the contract is handed out. Any breaks will be 
coordinated with colleagues in order to ensure that the offices have adequate coverage is 
maintained throughout the day. 
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Lead Teachers Salaried – Exempt  
The normal workday ranges between 7hrs to 9hrs per day. Scheduling will be determined by the 
Head of School and will be established at the time the contract is handed out. Any and all work 
breaks will be coordinated with colleagues in order to make sure that each classroom has adequate 
adult/child ratios. 

The Leads are expected to set up the classroom before the beginning of the school year and to 
assist with year-end inventory. They should also understand that the nature of the teaching position 
will require work outside of the normal workday on a periodic basis. 

Fulltime Salaried Employees – Non-exempt 
The normal workday ranges between 8hrs to 8.5hrs per day. Scheduling will be determined by the 
Head of School and will be established at the time the contract is handed out. Any and all work 
breaks will be coordinated with colleagues in order to make sure that each classroom has adequate 
adult/child ratios. 

Part-time Salaried Employees – Non-exempt 
The normal workday ranges between 5hrs to 6.5hrs per day. Scheduling will be determined by the 
Head of School and will be established at the time the contract is handed out. Any and all work 
breaks will be coordinated with colleagues in order to make sure that each classroom has adequate 
adult/child ratios. 

Hourly Employees – Non-exempt 
Hourly employees are scheduled based upon the needs of the school. Changes may occur in 
working hours as specific needs arise. All hourly employees are required to complete time records 
on a daily basis. 

Time Cards 
Substitute teachers and/or non-exempt salaried employees working to cover another employee who 
is out:  The employee covering for an absent employee must note on their time sheet who they are 
covering for. Time in and time out should be noted on time sheets.  If the employee gets a break, the 
employee needs to list time out at the start of the break and time back in at the end of the break. 
Hours worked are to be calculated on the time sheet for each day and for the entire time period on 
the sheet.  The Head is only responsible for checking your hours, not totaling them.  Time sheets 
need to be signed/approved by a director before being turned into the bookkeeper. 

NOTE:  Time sheets need to be worked on daily, not at the end of the period. If an employee is out 
on a day when time sheets are due, if the time sheet is up to date, then it can be pulled from the 
binder and signed off on by the Head, if it is not up to date there is the chance that your hours and 
pay are submitted incorrectly. 

Sick Leave 
Sick leave is to be used by employees only for the duration of their own personal illness, the illness 
of a dependent child, and/or medical emergency or disability. Sick leave more than 2 days must be 
accompanied with a doctor’s note. Sick leave is distributed annually with the following employee 
classification: 

Head of School and Administrators are eligible for twelve (12) days (96 hours) per year.  
Lead Teachers are eligible for ten (10) days (80 hours for fulltime employees and or 60 hours for 
part time employees) per year. 
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After one year of employment: 
Assistant Teachers are eligible for eight (8) days (64 hours) per year. 
Teaching Aides are eligible for eight (8) days (52 hours) per year. 
New salaried assistant teachers are eligible for five (5) days (40 hours for fulltime employees and or 
30 hours for part time employees) per year.  

Personal Leave 
Personal days are paid days that the employee is scheduled to work but does not work for a specific 
reason. Use of personal days may include but is not limited to religious holiday observations or 
family occasions, such as weddings or reunions. Personal Leave shall not exceed 40% of an 
employee’s annual sick leave allotment.  

Personal Leave shall not exceed two school days in length at any one time.  

Absences in excess of the employee’s assigned annual sick allotment shall be deducted from the 
employee’s salary on a 4-hour rate basis.  

Unused Sick Leave 
Employees who have sick leave remaining at the end of the school year, may bank those hours for 
the next contract period, up to the designated bank caps. However, if your contract is not renewed or 
you choose to resign, your unused leave will not be paid.  

PTO Bank 
Employees may maintain an accumulated credit of PTO hours. These hours can be utilized for PTO 
time beyond an employee’s annual allotment; specifically, Family Leave, Summer Vacation (12m. 
employees only), Leave of Absence, Bereavement, Professional Leave, Disability, an extended 
Illness or Injury.  

The accumulation of banked PTO hours shall not exceed: 

Administrators: 60 days/480 hours 
Lead Teachers: 45 days/360 hours 
Assistant Teachers: 30 days/240 hours 
Teaching Aide:  20 days/130 hours 

Unused banked PTO hours are not paid out as cash or salary. PTO is not eligible for cash pay-out 
upon separation from BRMS. No paid leave benefits are offered for hourly employees and/or 
substitutes.  

Absences in excess of the employee’s assigned annual sick allotment shall be deducted from the 
employee’s salary on a 4-hour rate basis.  

Vacation 
BRMS closes for four full weeks each year. Employees should take their vacation time on days when 
classes are not in session, e.g. winter, spring break, and summer break. For those employees who 
opt to work the summer camp sessions additional vacation times may be requested in writing by April 
15th of any given year and are subject to the approval of the Head of School. These requests should 
be timed within the summer camp sessions. Granting of summer vacation time will be dependent upon 
the timeliness of the request and the needs of the school. Summer vacation requests can utilize hours 
from an employee’s PTO Bank if they are a 12month employee only, 10month employees are not 
eligible for paid summer leave. If request is not approved the employee shall be expected to work as 
normal. 
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Leave of Absence 
All employees may be eligible for a leave of absence. A leave of absence shall not exceed 5 days 
school days in length, unless the leave is for medical reasons and accompanied by a doctor’s work 
release. Teachers on leave shall not receive compensation; however, a leave of absence may be 
covered in whole or part, by the accumulated PTO at the option of the employee and the Head of 
School.  

The granting of leave of absence does not guarantee an employee’s same position upon return to 
work. A leave of absence must be requested in writing to the Head of School with an anticipated 
start date and return date. A leave of absence is subject to the Head of School’ approval. 

Family Leave 
Blue Ridge Montessori understands the need for children to receive strong, loving care, particularly 
in the first weeks of life. The BRMS Family Leave applies to the birth of a child or the adoption of a 
child as well as incapacity due to prenatal complications (“Triggering Event”). BRMS offers up to 12 
weeks of maternity leave (“Family Leave Period”). For eligible employees only, Family Leave 
requires the use up to the exhaustion of any PTO the employee may have available and includes 
paid vacation that may fall under the first six weeks. Family Leave is only available to employees 
planning to return to work after their scheduled leave. Should the employee decide to resign after the 
employee’s Family Leave Period ends, the employee must reimburse the School for the PTO days 
utilized during Family Leave that was provided to the employee, if any.  

The Family Leave Period begins to run on the date of the Triggering Event. Family Leave runs 
concurrently with the first six (6) weeks of the Family Leave Period. Thus, if the Triggering Event 
occurs prior to the beginning of the term of the employee’s applicable Employment Agreement, the 
employee will be entitled only to the remainder of the Family Leave Period’s twelve (12) weeks, if 
any, and the remainder of the six (6) weeks of Family Leave, if any, when the term of the 
Employment Agreement begins. Additionally, Family Leave’s duration will not continue past the end 
of the term set forth in the employee’s Employment Agreement for the applicable School year.  

The granting of Family Leave does not guarantee an employee’s same position upon return to work. 
Family Leave must be requested in writing to the Head of School, with an anticipated start date and 
return date. 

Lead Teachers who take Family Leave are required to leave detailed written narratives on each 
student’s current academic level. The teacher must also leave detailed written plans for general 
lessons, themes, holiday projects, etc. Narratives and lesson plans should be submitted to the Head 
of School at least thirty days prior to the scheduled start of leave for review.  

Professional Leave 
The Head of School of BRMS may grant permission to teachers and other instructional teachers to 
attend educational seminars or classroom/school observations without loss of pay. A summary of the 
course and/or observation notes must be submitted to the Head of School of BRMS. This time will 
count towards the annual 20 hours of training. 

Bereavement Leave 
BRMS understands that at times employees will need to be absent from school due to the death of a 
loved one. Since we all experience these types of situations, the School has established a 
bereavement policy to ensure that employees are afforded fair and equal time off to attend to the 
matters associated with the death of a relative or close friend.  
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In the event of the death of an immediate family member, employees will be allowed three days of 
paid leave. If bereavement extends beyond three days and additional personal leave is not available, 
additional days not worked will be unpaid. Immediate family members are defined as spouses, 
parents, parents of spouse, children, siblings, grandparents, step-parents, step-children, brother-in-
law, sister-in- law, son-in-law, daughter-in-law, or grandchild.  

In the event of the death of a non-immediate family member (any individual not included in the 
aforementioned list) employees will be granted one day of unpaid leave.  

Employees must notify the Head of School as soon as humanly possible of a request for 
bereavement leave.  

Requesting Leave  
Personal leave requests must be submitted IN WRITING one week (7 days) prior to the requested 
day of leave.  

Requests for two days of personal leave must be submitted in writing two weeks (14 days) in 
advance. Leave Request Forms are to be used and are available in the office.  

Before submitting your request, review the calendar (in the kitchen). Approved leave is recorded 
there. If someone is already scheduled to be out on the day you want to take off, please choose 
another day. Do not submit a request for a day on which another employee has already scheduled 
leave. Leave will NOT be granted in such instances. The needs of the children, the class, and the 
school come first.  

Personal leave is granted on a first come basis. If someone is already scheduled to be out, your 
request will be denied. The Head has sole discretion to grant or deny requests for leave based on 
operational needs. The foregoing is subject to other policies contained in this Handbook.  
Personal leave request forms must be completely filled out, including the area for the designated 
substitute(s) to cover your shift. When requesting leave, you must arrange the coverage for your 
absence. This coverage must be approved by the Head and must cover school needs. For example, 
you cannot designate another employee to work a portion or all of your shift if that substitute is 
already scheduled for such portion (i.e., if you are a 11-5:30 assistant, another 11-5:30 assistant 
cannot cover for you, but someone who typically works mornings only could cover your afternoon 
hours). If a substitute is unavailable the request for leave will be denied. 

Calling in Sick 
In the case of absence for illness or emergency, call Robin at (540-520-8006) the night before, 
prior to 10:00 pm, whenever possible. If not, call Robin no earlier than 6:00 am and no later 
than 6:30 am. If you have not called by 6:30 am, you are expected to be at work, on time, as 
scheduled (NO EXCEPTIONS). If you cannot reach Robin on her cell phone after 3 attempts, call 
the Kathleen at (434-818-3180).  
Do not leave a voice message and assume it will be received. Never send a text message to call in 
sick. Always be sure to talk to Robin in person. Do not have a spouse, parent or friend call in for you.  
DO NOT CALL THE SCHOOL TO CALL IN ABSENT IN THE MORNING. DO NOT TEXT OR EMAIL 
TO REPORT AN ABSENCE.  

On-Call 
All employees are expected to be available via phone between 6:30 am and 7:30 am in the event 
additional employees or shift changes are necessary to accommodate absences.  
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Additional Notes on Leave 
NO PERSONAL LEAVE WILL BE GRANTED DURING THE FIRST SIX WEEKS OF THE SCHOOL 
YEAR. These six weeks begin on the first day of school and do not include Teacher Set-up Week. 
Similarly, there is no personal leave available during the last week of school. There will be no 
exceptions, so please don’t ask.  It is imperative for the adjustment of the children that all Teachers 
are present every day during the beginning of school. It is at this time that routines are established, 
separation anxiety is appeased, and children become acclimated to a new school year. During the 
first six weeks of school, leave will only be granted for emergencies or illnesses verified by a doctor’s 
note. The foregoing is subject to other policies contained in this Handbook.  

Missed hours during the regularly contracted workday cannot be made up by coming in early or 
working late unless pre-arranged and approved by the Head.  

Holiday Pay and Academic Calendar 
Blue Ridge Montessori School functions on a twelve (12) month academic year. This calendar is 
June – May. Employment contracts and salaries are based upon this academic (fiscal) calendar. The 
academic calendar for the coming year is normally established and approved by the BOD in late 
winter/early spring.  
The academic calendar will be distributed at the beginning of each new school year. Lead teachers 
and salaried employees with one or more years of service to BRMS are eligible for pay on the 
following holidays: 
Labor Day  
Thanksgiving Day  
Christmas Day 
New Year’s Day  

Memorial Day  
Independence Day* 
Easter  
MLK /Civil Rights Day

These are normal holidays. The calendar is subject to change according to how those holidays fall in 
a particular calendar year. Please refer to the academic calendar for all work days and days that the 
school is closed. *Contracted summer camp teachers and administrators only. 

Summer Programs 
Each Summer BRMS offers 6 summer camp sessions. Each camp session consists of a 1-week 
program that is based upon a chosen curriculum theme. These themes are implemented using the 
Montessori Method and philosophy.  
Each year in early spring the Head will survey the employees to gage who is wanting to work 
through the summer. Staffing for summer camps is based upon the needs of the school and can 
vary from year to year. Employment and hours are based upon the schools need and are at the 
discretion of the Head of School. 

Medical Insurance  
BRMS does not provide Medical, Dental, or Life insurance, or any assistance in premium costs. 
BRMS believes our employees should have basic access to a physician and we have partnered with 
Forest Direct Primary Care, BRMS offers all fulltime employees the opportunity to participate in the 
Direct Care program at no cost to the employee. Employees may add family members at their own 
expense. 
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Retirement 
Blue Ridge Montessori offers a retirement plan for fulltime salaried employees. BRMS may opt to 
match up to 3%. This match may vary from year to year. Eligible employees who have opted out of 
the retirement plan must sign the opt out waiver. Sign up period is annually August through October.  

Tuition Subsidy/Waivers – Employee Children 

BRMS believes in our mission of building a strong committed faculty and employees. Because of this 
we believe in providing tuition waivers for the children of our employees. *With the exception of 
infants, all fulltime salaried employees are eligible for a full tuition waiver for up to 2 of their 
child(ren).  

Full waivers include all enrollment deposits and fees. *With the exception of infants, employees with 
more than two children, additional children are eligible for partial tuition waivers; partial wavers, 
waive tuition deposits, and fees leaving only a monthly tuition of $100 per additional child. Please 
refer to the exceptions listed below: 

*Exception: Infants and toddlers under the age of 16 months will be charged a tuition of $200 per 
month until the child is of the age/readiness to move into the Pre-Primary classroom.  

With the exception of infants, salaried teachers with biological/legal grandchildren are eligible for 
tuition discount of 50%. *Exception: Infant and toddlers (under 16 months) will be discounted 25% 
until the child is of the age/readiness to move into the Pre-Primary classroom. 

In order to be eligible, the child must either be a biological child, or hold legal guardianship or appear 
as a dependent on the employee’s tax return. Any applicable tuition fees will be deducted from the 
employee’s paycheck. 

*Effective June 2020 for employees who are currently contracted as of July 2019. 
Continuing Education/ School Sponsorship of Certification 
Blue Ridge Montessori School recognizes the importance of continuing education and training for all 
teachers. Depending on each position’s requirements and expectations, the employee may be 
entitled to participate in Montessori education courses. Educational expenses are paid by the school 
in advance and represent an advance by the school to the employee that will be forgiven over a 
three-year period. If for any reason the employee’s employment is terminated before any or all of the 
advance has been forgiven, any and all remaining amounts will be due immediately and payable by 
the employee to the school.  
All coursework must be completed with a grade of "C" or better.  Coursework that is not completed 
with a satisfactory/passing grade will be cause for withdrawal of school sponsorship and 
reimbursement of tuition by the employee to the school. Approval of all continuing education will be 
based on current budgetary projections, and the Head of School will determine employee eligibility 
for sponsorship. 

Inclement Weather 
In case of inclement weather, the school Head of School will determine the safety of the students 
and employees to open, delay opening or conduct an early dismissal. The Head of School shall 
report inclement weather closings on WSET channel 13, social media, and via email by 6:30 am. 
The school does build inclement weather closings into our academic calendar, but the amount of 
days may vary from year to year.  In the case of exceeding the allotted amount of days, the school 
Head of School will determine the make-up days.  These days may include Spring Break, teacher 



 

 

 2 

workdays, or nationally recognized holidays. If the school opens it is expected that employees will be 
at work on time. 

“If we are among the men of good will who yearn for peace, we must lay the foundation for 
peace ourselves, by working for the social world of the child.” —Dr. Maria Montessori 
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Arrival and Departure of Children 
Our hours are 7:30am until 5:30pm. Upon enrollment parents are required to set up a daily schedule 
for their child’s arrival and pick-up times. All children are expected to arrive and be picked up by their 
scheduled time. Teachers must promptly greet all children upon arrival.  

Car-side Drop off procedure 
Between 8:00 to 9:00AM, assigned teachers will be available at the front door to receive children.  In 
order to safely expedite this process teachers should be aware of and carefully follow all car-side 
procedures. Teachers must direct parents to pull up to the orange cones under the covered driveway 
at the front of the school; the teacher should greet the parent and child; the teacher shall precede to 
unload/load the child. Parents should remain in their car during the car-side service times. If a parent 
gets out of the car, the teacher should politely ask the parent to remain in the car or ask them to pull 
around and park as the situation dictates. 

Recording Attendance 
It is the lead teacher’s responsibility to record attendance each day in Transparent Classroom. It is 
the responsibility of the lead teacher to inquire with the office about whether the absence/tardy is 
excused and record it accordingly in Transparent Classroom. The lead teacher may assign this task 
to an assistant if necessary. 

Procedure for Absent/Tardy Children  
We require that parents notify the school office as soon as possible when their child will be absent 
from school.  The office will send a notification to the parents that the child is absent or tardy.  
If you have a child absent for an unknown reason or for more than 2 days the lead teacher is 
required to notify the office to determine why the child is absent, and when the child is expected to 
return. The office will reach out to the family to determine cause and return date.  

Children Arriving Late  
Parents are required to leave their child at the office (with an administrator) when arriving late to 
school (after 8:15 elementary/ 9:00 nido - primary). Children who arrive late should walk to the 
classroom independently or be escorted by an Administrator. The teachers should make every effort 
to promptly welcome the child and assimilate them into the current flow of ongoing work. The 
teacher should then record the tardiness/attendance of the child Transparent Classroom.  

Late Pick-Up  
Car side pick-up times are 12:00 – 12:45, 3:00 – 3:15, 4:00 – 4:15, 5:15 – 5:30.  Employees should 
walk children to the car and place them in the car seat. Parents must pull around the circular drive 
and buckle their children in. All children designated for pick up should be in the hall ready for pick up. 
Children must have their hands and faces cleaned prior to being sent home. Parents can walk-
in between 3:15 – 5:30 to pick up. 

If a child is left after their designated pick up time (12:45, 3:15, 4:15) employees will take the 
following measures: 

1. When possible return the child to their classroom as to minimize the child’s upset  
2. Inform office 
3. After 15 minutes, office will attempt to contact the parent(s) by phone  
4. Administration will fill out a late pick-up form showing the time of pick up, have parent sign 

the form and give a copy to the parent. Turn the original into the office so the parents can be 
billed accordingly 
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If a child(ren) are left after 5:30, an employee will take the following measures: 
1. After 15 minutes, inform the Head of the situation;  
2. Attempt to contact the parent(s) by phone; 
3. Continue to make attempts to contact parents using all phone numbers provided;  
4. After 30 minutes of attempting to contact the parents and these attempts have failed, begin 

contacting the child’s emergency contacts;  
5. Update the Head of the situation – whether the situation is resolved, or further action is 

required; 
6. Fill out a late pick-up form showing the time of pick up, have parent/pick up person sign the 

form and give a copy to the parent. Turn the original into the office so the parents can be 
billed accordingly. 

7. If contact is unsuccessful, after one hour, the Head will return to the school, and may contact 
the appropriate community authorities as required by law (Dept. of Child Protective 
Services).  

Release of Children 
Children may only be released to a person who is designated on the child’s Approved Pick up List, 
this is located on the child’s Transparent Classroom profile. If someone additional is to pick up the 
child, the parents must send written permission or call the school office ahead of time, permission 
slips and notes are posted just inside the office door. Employees must request an ID from 
unrecognized individuals requesting to pick up a child and compare this information with the 
information listed on the Approved Pick-up list in Transparent Classroom.  

In the instance that an individual wanting to pick up a child is not listed in Transparent Classroom; 
the employee must take the following action: 

1. Immediately inform the Head or supervising lead/administrator; 
2. Contact the parent for verbal confirmation from parent or guardian; 

Parents who pick up after 3pm must sign their child out from Transparent Classroom. 

Rights of the Custodial Parent 
Any pertinent issues regarding custody disputes or ongoing legal issues should be brought to the 
attention of the Head of School. The custodial parent’s right to be admitted into BRMS shall be 
adhered to as required by 63.2-1813 of the Code of Virginia.  If only one parent has legal custody, 
proof of such should be submitted to the school office by the custodial parent and placed in the 
child’s file and noted on the child’s Transparent Classroom profile.   

Child Ratios 
 

Child Ages Student to Teacher 
6 weeks – 16 months 3:1 
16 months – 3yrs 5:1 
3yrs –6yrs 14:1 or 2:28  
1st – 6th Grade 20:1 

 
The youngest child in the group determines the student to teacher ratio. If your classroom is over 
ratio, please notify the school office immediately.  
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Maintaining Children’s Location at All Times 
It is the primary responsibility of all the teachers to be able to identify where their students are at all 
times. In order to identify the location of their students we have the following procedures:  

• Take attendance as children arrive each day; 

• Each teacher must maintain a "number count” of children at all times, this head count should 
be continuous. Teacher should practice maintaining head counts every 2-3 minutes; 

• Each child’s attendance is recorded in the attendance in Transparent Classroom. This includes 
arrival and departure; 

• Children must be within “line of sight" and hearing at all times (except in the bathrooms);  

• If a teacher must temporarily leave a classroom or playground, they must hand the 
classroom/playground supervision over to another teacher before leaving. Communication is the 
key to safety. 

Procedure for missing/ lost children  
In the unlikely event that a child is missing, the following procedures are to be followed:  

1. The Head of School will be immediately notified of the missing child; 
2. Head of School and another teacher will begin an immediate search in the last known location 

of the child; 
3. They will conduct a search of all areas of the facility, including closets, etc., and the immediate 

surrounding area; 
4. If the child cannot be located within 5 minutes the Head will call 911 and report an emergency. 
5. The Head of School will notify parents; 
6. Teachers will continue searching while waiting for police; 
7. Teachers will write down the time and location that the child was last seen, as well as a 

description of the child and the child’s apparel; 
8. The Head and/or Lead Teacher will remain at the school as a point person to receive and to 

disclose information/description of the child to share with authorities; 

Illness 
If a child develops an illness while at school, an employee will safely isolate them from the group and 
notify the office. The child’s parent or an authorized person listed on the child’s emergency form will 
be contacted for the immediate pick-up of the child. Teachers are required to document child illness 
and parental contact. This is done in the Emergency Contact Binder.  
• Fever:  If the child’s temperature rises above 100.4 degrees, the parents will be called and asked 

to pick up the child.  The child may return to school after he/she has been symptom free for 24 
hours without medication. 

• Sore Throat:  Parents will be called.  The child may be sent home. 
• Headache:  The child will be encouraged to rest, drink water, and use a cool head compress.  The 

parents will be called if the child’s discomfort interferes with his or her work. 
• Cold Symptoms:  Parents will be called if the symptoms interfere with the child’s ability to function 

in the classroom or pose a health risk to other children.  Parents are discouraged from sending 
their child if there is excessive mucous, sneezing, and coughing.   

• Rash/Eye Problems:  If contagious, the child will be sent home 
• Nausea/Vomiting:  Parents will be contacted, and child will be sent home. 
• Diarrhea: The parents will be contacted. After the 2nd incident, the child will be sent home. 
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Procedure for Seriously Injured Child 
If a child is injured the teacher shall calmly assess the injury for severity and administer first aid while 
calming/comforting the child.  Minor injuries should be administered to with the classroom First Aid kit. 
Head injuries should be reported to the office immediately. 
If a child is seriously injured emergency first aid shall be administered in order to stabilize the child’s 
condition. Stay calm. Do not leave the child alone. If a serious injury occurs the Head of School or 
designee will determine quickly if 911 should be called. The Head or the designee will contact a parent 
immediately. 

Reporting an Injury or Incident 
An accident/incident report form must be filled out in the event of any accident or severe incident. 
Teachers can access these forms on Transparent Classroom.  

Administration of Medication  
For children, infants through 6 years old, with the exception of: diaper creams, sunscreen, insect 
repellant, and emergency lifesaving medication such as an epi-pen, and inhalers; Blue Ridge 
Montessori School does not administer or store any medications. Do not accept medications, all 
medicine Epi-pens, in-halers, etc. must be submitted to the school office (NO EXCEPTIONS).  
For Children, 6 years and older; we will administer over the counter medication, topicals, and 
prescriptions. These medications cannot be used to mask a contagious illness (such as a fever).  

All medicine must be submitted to the school office (NO EXCEPTIONS).  

All medication must be in its original container, and must be labeled with the child’s full name, and 
must be accompanied by the medical authorization form (NO EXCEPTIONS). Parents must fill out a 
medical authorization form and submit it through Transparent Classroom with the medication to the 
office. An administrator shall place medication in the locked box and the forms in the medication log 
book stored near the medication box. Medications must be stored in the LOCKED box that is kept 
above the copy machine in the kitchen. As required by state law, only the employees that is certified 
MAT may administer this medication, and a record is kept of all medications administered. This record 
is maintained in Transparent Classroom 

The Head of School shall designate a minimum of four employees to be trained in medication 
administration. A MAT trained employee will be on the premises at all times. No one should administer 
any medication that has not received MAT training.  

Allergies 
Many children and employees have mild to moderate allergies. These allergies can be seasonal, or 
in the case of food maybe cultural or even parental preference. In this instance we will do our best to 
respect each family’s requests. If a child ingests the food in question an incident report must be filled 
out and given to the parent. 
We have employees and children who will have an allergic reaction to fragrances. These reactions 
are actually reactions to the chemicals used to create the fragrance. The reactions can be as mild as 
a headache or as severe as an asthma attack. Because of this we do not permit employees to wear 
perfume and we do not use chemically based air fresheners like Lysol. 

Severe Allergies 
Parents must complete and/or provide the following documents to the school office: 

a. A signed copy of BRMS’s “Medication Authorization Form”. The Authorization Form must be filled 
out completely by the child’s physician and parents, one form must be completed for each 
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medication, and must be updated annually or as needed. In addition, the parents shall provide a 
copy of any other physician’s orders and procedural guidelines relating to the prevention and 
treatment of the child’s allergy.  

b. A signed copy of BRMS’s “Release and Waiver of Liability for Administering Emergency 
Treatment to Children with Severe Allergies” (“Waiver”). The Waiver releases the School, its 
employees and others from liability for administering treatment to children with allergies (including 
the administration of epinephrine) and taking any other necessary actions set forth in the Consent 
Form, provided that the School exercises reasonable care in taking such actions. 
c. Parents are required to supply all equipment and medications to BRMS to comply with the 
instructions set forth in the Consent Form (including, but not limited to, a device such as the EpiPen 
Jr. if prescribed).  

The Parents are responsible for ensuring that all medication is properly labeled by a pharmacist and 
replaced prior to the expiration date. All medication must be delivered to the school office in its 
original packaging. 

Procedures for Maintenance or Emergency Allergy Medications 
If a child enrolled has severe allergies, the following steps shall be implemented: 

a. Prior to the child’s first day of attendance or immediately after diagnosis of an allergy by a 
physician, parents are responsible for submitting the Authorization Form and reviewing the contents 
of the form with the BRMS employees including, but not limited to, the Head of School, Teachers, 
MAT trained employees on the nature of the child’s allergy, including: 

(i) the events/substances that may trigger an allergic reaction (e.g. bee sting, consumption of 
peanuts or products containing peanuts, etc.) 

(ii) with respect to food allergies, limitations on the child’s food consumption  

(iii) symptoms of an allergic reaction 

(iv) when and how to administer treatment for an allergic reaction, including, where appropriate, the 
procedure for administering epinephrine through an Epi Pen. Jr. or similar device.  

In addition, all School employees will be trained to recognize the nature of the allergy and 
symptoms listed in subsections (i), (ii) and (iii) above. 

b. Medication kept at the School shall be stored in the kitchen in a locked box. During permitted 
School field trips or other off campus activities a MAT trained employee shall be designated to carry 
any required medication. 

c. Warning signs alerting employees of the child’s particular allergy shall be posted in a conspicuous 
area or areas. With respect to food allergies, the warning signs shall be posted in all areas that the 
child may frequent.  

d. BRMS will provide a variety of snack choices that are allergen free in the child’s classroom(s)  

f. In the case of food allergies, the BRMS shall send a food allergy letter to the child’s classroom 
families asking that all families should try to avoid sending restricted foods to school. If parents send 
restricted foods, parents should label the food in a conspicuous in a manner so as to make the 
employees aware that a restricted food has been sent into the classroom. 
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Treatment and Emergency Response to Allergic Reactions: 
Steps for treating an allergic reaction: 

a. All allergic reactions should be treated in accordance with the instructions provided by the child’s 
physician in the Authorization Form. In the event of any conflict between this policy document and 
the instructions set forth in the Authorization Form, the instructions in the Authorization Form must 
be followed. 

b. If the child is exposed to or ingests the allergen, or shows one or more of the following signs or 
symptoms of an allergic reaction, including swelling of the lips or face, hives, vomiting, diarrhea, 
shortness of breath, or difficulty breathing, these steps are to be followed: 
A designated employee calls the area’s emergency personnel number (e.g. “911”), and the parents 
(unless stated otherwise in the Authorization Form). 
A MAT trained employee administers medication (such as Benadryl Elixir or the EpiPen, Jr.) as 
instructed in the Authorization Form. Unless otherwise indicated on the Authorization Form, these 
medications should be administered immediately. If a child is exposed to (e.g., bee sting) or ingests 
(e.g., peanuts) a known allergen, do not wait to administer medication until the child shows the signs 
or symptoms of an allergic reaction, unless the Authorization Form states otherwise. If a child 
exhibits signs or symptoms of an allergic reaction, do not wait to see whether his or her signs or 
symptoms worsen.  
c. Record the time, medication, dosage, and reason for dispensing the medication on the record 
form in Transparent Classroom. 

Note: emergency personnel number (e.g. “911”) must be called in addition to giving medication such 
as the EpiPen, Jr. because the medication only works for approximately 15 minutes. 

Under no circumstances may any employee administer any medication, including the EpiPen, Jr., 
until (i) the child has been identified as subject to anaphylactic reaction, (ii) all the required 
information and forms have been provided by the parents. 

Sunscreen/Diaper Creams/Insect Repellant/Topical Ointments  
The following guidelines for over-the-counter topical ointments are as follows: 

• A parent authorization form must be filled out on Transparent Classroom 
• The product must be in its original container 
• The container must be labeled with the child’s full name 
• The product shall be kept in the locked cabinet in the classroom bathrooms 
• The product will not be kept on the same shelf as cleaning supplies 
• Expiration dates of these products shall be monitored monthly by the Lead Teacher or 

designee 
• Teachers without MAT training may administer these products 
• Employees must record the application of all topicals on Transparent Classroom 
• For children under the age of 6 years; while independence should be encouraged, application 

of these topical ointment shall be done by a teacher. 

Maintenance Medications – for children 6yrs and older 
The following guidelines for over-the-counter or prescription maintenance medications are as follows: 

1. Medicine must be submitted to the school office (NO EXCEPTIONS); 
2. medication must be in its original container;  
3. must be labeled with the child’s full name; 
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4. medication forms must be submitted through Transparent Classroom prior to administration of 
medication (NO EXCEPTIONS);  

5. medications must be stored in the LOCKED box that is kept above the copy machine in the 
kitchen; 

6. only the employees that are certified MAT may administer medication;  
7. a record is kept of all medications administered on Transparent Classroom. 

Hand, Face Washing and Toileting Procedures 
All employees and children must wash hands with soap and running water or disposable wipes in 
the following instances: 

• Before and after meals and/or snacks 
• After toileting and/or diaper changing 
• After contact with blood, feces, or urine 
• Upon entering the classroom in the morning, and from the playground and porch 
• Wipes may be used occasionally  

Children should wash their face each time handwashing occurs 

Diapering 
In our Nido (infant) and Pre-Primary classrooms when we diaper, we do so in the bathroom, this way 
children will begin associating elimination processes with the appropriate location right from the 
beginning. We invite the children to help to lift their legs, to climb up on the changing table, to pull 
open diaper tabs. All while verbally informing and asking for consent from the child (may I wipe your 
nose).  

Once a child can stand up steadily, we start changing their diaper while they are standing up. At 
every diaper change we place/encourage them on to the potty. We never force a child to sit on the 
toilet, normally with this established routine, they become interested in these activities the same way 
they become interested in other things older children or adults do.  

Parents are required to supply their child with diapers, wipes and diaper creams. Teachers shall 
keep the diapers and wipes stored in an organized manner that is easily at hand during diapering. 
Children should be routinely (every two hours) checked throughout the day for a soiled diaper.  

Diaper Changing Procedure: 
1. Remain in sight and sound of the 

children 
2. Prepare the diapering area i.e. get 

diaper, wipes, and place plastic bag in 
the step operated garbage can. 
Children can help with this! 

3. Raised sanitary surface 
4. Use disposable rubber gloves 
5. Remove the child’s clothing and shoes 
6. Remove the soiled diaper placing it in 

the plastic bag/step can 
7. Clean the child thoroughly with wipes 

placing them in the plastic bag/step 
can 

8. Remove gloves and place them in the 
plastic bag/step can 

9. Put the clean diaper on the child 
10. Redress/while encouraging self - care 

independence 
11. Wash the child’s hands and face 
12. Clean/wipe the changing surface with 

the soapy water solution after each 
diaper change 

13. Sanitize the diapering surface with the 
red Cintas solution after each diaper 
change – allowing it to air dry 

14. Log diaper change into Transparent 
Classroom. Include: time, BM, wet, 
used potty, note anything unusual, etc.
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Diapering is a wonderful time to help the child learn self-care skills. Every child should be encouraged 
to undress and redress themselves and wash their own hands. The children should always be 
encouraged to communicate their needs for a diaper change to the teachers.  

When a child begins to have success on the potty, we should inform the parents that it is time to 
transition into underpants. This can happen anytime between 16mo. and 2.5 yrs. Typically, all children 
2.5yrs and older are required to be in underwear.  

Toilet Learning – A Mind Set to Success 
At BRMS, we apply Montessori principles to this important childhood milestone: toilet learning is an 
integral part of our Montessori infant/toddler programs. (Notice we say toilet learning, not potty 
training.) 
Toilet learning the Montessori way is often much easier than one would expect when they first 
approach the “learning” process. We as the child’s caregiver must work closely together with the 
child’s parents. We use the following guidelines for a smooth and straightforward way to guide your 
students out of diapers and into pants! 

• A diaper or pull-up is designed to wick away the moisture from your child’s skin, children 
need to feel the difference between wet and dry. This is why we do not allow pull-ups – 
except at naptime. 

• Children should be brought in underwear.  

• Encourage parents to avoid clothes that are difficult to fasten or unfasten because of belts, 
snaps or buttons.  

• Parents should provide five to eight changes of clothing each day 

• In a clear and positive voice say, “It’s time to go to the potty.” Do not ask the child if he wants 
to go; that is setting yourself up for an argument.  

• Children in underwear should be taken to the toilet every 45 minutes to 1 hour. Remember to 
catch the child between activities as to respect the child’s need for concentration. 

• The truth of the matter is you will have to clean up some puddles, but that is part of the 
child’s learning curve…every “accident” is just another lesson on the way to mastering 
toileting. In fact, misses are a way to reinforce the connection between cause (not going in 
the potty) and effect (a wet mess to clean up) by including the child in the clean-up process 
“Let’s get you some clean pants and dry you off and then we can come back to clean up.” 
Ensure that there is no shame or blame in the “mess” and that the clean-up is a learning, not 
punishing experience. 

• Once in underwear the child should never be placed back into a diaper. This is extremely 
confusing and is counter intuitive. Using pull-ups for naps is acceptable, so long at the child 
changes immediately before nap and immediately after nap. 

Bathroom Policies 
Generally, students attending in the Primary Class will be potty-trained. As caregivers of this age 
group you have to set limitations on our contact with the children - especially in this situation. Unless 
absolutely necessary, teachers should not enter the bathroom with a child.  Children need privacy 
and respect. The following rules will be implemented when children are using the bathroom: 

• One person at a time in the bathroom 
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• Must wait turn as necessary 

• Will use facility in a quiet and orderly manner 

• Will use an appropriate amount of toilet paper  

• Will flush toilet after use 

• Wash hands with soap and dry them with an appropriate amount of paper towels 

Teachers should check on children after 3 minutes in the bathroom, by knocking at getting a verbal 
response from the child. 

When the child has a potty accident: 

• The teacher shall guide the child into the bathroom “Let’s get you some clean pants and dry 
you off and then we can come back to clean up.” 

• Isolate the contaminated area from other children 

• It is important to include the child in the clean-up process. Ensure that there is no shame or 
blame in the “mess” and that the clean-up is a learning, not punishing experience. 

• Teacher should stand outside the bathroom door and guide the child in undressing, cleaning 
self appropriately and redressing – this must be done according to age and individual skill. 

• Child should be directed in placing dirty clothing into a shopping bag 

• Bag must be labeled with child’s full name and date and placed in the child’s backpack 

Sanitization Procedure 
Each classroom shall have a Cintas sanitizer in a red labeled bottle and kept in a locked cabinet within 
the classroom. The sanitizer must be checked each morning and filled as needed at that time. Tables 
and chairs must be cleaned with this solution before and after meals and/or snacks. Any materials, 
furniture, fixture or flooring that has come into contact with any bodily fluid (put in mouth or from potty 
accident) must be immediately sanitized with the sanitizer and left to air dry. 

Classroom bathrooms shall be sanitized a minimum of twice weekly with the Cintas bathroom sanitizer. 

Classroom floors shall be sanitized weekly or as needed with the Cintas floor sanitizer. 

All cleaners must be labeled and kept in a locked cabinet away from the children. 

Elementary children (6+yrs) may use a 30/70 version of the Cintas red sanitizer to clean their 
classrooms as deemed appropriate. 

When cleaning tables, chairs, etc. follow these procedures: 

• Spray and wipe any access food, debris, etc. from surface; 

• Once debris are removed respray; 

• Allow surface to air dry; 

Note: a surface is not considered sanitized until it is sprayed and allowed to air dry.  
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Napping  
All children 4 years and younger are required to rest for 90 – 120 minutes. Our naptime ranges from 
12:00 – 2:15. Children should begin to be gently awakened up at 2:15 pm. Children who have an 
abnormal nap (wake early, doesn’t nap, or who sleeps longer or at a different time) this shall be 
reported to their parents through the Transparent Classroom. 
The following are naptime procedures are mandated by our licensing through the State of Virginia: 

• Cots and mats are provided for each child by BRMS. 

• Cots must be assigned for individual use for all children in attendance that are under the age 
of 5 years. 

• Cots shall be labeled with each specific child’s name and used only as specified for that child’s 
individual use.  

• There shall be at least 12 inches between occupied cots. 

• Cots shall be sanitized weekly, sprayed with the Cintas red sanitizer and allowed to air dry 

• BRMS supplies the cot/mat sheets 

• Linens must be assigned for individual use.  

• Employees will wash sheets weekly on their assigned day 

• BRMS does not allow pillows or pillow pets  

• Children may have a quiet stuffed toy or doll. 

• Parents must supply their child with a small blanket 

• Linens remain on the cots through the week. 

• Upon waking, children must potty/diaper-change and wash hands, faces and be ready for 
After-Care and/or home. 

Please Note: We do not force sleep; after 30 - 45 minutes of quiet and peacefulness on their mat, a 
child who is not asleep, or nearly asleep shall be allowed to get up and participate in a quiet activity or 
return to their classroom for the remainder of naptime.  

Proper Attire for Children 
1. Children are expected to be dressed comfortably, so that s/he can take full advantage of the 

environment offered, indoors and outdoors. 

2. Children should wear clothing that is easy to manage independently, washable and 
adaptable to food spills, paint and water play.  

3. Costumes are not allowed. Jewelry and costume jewelry are often a disruption in the 
classroom and should be discouraged. 

4. All children will need two changes of clothing that are weather appropriate. Lead teachers 
shall send out reminders as the seasons/weather changes. 

5. Parents are required to provide diapers, pull-ups (nap only), wipes, creams, and other 
toiletries until their child is fully potty-trained. Potty training children must supply a minimum 
of 5 changes of clothing.  
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6. All children must wear closed toe shoes (e.g. tennis shoes, crock type, hiking boots, 
rainboots) on the playground or be bare footed. 

7. Children should have the option between shoes, slippers, socks, or bare foot while in the 
classroom. 

8. All students must be provided with clothing for seasonal changes (e.g. hat, coat, mittens). 

REMEMBER TO REMIND PARENTS TO LABEL BELONGINGS WITH THEIR CHILD’S FULL NAME 

Food Handling and Storage 

1. Teachers must wash hands with soap and warm water before and after handling food 

2. Teachers must use proper utensils and cutting boards when preparing food 

3. Teachers shall clean and sanitize utensils and cutting boards directly after use 

4. Food that has an expired date shall be disposed of (never serve expired or rotten food) 

5. Leftover food shall be placed into an air tight container and placed in the refrigerator within 2 
hours 

6. Leftover food must be labeled, with the date, contents, and initialed by the employee 

7. Leftover food shall be used prior to opening or preparing new/additional food 

8. Leftover food shall be disposed of after 5 days 

9. All refrigerators must be cleaned out each week. 

10. All refrigerators shall maintain a temperature gage.  

Snack Preparation  
Snack is provided by the school and served three times a day (individually 9 - 11, 2:30-3:00, and 
4:30-5:00). Please note: Children under three years of age tend to graze, so if a child is hungry give 
them a cracker!  

During the morning work cycle, children prepare food in the classroom. By doing this they are 
participating in many developmental activities. Cooking calls into play the greatest number of skills 
used simultaneously, more than any other in the classroom. 
Our teachers should spend time developing seasonal and healthy menus for the children to enjoy 
each day.  

These “snack” lessons are introduced individually and at the big rug in a group setting. Each 
classroom should offer the children 3 to 5 choices of food and have about 10 “servings” available 
each day, so it is a practice in patience and mindfulness of others.  
Morning snack is self-prep and available throughout the whole 3-hour work cycle. Snack is prepared 
and eaten at a designated snack table that seats three or four children. Having limited space is 
another way to encourage the children to practice their patience along with being mindful of others 
waiting their turn.  

After washing their hands, they return to the snack area, and lay out a placemat. Then they can 
choose from the selection of snacks/food prep activities. Polite manners and pleasant conversations 
are encouraged with gentle reminders of appropriate behaviors. When the children are done, they 
independently clear their place, wash their dishes, kitchen tools, and placemat in the dish washing 
work, and lay them to dry in the drying rack 
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Keeping food prep at a designated table is best. When arranging the classrooms, keep in mind the 
distance of this table to the handwashing work, snack shelf, dishwashing, and lines of sight (there 
should always a teacher in this area of the classroom to help as needed). 

Keep a stock of appropriately sized plates, bowls, cups, and utensils for these works. Like the other 
works in our classrooms these dishes are made of glass or ceramic, so we generally try to buy a few 
extra in case any do break over time. Each morning the work is prepared with all the components 
the children need to be independent. 

Here is a breakdown of how the work is presented for the Pre-Primary and Primary classrooms: 

1. Self-Preparation: Upon choosing to do the work a child locates a placemat and places it on 
the food prep table. This signifies to the other children that this work is being used. 

2. Self-care: Next is hand washing. In our classrooms the children can choose to use the 
handwashing pitcher and basin, or the classroom sink before beginning the food prep work. 
This is where the placemat on the work table is so beneficial. Generally, in a Montessori 
classroom a child’s independent work is signified by a rug or individual table. Being that food 
preparation has so many steps away from the designated table the placemats are to help 
keep things clear. 

3. Food Preparation: When these lessons are presented the teachers are sure to emphasize 
safe and healthy practices when using shared food. (i.e. being mindful of hand placement 
when cutting, not licking fingers or utensils after use, etc.) 

4. Enjoying: Because the food prep activities are also the child’s snack, the children can 
practice table etiquette while eating their independent snack with friends.  

5. Clean Up: Once finished the children wash their dishes, reset the food prep activities, and 
return them to the designated place on the shelf. 

6. All children must wash their hands and face after eating 
 

Group Snacks 
Group snacks typically happen in the afternoons and occasionally in the mornings in the summer 
camps. At a group snack the teacher has prepared a snack for everyone to share together. Refer to 
the lunch etiquette and procedures on the following pages. 

The Lead Teachers shall establish a “snack list” for their classroom, this list shall be posted outside 
the classroom for parent’s reference. Teachers should reference the choking hazards policy for 
appropriate and inappropriate food for children under 4yrs. Children with any type of food allergies are 
listed and this list is posted in the kitchen, office, and classrooms. 

Lunch Etiquette and Procedures 
Lunch time is a community event and should be treated as such. This is a wonderful time for 
teachers to socially interact with their students; while engaging them in Grace and Courtesy lessons 
around table etiquette. Teachers should engage the children with setting the table for lunch, making 
it beautiful and inviting. Lunch should not only be a time to eat, but a time to peacefully socialize.  
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Steps for designing a successful (daily) lunch space: 

• Include the children every day 

• Draw tables together (even little children can work together to carry a table) 

• Set the table (each place setting should have a plate, glass, spoon, fork, napkin) 

• Children should set the table together (small groups of 4-6) 

• Fill cups with water from a pitcher (this is perfect for a few children to do) 

• Place full pitchers on each table 

Additional touches 
 Table clothes, vases of flowers that the children have arranged, soft music playing in the 
background, candles and dim lights. 

Beginning lunch: 
• All children must wash hands 
• Children should get their lunch boxes independently 
• Children should place out an appropriate amount of food onto their plates 
• ALL containers, wrappers, bags, etc. should be placed back into the lunchbox 
• ALL lunchboxes should be zipped and placed on the floor next to the child’s chair 
• ALL children should be seated before eating 
• Say a poem of gratitude together 

Teachers will supervise children during meal and snack times and ensure they: 
• Stay seated during all meal and snack times 
• Eat slowly 
• Chew their food well before swallowing 
• Eat small portions and only one bite at a time 

Mealtime Etiquette
• The children may not share food 
• Use appropriate manners at the table 
• Remain seated while eating unless dismissed by a teacher 
• Lunch checked by a teacher before cleaning up 
• Clean up own lunch and area 
• Return uneaten food to containers and lunch box 
• Remain in lunch area until given permission to leave 
• Teachers are required to eat lunch with the children 

The Clean-up 
• Each child is responsible for their dishes, should gently put dishes into soapy wash tub  
• Each child should clean-up food or spills around their seat 
• Each child should wipe their place with a cleaning rag 
• All children shall wash their hands  

Employees must make sure that lunch boxes are thermal and have an appropriate cool/ice pack. 
Employees must be sure that every lunchbox is labeled with the child’s full name. Leads must 
designate an area within the classroom for lunchbox storage and apply the date to this area daily. 
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Lunches boxes left at school at the end of the day are required to be bagged and labeled with the 
child’s name and the date. 

Choking Hazards for children under the age of 4 
The following is a list of possible choking hazards as set by the Department of Social Services.  Blue 
Ridge Montessori School, its employees and enrolled families are by law, expected to adhere to this 
policy.  For children under the age of 4, we require that the employees monitor snacks and lunches 
for the items listed below.  The school can face possible fines and penalties if all employees 
and families do not adhere to this policy.   

The items below are not allowed for children 4 years and younger at BRMS 

Popcorn 
Whole hot dogs or hot dogs cut into round 
slices 
Nuts/Seeds (such as pumpkin or sunflower) 
Peanuts 
Hard candy 
Marshmallows 
Uncut cherry/grape tomatoes 
Raw celery 

Citrus fruit (infants only) 
Chunks of peanut butter 
Uncut grapes 
Raw carrots 
Trail mix (typically has seeds and/or nuts) 
Cheese balls (large enough to block 
esophagus) 
Gummy bears/fruit snack (requires effective 
chewing)

Some of the above foods can be offered if prepared in a different way: 
• Hot dogs can be served if they are sliced 

lengthwise 
• Grapes can be served if they are cut in 

half 
• Carrots if they are cooked or cut 

lengthwise 

• Cherry/grape tomatoes can be sliced 
lengthwise 

• Celery can be cut lengthwise into thin 
strips

The American Academy of Pediatrics recommends cutting food for children [under age 4] 
into pieces no larger than ½ inch. 
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Philosophy of Discipline 
A unique and wonderful part of the Montessori philosophy is the emphasis is on self-discipline, which 
is developed through helping the child to appropriately meet needs, rather than disciplining through 
the use of rewards and punishments. The Montessori Method of helping a child is through a process 
of showing a child what to do in a positive manner. We must avoid “put-downs” or sarcastic comments 
and try not to humiliate and embarrass the child. 
We aid the development of self-discipline in an on-going process, which varies with the developmental 
needs of each child. This process happens over the developmental years from birth to twenty-five.  
At Blue Ridge Montessori discipline is seen as the process of helping the child learn to control their 
behavior so that they may interact with others in a positive and respectful way.  

“To let the child do as he likes when he has not yet developed any powers of control, is to betray the 
idea of freedom.” Dr. Maria Montessori 

A properly prepared Montessori environment will promote discipline because it: 
• Is the child’s environment, not the adults, to which the child must adapt; 
• Offers appropriate activities for the child to choose which promote calmness, self-confidence, and 

independence; 
• Provide lessons that offer guidance in appropriate treatment of the materials, pets, and peers; 
• Establishes an atmosphere that fosters respect and gentleness. 

As Montessori Teachers We: 
• Believe that children want to be and can be well-behaved, constructive, and productive members 

of their social community. 

• Demonstrate appropriate behavior with children and adults alike. 

• Understand that self-discipline is a long-range goal and that consistency and patience are 
necessary elements to facilitate its development. 

• Establish and enforce guidelines that encourage self- discipline. 
• Emphasize the positive, express appreciation of good manners and thoughtfulness. 
• Maintain a clean, organized, beautiful environment and routine that is conducive to constructive 

behavior. 
• Redirect a misbehaving child to meaningful, constructive activities whenever possible, restoring 

the child’s self-esteem, resulting in improved behavior. 
• Allow choice whenever appropriate so the child maintains self-control. 
• Avoid stereotyping children according to behavior, i.e. “Boys will be boys”. 
• Respect the child’s dignity when reprimands are necessary. 
• Check our own internal dialog for negative or judgmental feelings or reactions to a behavior in a 

child, parent, or co-worker. 
• We speak to the children in appropriate tones for the situation at hand. We never “yell”, speak in 

“baby talk”, or use sarcastic tones or words when speaking to the children. 
• We maintain an affectionate, yet professional relationship with children. We do not hug unless 

asked by the child and we do not kiss the children. 
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We aid these beliefs through the following guidelines: 

• Speak face-to-face in an appropriate tone of voice 

• Speak privately when possible; avoid speaking in front of the class 

• Offer choices whenever possible 

• Assume the best in each child 

• Stress the action as wrong or unacceptable, not the child 

• Allow the child to explain their side of the story 

• Express confidence that the behavior will not reoccur 

• Guide the child(ren) in conflict resolution 

• Give consequences that are natural, logical and immediate, while avoiding 
punishments 

The following guidelines are non-negotiable for all employees, parents, and children at 
BRMS: 

• BE RESPECTFUL OF EVERYONE AND EVERYTHING 

• TAKE CARE OF ALL THE MATERIAL THINGS IN OUR ENVIRONMENT 

• TAKE CARE OF ALL THE PEOPLE AND LIVINGS THINGS IN OUR 
ENVIRONMENT 

Discipline in the Classroom 
Our approach to discipline is to lead the child towards self-discipline. We must attempt to avoid 
spending unnecessary time responding and reacting to discipline problems. We as teachers must 
learn to “pick our battles carefully.” The Montessori Method addresses the need to affect change 
towards positive behavior through our preparation of the environment and our individualized lesson 
planning.  

“The undisciplined child enters into discipline by working in the company of others, not by 
being told he is naughty.” – Dr. Maria Montessori 

In our classrooms the child’s opinion should be respected and the child shall be encouraged to share 
their view or “their side of the story.” This is key to disarming the child and fostering trust between 
the child and teacher and aids in avoiding future discipline problems. Children want boundaries. It is 
our responsibility as teachers to define the boundaries for the child, and then invite the child to 
assume responsibility for their behavior. Assuming responsibility for behavior is to understand and 
accept the responsibility and possible consequences for violating the clearly defined boundaries.  
Children who are violated by physical and/or verbal harm should be encouraged and asked to report 
the problem to their teacher or nearest teacher immediately rather than to retaliate either verbally or 
physically. As teachers we must approach this scenario as a “teaching moment” and coach the 
children involved in conflict resolution. This way we instill the practice of following proper societal 
and legal procedures that all of us must follow when our rights are violated. 
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Generally Speaking, 
In the instance that a child is having difficulty, the teacher will positively redirect the child to an 
appropriate activity based upon that individual child’s developmental level, or by gently removing the 
child from the group as the situation dictates, until the child feels ready to rejoin the group (this 
should be a last resort and rarely used). When picking up a child, teachers should ALWAYS pick the 
child up under their arms and behind their knees. NEVER pull on a child’s arms. Physical, or verbal 
punishment of any type will not be used. 

Leads will document issues and concerns about a particular child and discuss the situation with the 
Head of School.  
All employees are expected to model these guidelines at all times. 

Grace and Courtesy – classroom procedures 
Our Grace and Courtesy procedures were developed to foster self-discipline, and promote learning, 
and while teaching responsibility. 

• Children put their work away when finished 
• Must only watch others unless invited to join in 
• Must ask to join another’s work 
• Walking feet inside 
• Speak in a quiet inside voice 
• Respect the teachers, other students and classroom materials 
• “Listen-do not interrupt”- place hand on teacher’s shoulder or arm when you need them 
• Wait for a lesson before removing work from the shelf 
• Keep work on rug or on tabletop 
• Walk around rugs on the floor 
• Roll up rugs and put them away 
• Put shoes/boots away  
• No toys or jewelry at school 
• Use kind and gentle words with an inside voice 
• Circle-time is for listening; it is a time for quiet. By choosing to come to circle-time 

you’ve chosen to be quiet 
• No child may do physical harm to others 
• A child may not abuse or destroy equipment and materials 
• All children must keep their hands to themselves as to not disturb others 
• We walk and speak quietly 
• We listen without interruptions when others are speaking and working 

These Grace and Courtesy must be enforced at ALL TIMES and should be reviewed with the children 
regularly. Remember children learn through repetition; have the children practice when needed.
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Chronic Uncontrolled Behavior: 
In the rare case of a serious and persistent behavior problem, the Lead will document each incident, 
and request an observation from the Head of School.  After the Head's observation the teacher and Head 
will meet to discuss the behaviors and develop a plan for the child and teachers. If warranted, the Head 
will contact the parents for a conference with the Head and the Lead. We attempt to work in harmony with 
the parents to correct any serious behavior problem that exists within the school. If the behavior continues, 
the Head may make a request for an evaluation by an appropriate professional. All situations will be 
handled professionally, with respect and confidentiality. If a child exhibits uncontrollable behavior, placing 
them, other children, or teachers in physical danger, the following measures will be taken: 

First Offense: 
• The teacher will remove the child from the situation, until such a time as appropriate for 

the child to return to the group. 
• The teacher will review the classroom and school rules with the child. 
• An incident report will be written and signed by the employees involved and signed by the 

parent and placed in the child’s file. A copy of the report will be given to the parents. 
Second Offense: 

• The teacher will remove the child to the office. 
• The Head will review classroom and school rules with the child.  
• An incident report will be written and signed by the employees involved and signed by the 

parent and placed in the child’s file.  A copy of the report will be given to the parents. 
Third Offense  

• The Head will be notified and will remove the child from the situation. 
• The Head at their discretion, will notify the parents of the incident via email or phone. 
• At the discretion of the Head, the child may be removed from the school by the parents 

for the day or a period of time as determined by the Head. 
• An incident report will be written and signed by the employees involved and signed by the 

parent and placed in the child’s file. A copy of the report will be given to the parents. 

It is a rare occasion for the Head to send a child home for the day as we have found this to be 
unproductive. It will only be implemented in the most extreme case. If the behavior reoccurs the child may 
be dismissed from BRMS at the discretion of the Head. 

Ultimately in these situations’ employees should have an empathetic and forgiving heart as it is rare for 
a child, especially a young child to be truly malicious. 

Biting 
Biting is a very common behavior among children birth to three years of age. Biting is a form of 
communication and is almost always a response to coping with a challenge or stressor. At Blue Ridge 
Montessori School (BRMS) we believe by understanding the developmental stages of the children in 
our care and their individual needs, we can proactively prevent many biting behaviors by the 
environment, which we create for the children.  
We understand that a child biting other children is one of the most common and most difficult behaviors 
to deal with as parents and teachers. It can occur without warning, can be difficult to defend against, 
and provokes strong emotional responses in the biter, the victim, the families, and the teachers 
involved.  
For many infants and toddlers, the biting stage is just a passing problem. Children try it out as a way to 
get what they want from another infant or toddler. They are in the process of learning what is socially 
acceptable and what is not. They discover that biting is a sure-fire way to cause the other child to drop 
what they are holding so the biter can pick it up. However, they experience the disapproval of the adults 
nearby and eventually learn other ways of gaining possession of objects or expressing difficult feelings.  
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For other children, biting is a persistent and chronic problem. They may bite for a variety of reasons: 
teething, frustration, boredom, inadequate language skills, stress or change in the environment, feeling 
threatened, or to feel a sense of power.  
In order to alleviate some of triggers for biting, BRMS has many practices in place that are known to 
help prevent incidences of biting in small children.  

• Quality relationships: teachers develop nurturing relationships with the children and gets to 
know each child individually.  

• Environmental influences on child’s behaviors: Children are given opportunities to work in both 
small and large groups; there is a variety of work and children are taught how to wait and be 
patient for their turn, the environment in a Montessori classroom is often quiet and productive 
which is very soothing to children; and teachers are aware of and willing to help a child that is 
feeling overwhelmed.  

• Targeted social-emotional supports: Children have a daily routine that they follow which 
consists of circle time, time to pursue own work, and snack time. Children learn early how to 
navigate classroom transitions in a way that helps them build confidence and alleviate stress. 
Teachers talk about emotions/feelings through books and other work.  

No matter what the cause, it is important to be aware of the potential problem before it happens. 
Therefore, BRMS, has developed the following plan of action to be used if and when biting occurs in our 
school.  

Response to Biting - Plan of action to be used if and when biting occurs.  

When a child is bitten:  

For the biter:  
1. The biter is immediately removed with no emotion, using words such as “biting is not okay – it hurts.” 
We will avoid any immediate response that reinforces the biting or calls attention to the biter. Caring 
attention will be focused on the child who was bitten.  

2. The biter will not be allowed to return to work/play and will be talked to on a level, which he/she can 
understand. “I can see that you want that truck, but I can’t let you hurt him. We don’t put our teeth on 
people.” 

3. The child will be redirected to other work/play.  

4. Employees will complete a BRMS incident report and notify the family of the biter. 

For the victim:  
1. Employees will separate the child who was bitten from the biter. 

2. Special attention will be given to comfort the child.  

3. Employees will administer appropriate first aid as needed.  

4. Employees will then complete a BRMS injury report to notify family of the victim that the child has 
been bitten.  

5. Classroom teacher will confer with the Head of School to review the context of the biting incident, 
whether adequate supervision was present and whether the environment contributed to the biting 
incident. If changes in supervision and/or environment are warranted, then those changes will be 
implemented.  
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Our Playground Philosophy and Guidelines 
The word “play” is used in many ways to mean different things. Here at Blue Ridge Montessori when we 
talk about play, we are referring to the play intelligence that is embedded into the very nature of human 
beings. We believe that through play, intelligence unfolds. 
Children of all ages must be allowed to follow their genetically encoded sensitive periods or play-
patterns naturally. We witness these play patterns every day, just as they have throughout time, in 
every culture, on all the continents. Play is the opportunity for children to do things themselves, grow 
their autonomy and learn how to learn. Because the drive to play is ‘built-in,’ the child can lead their own 
play – without adult driven activities or ‘helping hands’. When play unfolds for the child, they know 
exactly what to do, in the right sequence, and at their pace. And they find around them all the objects 
they need for their play. 

Through play the child becomes capable, and the capable child is safe. 

What are the benefits of Natural (Free) Play? 
Play intelligence grows skills that children take with them through life – benefits such as problem solving 
and lengthy attention spans, self-confidence and motivation, self-direction and creativity, social skills 
and imagination, physical agility and spatial awareness, risk management and working within one’s own 
capabilities… and so much more! Ultimately, children who play in nature gain a valuable, sensory-rich 
relationship with nature. 

Unnecessary Interruptions – Don’t be that person! 
Traditionally most of a child’s playtime is interrupted in the name of ‘safety’ and/or ‘helping’ the child to 
become capable. These well-intentioned interruptions are counterproductive to both the child’s 
development and safety. Referring back to the list of benefits:  

• PROBLEM SOLVING cannot be developed when we step in to fix the problems for them.  
• LENGTHY ATTENTION SPANS cannot develop when we interrupt with our questions, praise, 

frequent warnings and entertainment.  
• SELF-CONFIDENCE and SELF MOTIVATION cannot develop when we prompt them into being 

ready.  
• SELF-DIRECTION and CREATIVITY develop when we stop having ideas for them, such as 

setting up activities and directing them.  
• SOCIAL SKILLS cannot develop when we are hovering and looking for “teaching moments”.  
• PHYSICAL AGILITY and SPATIAL AWARENESS cannot develop when we help them to 

balance or climb, limit their exploration or put them into positions that are beyond their own 
capabilities.  

• IMAGINATION cannot develop when we remove their found treasures and give them image-
ready toys.  

• RISK MANAGEMENT and WORKING WITHIN ONE’S OWN CAPABILITIES are impossible 
when there are ‘helping hands’ managing them beyond their own capabilities.  

Now this is not to say that we should allow a free for all, with zero supervision and guidance. 

Interrupting Play When Necessary – Finding balance as a teacher 
A safe and secure playground environment is integral for children to thrive. A physically safe and 
emotionally secure environment together provide the right conditions for optimal learning. The brain’s 
learning activity shuts down when we don’t feel safe. Play is by nature a peaceful experience where the 
child manages their excitement and risk. Occasionally teachers will need to step in and restore the safe 
and secure environment. We must step in to stop aggressive behaviors (such as harming others or 
oneself, or destroying property), where there is a hazard (poisonous plants). When we observe a 
potentially unsafe situation developing, we move calmly and quietly. We choose respectful language so 
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as not to pass judgement or interrupt the play too much. We use a calm tone of voice with clear 
directions. We move quickly to block any unwanted physical contact. If a child is ‘out of control’ we will 
guide them to a safe place to calmly restore their self-control. 

Playground Rules for Safe Play 
Playground rules must be reviewed annually and as needed with the children, stressing points of safety, 
and must be enforced rigorously by the supervising teachers. These rules are written from the perspective 
of the children.  

Respect for Others: 
Play safely: avoid pushing, tackling games, weapon references, wrestling, kicking, fighting, blocking 
others’ activities, and throwing snow, ice, sand, rocks, woodchips, equipment, etc. 
Be aware: Don’t interrupt others’ games; look before you leap; watch out for children smaller and younger 
than yourself; watch where you’re going; wait for others to finish their turn at something before you take 
yours. 
Include other people: in your games and other people’s ideas during a game. 
Follow the rules: If you have a problem or a complaint that you cannot resolve yourself or with the help of 
an older child, seek out a teacher on the playground for guidance. Listen to and follow the teacher’s 
recommendations. 

Respect for Materials, Tools, Equipment, and Environment: 
Use all playground: materials, tools, and equipment for what they are intended. 
Clean up: put away the sand toys, balls, logs, tires and other lose parts that you use. 
Be helpful: help the teachers and friends to clean up the play materials, even if you didn’t play with it. 
Be patient: Don’t crowd onto the equipment, wait your turn with the tools and materials. 
Fence: stay within the fenced areas of the playground at all times unless you have been given specific 
instructions from the teacher to leave; stay off the fence and gates.  
Bushes, trees, flowers and plants: Unless you are gardening, avoid digging in, pulling on, picking at, or 
breaking off vegetation. Walk around plants and bushes.  
Grass and other surfaces: Avoid digging in the grass and woodchips. Sand must stay in the sandbox. 
Wood chips must remain in the designated fall zones. 
Indoors: Have indoor and outdoor shoes especially during snowy or wet weather. This protects our indoor 
environment from mud, snow, ice, and dirt.  

Respect for self: 
Wear: weather appropriate clothing at all times, for example; when raining, wear your raincoat and boots, 
when cold wear your coat. 
Be responsible: If you choose to get muddy, climb a tree, when taking risks; stop and think, be sure it’s 
appropriate.  
Play: fairly, play safely, be kind to yourself and others, make the playground fun for everyone. 

Playground Maintenance and Safety   
The employees must follow playground safety and maintenance procedures to promote appropriate use 
of the facilities and prevent injury.  These procedures are as follows: 

1. The playground must be sufficiently staffed when children are present. Refer to the student 
teacher ratio as outlined previously;  
2. Maintain awareness of all the children and all the activity by walking about and watching the 

children and all areas of the playground; 
3. All teachers should feel comfortable approaching children from any class about behavior 

when carrying out playground supervision; 
4. Employees will constantly scan play activities and children. 
5. Playground rules must be consistently enforced; 
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6. Employees will check the playground daily for unlocked gates, unsafe debris, and playground 
equipment in need of repair, required depth of mulch surface, poison ivy, glass, etc.; 

7. Children must be accounted for at all times. Teachers shall count children every 2-4 minutes 
keeping children in sight and sound at all times; 

8. Teachers shall conduct head counts during any transition; 
9. A first aid kit for playground use will be accessible at all times and will be kept adequately 

stocked; 
10. Minor cuts and bruises should be tended to on the playground; 
11. During an emergency, one teacher should stay with the group while the other teacher handles 

the situation; 
12. Containers for sand play will be covered securely at the end of each playtime; 
13. Play equipment such as: balls, logs, tires, sand toys, and lose parts shall be put away after 

each play time; 
14. We go outside in ALL types of weather, with the exception of: Thunderstorms, and/or if the 

wind-chill is colder than 25° or if the heat index is warmer than 95°; 
15. While children should be dressed appropriately for the weather, we do not force children to 

keep their coats or shoes on. We strongly encourage only; 
16. Children shall be allowed access to water and shade at all times; 
17.  Teachers shall not leave the playground unless absolutely necessary (as in an emergency); 
18. Maintain extra vigilance when more than one classroom is one the playground; 
19. Limit conversations with other adults so as not to be distracted. 

Fieldtrips – Going Out 
The Infant, Pre-Primary, and Primary are protected environments. It is not our philosophy that these 
children are well served by “Going Out”. However, our oldest Primary children (3rd year/kindergartener) 
can benefit from these experiences in small amounts. When a fieldtrip is appropriate, the following 
guidelines apply: 

A. Fieldtrips must be planned and approved 30 days prior to the planned trip date 
B. The Head of School must approve ALL fieldtrips and dates 
C. Child Adult Ratio is 8:1 
D. Families must be notified 14 days in advance 
E. Permission and liability waivers must be completed and signed via Transparent Classroom 
F. Families must be reminded of fieldtrip via email 7 days, again at 4 days, and the day prior to the 

trip 
G. Teachers shall provide the families with a “needs list” when notifications and reminders are sent 
H. No child shall use a public restroom without a chaperone supervising. 
I. First aid kit, student medications, and student emergency contact info must accompany the 

group. 
J. Teachers will have their cell phone on them at all times 
K. Children under 6 years/ 60lbs must be in a five-point harness 

The elementary children enjoy ‘Going Out” to places of interest in the community, and that correspond 
with their current studies. There are two types of fieldtrips at BRMS. Whole group, and small group. 
When taking a fieldtrip, the safety of the children is our primary concern and the following guidelines 
apply: 

A. Fieldtrips must be planned and approved 30 days prior to the planned trip date 
B. The Head of School must approve ALL fieldtrips and dates 
C. Child Adult Ratio is 12:1 
D. Families must be notified a minimum 14 days in advance 
E. Permission and liability waivers must be completed and signed via Transparent Classroom 
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F. Families must be reminded of fieldtrip via email 7 days, again at 4 days, and the day prior to the 
trip 

G. Teachers shall provide the families with a “needs list” when notifications and reminders are sent 
H. No child shall use a public restroom alone, the buddy system must be utilized. 
I. First aid kit, student medications, and student emergency contact info must accompany the 

group. 
J. Teachers will have their cell phone on them at all times 

K. Children under the age of 8 years must ride in the school’s activity bus 

L. A buddy system will be utilized at all times. Each child will be paired with a partner(s) and 
instructed on being responsible for one another. 

M. Teachers will communicate to the children the responsibility of being positive ambassadors for 
Blue Ridge Montessori School. 

Buddy System Guidelines and Expectations 
• Always know where your buddy is. Stay with your buddy; 
• Always tell your buddy where you are going; 
• Remind your buddy of the trip itinerary - what time your due back, regrouping, etc.; 
• Be guided by the principles of cooperation and co-responsibility; 
• Don’t be shy about telling your buddy when they are not acting properly. 

Transportation – Bus Safety 
Driving the school activity bus is a challenging job. You are given the responsibility of safely 
transporting students of all ages to and from school for various activities. You have an obligation to 
drive safely and attentively in all kinds of traffic and weather conditions. But you also have the duty to 
supervise the activities of a bus full of students—and to do it all while keeping your eyes on the road.  

Bus Safety Rules 
• Watch your step entering and exiting the 

bus 
• Stay seated 
• Buckle up!  
• Remain buckled until the driver gives 

permission to unbuckle and leave your seat 
• Keep hands, feet, and arms inside the bus 

at all times 
• Do not open the windows or doors 

• Keep the aisle way clear of items, hands 
and feet 

• Stow items in the stow away above your 
head or at the back of the bus 

• Use your inside voice at all times 
• Walk 
• Keep your body to yourself 
• Remove all possessions upon returning to 

school

Safety Checks 
Prior to the children boarding the bus to leave the school premises the following safety checks must be 
conducted: 

� Sight check around the outside of the 
bus. 

o Tires 
o Windows 
o Windshield 
o Damage 

� Secure the emergency exits 
� Start the engine 
� Set your mirrors 

� Run heat/air 
� Check doors 
� Head lights 
� Turn signals 
� Brake lights 
� Wipers 
� First Aid Kit 
� Emergency roadside kit 
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On return from trip: 
� Walk through and inspect the interior  
� Sweep 
� Secure windows and doors 

� Remove any left items 
� Secure child safety switch  
� Lock up 

Employees and parents who provide transportation in a non-school vehicle for fieldtrips must 
abide by the policies below: 

• Complete the fieldtrip chaperone orientation 

• The group will all take the same route to and from the destination (follow the bus) 

• The group will leave together and remain together as much as possible while in route to and 
from the destination. 

• Only students who are 8 years and older may ride in a non-school vehicle 

• Each student should be securely buckled in their seat belt 

• In the interest of safety, driving adults are required to refrain from using cell phones while 
transporting BRMS students; except in case of emergency. 

• Vehicle must have current safety inspection sticker and registration tags. 

• Driver must have and provide proof of a valid driver’s license, auto insurance, DMV record  

• Driver must obey all traffic laws. 

• Children must not extend arms, legs, or head out of windows. 

• In the event of an accident, all vehicles shall pull off the side of the road and turn on their 
hazard lights (four-ways). Turn off ignition of the wrecked vehicles. A teacher or designee 
shall contact the emergency authorities; assess injuries and request ambulance if necessary. 
DO NOT MOVE THE INJURED UNLESS EXPLOSION OR FIRE IS LIKELY.  
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Parent Communication 
It is important for all the employees at BRMS to realize and understand that parent communication is 
an essential part of our jobs and we must at all times approach parents in a friendly and professional 
manner. If we fail in our communication with our families, in essence we fail as Montessorians.  For 
this reason, the school has established lines of general communication for enrolled families. First 
and foremost is the Family Handbook, which is the general policy and procedure guideline for 
parents. Leads are required to publish weekly or biweekly classroom emails, offer parent education 
nights and parenting forums, Montessori Mornings, and parent /teacher conferences, and we 
encourage membership in the PTO. It is required that lead teachers establish and maintain an email 
address for their individual classrooms. 
Communication with parents happens any time an employee speaks with a parent on the phone, 
casually in the hallway or in the parking lot, or at a formal conference. All teachers have a 
responsibility to make parents and visitors feel welcome and connected to the school. It is important 
to take advantage of these opportunities to help parents understand the Montessori Method and 
what happens in our classrooms. If a casual encounter turns into a mini-conference, it is appropriate 
to suggest that the parent schedule a conference with the teacher. 
Teachers should work towards having more contact with parents and having influence with parents. 
The points listed on the following page may be helpful: 

 
• We must be aware that parents enter relationships with us with wide ranges of emotions. It is 

important to establish a climate of equality, and mutual respect /dependence, so that 
teachers and parents will accept one another’s input as serious. 

• When speaking with parents, teachers should focus on the individual child rather than on the 
needs of the group or their own opinions. 

• Purposes and goals of meetings should be made clear to parents well before a meeting 
occurs so that parents will be prepared with a plan of action. 

• Allow yourself to listen to parents with your heart as well as your head. 
• Be prepared for agreement without gloating. Be prepared for disagreement with points to 

support your observations and recommendations. 
• Avoid generalizations and judgmental statements. Instead, give specific examples of 

behaviors without labeling the behavior. 
• Always end on a positive note providing a recap of the discussion and decisions. When 

appropriate give parents a written summary of the meeting. 
• Written recaps are required when difficult conferences have occurred. These recaps must be 

sent to the parent and to the Head. 

Transparent Classroom 
Transparent Classroom is a record keeping and parent portal that we utilize in a variety of ways. 
Parents are able to access their child’s information at any time. Reports, notes, pictures, and daily 
logs are sent out to the parents in real time through email. 

Emails 
All leads and administrators will be assigned a school email address. All communication with co-
workers, families or business that has to do with BRMS in any way, must be conducted through 
these business channels. NO EXCEPTIONS. 
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Phone Calls and Parent Contact 
Return parent phone calls promptly after school. The school office will not give out a teacher’s home 
number. Telephone conversations are best kept to a minimum, as face-to-face meetings are usually 
more productive. Talking with parents at arrival and dismissal times is not appropriate and should 
not be encouraged. Supervision of the children is crucial at these times and the primary 
responsibility of the teachers. If a parent persists, politely but firmly ask for a time for a formal 
meeting time while reminding them that at this time teachers and assistants must attend to the 
needs of the children. 
Although teachers are not required to keep a parent contact log throughout the school year, this 
practice is recommended. Keeping the Head of School informed of parent concerns helps them to 
support your work in the classroom and prepares them for intervention when necessary. 

Support from the Head of School 
The Head is your first line of support when dealing with challenging situations. Whether with a 
parent, child or co-working. The primary role of the Head is to support the teachers and employees. 
Teachers must keep the Head of School apprised of information that they may need to know should 
a parent have a concern or complaint and request an intervention by the Head of School.  
Any information or concerns about a child are discussed with parents only in a privately scheduled 
conference. Inform the Head of School before a “difficult” conference and request their presence 
when and if it is needed. The best way to keep the Head informed is to submit a copy of notes, 
emails, newsletters, permission slips, reports, etc. which you intend to distribute to your classroom 
families, the Head is available to help compose or proof read these items.  

Parent Teacher Conference Guidelines 
Most parents come to the school to formally meet with their child’s teacher a few times each year. 
These individual conferences provide the opportunity for parents and teachers to discuss all phases 
of the child’s development, social and emotional as well as intellectual. These meetings are not 
merely reporting sessions but conferences to exchange information necessary to facilitate proper 
guidance of the child. 
Parents can share information about their home life and their attitudes toward their child and the 
school. Then the teacher will have the opportunity to understand more clearly how the child thinks 
and feels, and how they can better guide the child on their individual path. Teachers will want to use 
this opportunity to answer questions about the school and to explain in detail the specific skills and 
understandings the child has acquired. Possible reasons for success or difficulty can be discussed. 
The information that is obtained by listening, observing, and questioning through these conferences 
should be used to help parents and teachers work together to perceive and correct issues and to 
chart a positive course for each child. The more information that is available, the more complete the 
picture. 

Types of Conferences 

1) Preliminary or First Conference of the Year 
The first conference of the year should have as its specific aim, the establishment of a positive and 
constructive relationship between home and school. This session will convey a two-way impression: 
the parent needing to gain a better understanding of the program offered to the child within the class, 
and the attitude of the teacher; the teacher needing to gain a clearer picture of the parent’s 
expectations and of the child’s home influences. Establishing a friendly attitude at the beginning of 
the year is a positive way to establish rapport, to develop confidence, to set up attitudes of home and 
school cooperation, and to discuss common needs and goals. 
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2) Conferences by Appointment  
These formal conferences occur twice a year, and most often for twenty to thirty minutes per family. 
However, the teacher needs to be flexible to allow enough time to cover the situation thoroughly. 
Parents need to feel that they have ample time to discuss their concerns. Occasionally these 
conferences are parent-initiated, and some are teacher–initiated. Some conferences are for 
conveying academic standing, some for problem solving, and some crisis-related. It is the planned 
conference that is usually the most important information-gathering tool a teacher utilizes. 

3) The Casual Conference 
The casual conference usually has less impact than the formal conference by appointment. Still, 
many valuable ideas and much information is presented in passing remarks that can be followed 
through in a later conference situation. Often attitudes toward the child or school or conditions within 
the home are mentioned, which lead to a better understanding of problems or home environments. 
These opportunities for casual conferences should never be overlooked when they arise, but they 
should not take precedence over other responsibilities. 

4) Conferences by Phone 
This kind of conference is usually of an incidental nature and is a limited technique.  Phone 
conversations are used when immediate communication is required, for quick information gathering, 
and also to keep in touch with special problems, but they are not a substitute for face-to-face parent 
teacher conferences and should not be used as such. 

Setting up a Conference 
Once in the fall and again in the spring BRMS has designated dates for formal parent teacher 
conferences. Approximately 2 weeks prior to the conference date an electronic parent sign-up sheet 
will distributed to families.  At this time, teachers will also send out the Pre-Conference 
Questionnaire for parents to fill out and return before their scheduled appointment. A copy of these 
forms must be submitted to the Head of School with your conference notes within one week after the 
conference. 
If a teacher is unable to schedule a child’s conference, documentation of such must be filed in the 
child’s student records on Transparent Classroom. If a teacher deems it necessary to schedule a 
conference any other time throughout the year, they must notify the Head of School for additional 
support. If the teacher is having difficulty scheduling a conference, they must notify the Head of 
School for additional support. It is important to advise the Head in writing of any conferences that 
reveal significant information about a student or a family.  

What Helps Make an Effective Parent-Teacher Conference? 

Preliminary Preparation 
1. Determine the specific purpose for the conference. The reason for the conference should be 

communicated to the parents prior to the meeting. 
2. Invite the parents to meet at a mutually agreeable time. 
3. Provide the parents with a pre-conference questionnaire. 
4. Contact any additional support employees that needs to be included. 
5. Prepare samples of the child’s work. 
6. Make a list of the issues to be discussed. Write down some pertinent questions you want to 

ask or include comments you want to make about the child. Don’t trust your memory. Be 
sure to include a list of the child’s assets and strengths  

7. Be sure to schedule adequate time. 
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Physical Setting 
1. Choose a comfortable and informal setting. Arrange seating so the parents and teachers are 

sitting face to face.  
2. Be sure the conference area is and remains private throughout the conference, both 

auditorily and visually. 
3. If there is a series of conferences, then provide a seating/waiting area that is comfortable for 

the parents. Post a conference schedule outside the door. Supply books and related class 
materials in the lobby. 

4. Many parents will bring their children to conferences. Although this is not ideal, it is a reality, 
so preparing a child activity within the room yet away from the conversation is 
recommended. 

The Conference 
1. Greet parents at the door. Smile and invite them to the conference. 
2. Indicate the child’s strengths first. Beginning the conference with positive comments about 

the child will set the stage for positive interaction. Then the teacher can gradually move to 
any problem areas. The teacher needs to be responsive and sensitive to understanding the 
family’s life by creating a positive and supportive environment, not an investigation. Parents 
need to feel accepted, both verbally and non-verbally. 

3. Give the family the opportunity to talk to you, a qualified listener who knows their child. 
Teachers conducting parent teacher conferences often talk too much when they need to 
listen. As teachers listen to parents’ comments and complaints, they not only learn the 
parents’ attitudes and beliefs, but they also gain sympathy and understanding. Parents will 
be ready to listen to the teacher after they have had a chance to express their concerns and 
suggestions. 

4. Use reflection and paraphrasing as an interviewing technique. Reflection means putting into 
different words what the parents have said. This does not mean every word, but some key 
phrases or unspoken feelings, or half-understood statements. Paraphrasing can indicate to 
the parents that the teacher is paying attention or is trying to understand what they have to 
say. 

5. Observation is an important part of a successful parent-teacher conference. Communication 
most often involves more than just conversation. Through observation a teacher might be 
able to determine signs of embarrassment or discomfort or signs of positive reactions. Even 
a parent’s dress and manner of speech may help to determine what suggestions and level of 
conversation should be used. 

6. It is what the parent hears that makes the prime impact. The teacher needs to communicate 
carefully to be understood. The teacher’s knowledge and understanding of a situation is 
secondary if the parents have not clearly understood. Eliminate educational jargon and use 
meaningful, simply stated conversation. 

7. Stick to the objective of the conference. If the conversation drifts away from the aim of the 
conference, the teacher will need to guide the discussion back into meaningful areas. 

8. Recognize that your beliefs and attitudes are a part of yourself. These beliefs and values will 
play a role in shaping the goals and outcome of the relationship and in choosing the methods 
to be used. 

9. Be aware of your emotional reactions if parents’ question or disagree with you. Some 
parents have unpleasant memories of being students. It is important that the teacher accepts 
these feelings without being defensive. 
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10. Knowledge of self-limitations is important to the teacher. Some conflicts may not be resolved 
due to factors not apparent in surface interviewing. An unresolved problem may indicate the 
need for Director support. 

11. Offer suggestions about what parents can do to help at home. Be realistic about what the 
parents can and will contribute. If a plan of action is proposed, be sure the parents agree and 
understand the implementation. 

12. Specify the conclusion or goal; however, teachers are not doctors or psychologists; avoid 
making a definite prognosis. For example, “I think something is wrong with Johnny or I think 
Johnny is Autistic or I think Johnny is hyper.” Always end with encouragement. Summarize 
and mutually plan for the next meeting. 

Student Conferences – Upper Elementary and Adolescents 
Student conferences are meetings held by the teacher with the student to check on the progress of 
their work. This is a tool to help encourage the freedom and responsibility that we are trying to instill 
in our children. This is a brief meeting to assess the work performance for each individual child, 
going over together the child's finished work, work in progress, and work planner (a log kept by the 
child of work done each week). 
These meetings initially start off weekly with each student. However, as time goes on and students 
show their personal growth in their responsibility for their work, the meeting may be extended to 
every two weeks. By the time children reach the older levels, often times they show a level of 
responsibility for only needing to meet on a monthly basis. In the event that progress is minimal, then 
the teacher will make an agreement with the child for when certain pieces of work will be completed. 
If the pattern continues, then other commitments/consequences will have to be met by the student, 
including meeting more frequently. 
By meeting this way, the child becomes personally involved in their educational process and the 
importance of personal responsibility is emphasized. This is a positive meeting to discuss progress, 
offer ideas for follow up work, and for the child to request lessons in which he is personally 
interested. If the child does not happen to be ready for that lesson, then an outline of what needs to 
be accomplished first is discussed. This time also allows for uninterrupted dialogue with the teacher 
for any personal concerns the teacher or child may want to discuss. If further time is needed, then 
that time is scheduled for a more detailed discussion. 

After the Conference 
1. Take time to summarize the results and maintain notes for future conferences. 
2. Notify any involved support employees of the results of the conference. Conferences are 

professional meetings; thus, none of the information may be disclosed except to those 
qualified to receive it. 

3. Submit notes and any pertinent information in writing to the Head of School. 
4. For difficult conferences you must follow up with the parent with a written summary via email. 
5. Each conference is a unique meeting, just as the personality of each parent and teacher is 

different. There is no complete set of rules for successful parent-teacher conferences. 
Through training and experience, teachers learn how to develop and conduct conferences 
that develop meaningful relationships between parent and child and school. 

Guidelines for Conflict Resolution 
Communication between parents, teachers, and the school administration is vital to the smooth 
operation of the school.  Parents are directed to adhere to the following procedure for questions, 
suggestions or grievances. 
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• Parent questions regarding their child, curriculum, behavior, and classroom policies and 
procedures should be addressed first to the child’s Lead Teacher. Parents should contact 
you through personal contact, a written note, a phone call, or by email. Lead Teachers 
should make themselves available each week with designated office hours. Lead teachers 
should make families aware of their office hours at the beginning of each year. 

• If a satisfactory resolution is not reached, a meeting will be scheduled with the Head within 
seven days of such request. 

• Parent questions regarding operations, school employees, school policies and Child Care 
Center Licensing regulations should be addressed to the Head of School. 

• Parent questions regarding the enrollment process, tuition, and required documents for your 
child’s file should be addressed to the Director of Admissions and Marketing. 

• Parent questions concerning billing or accounting procedures should be addressed to the 
Office Manager or the Head of School. 

Regular Communications 

Nido and Pre-Primary 
A report concerning each child’s nap, eating and diapering/potty-training will be provided for the 
parent at the end of each day through Transparent Classroom. It is imperative that documentation of 
these activities is documented as they occur. Leads are required to send out a weekly or bi-weekly 
email updating families of general classroom happenings and upcoming events. This is also a great 
format to send parenting tips and “did you know” Montessori information about Infant and toddler 
development. 

Primary and Elementary 
Lead teachers are required to send out bi-weekly or monthly email updating families of the general 
classroom happenings. These emails can be put in a newsletter format and should include upcoming 
events and reminders, as well as informative tips and information about parenting and Montessori 
Philosophy. 

Daily and Snack Schedule 
Each classroom is required to establish, maintain, and post a daily schedule and snack schedule for 
parent reference. 

Pictures  
Lead teachers or their designee may take pictures of the children working and playing while at 
school. These pictures should be published to Transparent Classroom and tagged to the appropriate 
families.  
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Blue Ridge Montessori Promise 

Blue Ridge Montessori School is Central 
Virginia’s modern embodiment and mindful 

practice of the time-proven Montessori 
philosophy for Infants through twelfth grade 

students. 
 

Through self-directed engagement with 
BRMS’s embracing culture, inherently 

interdisciplinary curriculum, and 
purposefully prepared environments, 
students fully inhabit the study of their 

personal fascinations. 
 

Implicitly and explicitly guided by expert 
teachers toward individual mastery of 

evolving social, emotional, and 
academic lessons, they learn the habits 

of mind that lead to deep focus, 
discernment, understanding, and 
maturity from their earliest years. 

 
BRMS’s multi-age classroom experiences 

inspire teachers and students to 
alternatively act as instructor and pupil, 

leader and follower, ultimately cultivating 
students’ ownership of their distinct self-
worth and appreciation of the inherent 

worth of others.



 57 

Planes of Development 
The methodology of a Montessori Education is to follow the child and guide him/her into an experience of 
self-directed and exciting learning. This ensures motivation, ownership and a desire to continue learning 
throughout life. The ultimate goal is for him/her to be able to be an active, successful adult. The Montessori 
Method accomplishes this by following the different stages of a child’s development. The stages of growth, 
which Montessori refers to as the Four Planes of Development, coincide with the 
sensitive periods, those ages when a child demonstrates an intense focus on acquiring a particular 
capability or skill. At each plane, she viewed an individual as becoming a completely separate person from 
that of the previous plane of development. Each level of the curriculum has been specifically formulated 
around the needs and characteristics of each plane to provide the optimal learning environment. The 
Planes of Development are as follows: 
 

First Plane Birth through Six 
Needs and Sensitivities Characteristics and Behaviors Education and Classroom 

Environment 
• Beauty of the environment 
• Order 
• Care of environment and self 
• Social relations 
• Control of movement 
• Security 
• Concrete 
• Choice 
• Absorbency 
• Independence 
• Refinement of the senses 

• Sensorial Information 
• Environment-certain aspects 
• Constantly active 
• Order 
• Concentration 
• Concern 
• Absorbency 
• Concrete Facts 
• Seek Independent activities 
• Imitative Behavior 

• Concrete Materials 
• Self-Correcting Materials 
• Sequential Presentations 
• Factual Presentations 
• Repetition 
• Individual work 
• Uninterrupted Work periods 
• Role-model from older peers 
• Practical Life 
• Control of Movement 
• Freedom of Choice 

Second Plane Six through Twelve 
Needs and Sensitivities Characteristics and Behaviors Education and Classroom 

Environment 
• Development of reasons 
• Fact relation (why, when, how) 
• Express judgments and morality 
• Cause and Effect 
• Building community 
• Constructing a self-image 
• Abstraction 
• Conscious of duties and 

responsibilities 
• Absolute freedom of choice 
• Morality 
• Emotional relationships 
• Sensitive period for imagination 
• Craves details 

• Need to go out, form relationships 
• Social awareness 
• Movement from concrete to 

abstract 
• Mental independence, moral 

perspective 
• Development of reason 
• Age of serenity, age of rudeness 
• Develops imagination, can 

distinguish between fantasy and 
reality 

• Physical changes 
• Needs facts to use as springboard 

for further study 
• Prefer group work 
• Internalization of concepts 

• 5 Great Lessons- use of 
imagination 

• Needs to go out in the world 
• Wants independence outside the 

family and school 
• Given the basis of all culture 
• Needs to know what is 

just/unjust 
• Materials to grow the intelligence 
• Simple life, more experience with 

nature 
• Wider boundaries 
• First-hand experiences interacting 

with culture 
• Experiment with the laws of 

association 
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First hand 

 

Third Plane Twelve through Eighteen 
Needs and Sensitivities Characteristics and Behaviors Education and Classroom 

Environment 
• Many physical changes, including 

increase in hormones 
• Health and emotions are fragile 
• More creative opportunities 
• Global perspective 
• Philosophical exploration, 

production and creation 
• Interest in History 
• Self-confidence 
• Financial independence 

• Decrease in intellectual capacity 
• Very social, concerned about 

place among peers 
• Higher concern for humanity and 

environment 
• Activist oriented 
• Concerned about vocation and 

contributions to society 
• Delicate period for health 
• Resists authority 
• Abstract love for mankind 

• Guided to investigate on their own 
• Should be allowed to work “on the 

land” 
• Cultural education comes through 

living, direct exposure 
• Recognition of contributions to 

society 
• Self becomes secondary 

Fourth Plane Eighteen through Adulthood 
Needs and Sensitivities Characteristics and Behaviors Education and Classroom 

Environment 
• Sensitive to inner needs 
• More mature 
• Need to overcome possessiveness 

and materialism 

• Chooses his/her own actions 
• High moral conscience 
• Dedicates himself to the good of 

society 
• Feels more responsibility for the 

outcome of the world 

• Education and culture have no 
limits 

 
“The first essential is that the teacher should go through an inner, spiritual preparation – 
cultivate certain aptitudes in the moral order. This is the most difficult part of her training, 
without which all the rest is of no avail…She must study how to purify her heart and render it 
burning with curiosity toward the child. She must ‘put on humility’ and, above all, learn how 
to serve. She must learn how to appreciate and gather in all those tiny and delicate 
manifestations of the opening of life in the child’s soul. Ability to do this can only be obtained 
through genuine effort towards self-perfection.”   -  Dr. Maria Montessori 
Portrait of a Blue Ridge Teacher 
Integrity is at the core. The teacher’s integrity comes from calm, confidence, and caring, light-
hearted enthusiasm matched with conscious self-restraint, modeling the best of human behavior for 
the class while showing both passion and joy in the work. Even more important is the students’ 
dignity, for which we ensure a positive and respectful environment. 

We believe in the unfolding, not the molding, of children. A Blue Ridge teacher watches, listens, 
and communicates to assess and assist each child’s development of both intellect and 
independence. We champion the triumphs of each day, removing or easing obstacles. We patiently, 
flexibly, and compassionately encourage a joyful perseverance in each child. 

The teacher is not the focus but the facilitator of the classroom. Teaching is an act of service 
and humility. Through the creation of routines and traditions, the maintenance of detailed records, 
and the presentation of broad and deep lessons that illuminate concepts and encourage student 
discovery, the teacher encourages students’ concentration, reflection, and growth. 

Embraces the classroom environment as a partner. For children to succeed, the environment 
must be orderly and inviting, clean and uncluttered, beautiful and precise. The teacher’s job is to 
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connect materials to students and to spark their curiosity. Children are then set free to make 
choices, combining freedom with a developing sense of discipline and responsibility. 

The whole world is a teacher’s classroom. Teachers and their lessons demonstrate the 
interrelatedness of all knowledge: the links between different academic subjects, the connections 
between the large and the small, and the essential similarities among all peoples. Teachers extend 
the classroom into the world beyond the school, both physically and imaginatively. 

Teachers and students learn by setting high challenges and making safe 
mistakes. Boundaries, clearly set and consistently reinforced, create a safe and cooperative 
environment which becomes as much a community as a classroom, where we all learn from each 
other. Children learn both how to help and how to reach out for help, first in their own classrooms but 
increasingly in the wider world they will fully enter as adults. 

Always remain a student, growing both personally and professionally, showing a passion for 
learning, mastering the varied Montessori curriculum while also pursuing personal interests. Like any 
good student, he or she has both strengths and weaknesses, along with an awareness of how to 
address them in the course of the day’s work. 

Our teachers educate the whole community. They actively engage parents in a partnership for 
the good of the child, engage creatively and collaboratively with assistants and colleagues from all 
age levels of the school, and communicate clearly while maintaining proper confidentiality. They are 
dynamic participants in the life of the school, actively serving, informing, protecting, and improving. 

“Now, what really makes a teacher is love for the human child; for it is love that transforms 
the social duty of the educator into the higher consciousness of a mission.” 
– Dr. Maria Montessori
The Montessori Prepared Environment 
Children construct themselves and develop their potential through interaction with the environment. 
BRMS emphasizes careful preparation of the classroom environments in order to respond to the 
specific needs and tendencies of the children at each stage of development. To provide optimum 
conditions for independent activity and the full development of individual potential we must be 
sensitive when creating and maintaining these prepared environments. 

“The first aim of the prepared environment is, as far as it is possible, to render the growing 
child independent of the adult.” - Dr. Maria Montessori 
The prepared environment is more than just materials; it involves the careful 
coordination of space, people, and time as well as the selection of activities and 
materials. The way in which these elements are combined will vary according to the 
children within the classroom and will ultimately dictate the level of success of the 
individual students and the classroom as a whole. The classroom should be attractive, 
bright, airy, and uncluttered. 

“Freedom without organization is useless.  The organization of the work, therefore, is the 
cornerstone of this new structure.  But even that organization would be in vain without the 
liberty to make use of it.” Dr. Maria Montessori 
The Space designs and furnishings should integrate the indoor and outdoor environments and 
needs to respond to the physical, social, and psychological needs of the children at various stages. 
Ideally, through planning, the classrooms will have a balanced mix of ages, and sufficient numbers 
of children to promote a vibrant social community. The teachers must carefully foster the link 
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between the children and activities and promote a positive emotional climate in the environment. The 
teacher/child ratio, although different for various developmental stages, ensures optimal opportunity 
for development of independence. 

“This is the first duty of an educator; stir up life, but leave it free to develop”  
- Dr. Maria Montessori 
Time is another key element of the prepared environment. Children are drawn toward purposeful 
work and are able to work with concentration for extended periods. The daily schedule must provide 
time for uninterrupted work cycles. There should be a minimum of 2-3 hours of unbroken time each 
day for the children to work within the environment. Also, teachers must be sensitive to children’s 
internal need for routine in order to build a sense of security and trust and be aware of this when 
preparing and implementing a daily schedule within the environment.  

Materials in the Montessori environment are presented as keys to further independent activity and 
exploration. Their purpose is to initiate extended activity, which is the basis for the child’s own self-
construction. It is important to remember that Montessori views the curriculum as a continuum; 
consequently, the materials of various levels are interrelated. Frequently, the same material may be 
used at several levels, but with different focus or purpose. Furthermore, although materials are 
categorized as Practical Life, Language etc., their presentation and use in the classrooms are 
integrated to reflect the interrelatedness of all the disciplines-and of life itself. 

How can a Montessori Teacher have Standards of Achievement and Still Follow the Child? 
This is the ultimate question. What comes from the teacher and what comes from the child perplexes 
every Montessori teacher. Usually goals and objectives serve as general guidelines for 
presentations whose sequence comes from the teacher’s Montessori training and albums. However, 
the presentation of the materials is relative to individual needs; even group lessons at the 
elementary level are planned based on who needs what presentations. Lacking a clear sense of 
what there is to present will inevitably allow a class to drift away from the Montessori prepared 
environment and its offerings. 

One can easily divide philosophies of implementation into two schools of thought – Structuralist and 
Essentialist. The structuralist looks to the sequence of the materials and the connection of one 
material to the next, asking what the logical next step is. The child is given “sequences for discovery” 
in the planning of lessons. The essentialist focuses on the child’s interest and allows the child to 
independently initiate lessons from the presentations. The essentialist also believes the child’s work 
should be spontaneous rather than designed or assigned. Teachers must learn to adjust their 
teaching styles knowing they must steer between the structure of the prepared environment and the 
child’s spontaneous interest, constructing a style that blends these two schools of thought that will 
ultimately meet the needs of individual children. 

A Look Inside our Classroom Communities 

Nido Community (Infants)  
The Nido program focuses on two basic needs of the infant—a safe bonded relationship between 
adult and child and the development of the child’s growing sense of self and independence.  
The word ‘Nido’ is derived from the Italian word meaning ‘nest’ and it conveys the spirit of the infant 
environment. Our classroom is comforting, warm and inviting, with care being taken to provide 
nurturing, calm stimulation to enhance the development of the young child. 
The simplicity and aesthetic order of our Nido environment supports safe discovery of the world as 
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the child sensorially explores the environment. These spaces are then thoroughly enhanced by the 
tender care and developmental support offered by our teachers.  
Trust is a basic need that must be nurtured in the young child. Our teachers care for and respectfully 
respond to the needs of each infant and in so doing encourage the development of that trust and 
convey a message of unconditional love and acceptance. As the child develops, this trust will serve 
to foster risk-taking and learning.  

“Sometimes very small children in a proper environment develop a skill and exactness in 
their work that can only surprise us.” Dr. Maria Montessori 

The Pre-Primary Community 
Children enter the Pre-Primary community at approximately 16 – 24 months of age. As in the 
Primary, the Montessori Early Learner environment is carefully prepared to aid the child in achieving 
independence. Social interaction with other children, development of language skills, cooking, music, 
and movement activities are stressed. 
The Early Learner Classroom consists of a large room that encompasses areas for movement, 
kitchen (Practical Life), a designated eating area, a library, areas for table work, and area for laying a 
rug to work on the floor. The classroom should be designed for use of space, and efficiency of time. 
There should be adequately-sized shelving for the materials to be easily obtained by the child. 
Tables and chairs shall be of a height and size for the children to fully utilize and maneuver. The 
classroom should be attractive, bright, airy, and uncluttered. 
The Montessori philosophy is unique in its approach to toddlers. Some of the key concepts of a 
Montessori toddler class are communicating respect for the individual child, the importance of 
freedom of movement to aid the child’s physical and cognitive development and allowing the child to 
participate in daily routines of self-care and care of the environment. All of these assist learning and 
the development of independence.  
The Pre-Primary community is lively and spontaneous, but you will see the beginnings of 
concentration and genuine social awareness. The program is rich with language acquisition and 
budding social skills. The room is arranged to allow toddlers to move about freely, and to socialize 
among themselves. The teacher moves peacefully about, conversing, encouraging or simply 
observing. As the children become able, they take an active role in the running of class, preparing 
food and feeding themselves, as well as their toileting needs. The materials look simple but are very 
precisely designed to enhance gross and fine motor skills. Most of the activity is individual. There are 
two to three adults for each group of 10-15 toddlers.  

An Environment Designed for Independence  
Toddlers are intrepid explorers. They require an environment worthy of their exploration, one that 
encourages but does not overwhelm. They are constantly making new discoveries and are striving to 
perfect the skills that will allow them to pursue their explorations more independently. Our job is to 
provide a supportive environment (space, materials, and teachers) in which these things can take 
place. Everything is designed to allow children to function independently, to whatever extent they are 
able, and so they will view themselves as capable individuals. This sense of independence and self-
reliance is fostered from the time children arrive at the Pre- Primary room - carrying in their own 
diapers, taking off their own coats, choosing their own work - until the time they leave - cleaning up 
their space, putting on their own coats, gathering their lunchbox and backpack.  
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Practical Life Exercises  
Care of self, care of the environment, and snack (including an introduction to forms of courtesy). The 
Pre-Primary children practice putting on clothes and help prepare snacks. It is a wondrous sight-
seeing a child not-quite-two carefully setting a table for snacks and then adding a bouquet of flowers.  

Sensorial Exercises  
Focusing on individual sensory qualities of the environment (sight, sound, touch, smell, and taste). 
Food tasting play in the sand and water are examples. 

Language 
Vocabulary building (overlapping with all other areas) and conversation. The Pre-Primary 
environment is rich with language which is very exciting for them. Real objects and photographs of 
common objects are used for learning names of things. Abstract words are attached to experiences: 
"Would you like a sweet taste, or a sour taste?" Stories, songs, conversations, simple explanations 
and questions add to their understanding.  

Social Skills  
Through daily interaction with each other and adults, the children learn appropriate language to 
foster interaction. 

Music 
Exposure to a variety of music such as Jazz, Classical, Blue Grass and more, singing with the 
children, and discovering rhythm and movement are examples.  

Art 
Discussion of pictures on the walls, as well as drawing on the chalkboard and expression of personal 
drama are the beginnings of artistic expression. 

Physical Development 
Movement is essential to children; thus, special care is given in arranging the furniture and providing 
materials that encourage and help the development of movement. 

Primary Community (Pre-K through Kindergarten) 
In the next phase, from age three through Kindergarten, children strengthen coordinated movement, 
articulate language and independence. The overall goal, one that overshadows the particular goals 
of "curriculum areas," is offering many opportunities for the child to develop a profound self-
confidence and a healthy, happy, strong self-image. 
Academics are presented at this level. Language, Math, Zoology, Geography, Practical Life and 
Sensorial areas are part of this classroom. Their work leads to concentration and is therefore often 
individual. The teacher moves quietly among the children, presenting activities to individuals or small 
groups. Large group activities are less frequent since their development is still an individual or 
internal construction. 

Practical Life 
The Practical Life exercises are the foundation in the Montessori environment. They help the child to 
develop concentration, coordination, independence, good manners, and care of self. The activities 
include the use of everyday items and teach life skills such as dressing, pouring, spooning, 
measuring, and sewing. Care of the environment is learned through sweeping, dusting, washing, 
and plant care. Children are taught manners through games and by the examples set by the adults 
in the classroom. 
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Outdoor Environment 
The outdoor environment is an extension of the Practical Life area. The lovely protected porch areas 
are utilized each day as weather permits. The Practical Life activities are enhanced through 
exposure to fresh air and sunshine, which are very important for children’s health and morale. 
Please be sure your child has appropriate seasonal clothing for outdoor environment. Layers of 
clothing help the child to easily adjust to indoor and outdoor temperature differences. 

Sensorial 
Attractive materials, designed by Dr. Montessori, are used to refine the five senses and guide the 
children in learning size and color discrimination, and classification. The materials are presented in 
activities involving matching, sorting, and placing in series. The children progress from simple to 
complex, from strong to subtle contrasts, and the control of error being in the material to the control 
of error being within the child’s perception. 

Language 
Language evolves from experience. Thus, the development of language pervades the whole room 
as children share their discoveries, learn new songs, and listen to stories at circle-time. When the 
child is ready, letters and their sounds are introduced. The child’s senses, having been sharpened 
through Sensorial activities, are now used to discriminate between letter sounds and symbols. 
Children lay the foundation for reading as they work with the sandpaper letters and the moveable 
alphabet. At BRMS children begin reading when they are ready and proceed at their own pace. The 
materials for development of writing begin with colored pencils in conjunction with the insets used for 
designs. The child’s reading and comprehension skills grow through practice of letters, words and 
creative writing. 

Mathematics 
The perceptual development of dimension, size, quantity, and regulated series lead directly into the 
study of numbers. With concrete examples, we explore the values of the numerals 1-10, study the 
decimal system, and then return to focus on the manipulation of quantity in the processes of 
addition, multiplication, subtraction, and division. 

Cultural Subjects 
Geography is taught through the use of globes, land forms, and puzzle maps. In class, cultural 
activities help them understand their own and other cultures. Following the child’s spontaneous 
interests and wonder, nature and physical sciences are explored. Discovery, classification, and 
exploration are emphasized. 

Animal/Plant Care 
The children learn about nature and care of living plants and animals by their observation. The 
children care for the school’s various animals, aquariums, and gardens. 

Music 
Rhythm instruments, singing, and dancing all help to promote an appreciation for music. 

Art 
Daily-individualized art activities for all levels of development give intellectual, creative, and social 
stimulus. 

Foreign Language 
The children are able to discover other languages through songs, games, and specially designed 
individual and group activities. Our curriculum emphasizes Spanish and Sign Language. 
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Healthy Living 
In the primary class, children are interested in refining the skills they acquired during their first years. 
Materials and activities encourage precision and control. Children spend time outdoors each day. 
The playground equipment includes climbing structures and slides, for exercise and bravery and 
appropriate risk-taking. 

The Elementary Community 
Blue Ridge Montessori Elementary program is organized into two three-year cycles: E1, also known 
as Lower Elementary for first through third grades, and E2 or Upper Elementary for fourth through 
sixth grades. As in the Primary community, multi-age groupings offer lasting benefits by creating a 
family-like setting. By working closely with children for a period of three or more years, teachers 
know each child’s learning style, strengths, interests, and capabilities. Teachers can then offer more 
effective lessons for meeting each child’s individual needs. Children form lasting friendships as they 
and their teachers develop a strong sense of community. 
The classroom teachers are both instructors and guides in support of the program’s academic and 
developmental goals. The teachers provide lessons that are appropriate for each child’s progress 
and development. 
Learning to become independent thinkers and self-directed are two developmental goals of the 
Elementary program. We strive to understand and then challenge each child according to his or her 
developmental needs and capabilities. Children learn to become responsible for their own 
learning as they make daily decisions and choices in our child-centered classrooms. Becoming 
mindful of the consequences of one’s choices is an essential habit for success in life. 

In the Classroom 
The Elementary community is an exciting place of learning because the children are active 
participants. At this age, children enjoy learning with others. You are likely to see children working 
together to parse sentences, reduce fractions, or research life in Colonial America. Learning to 
collaborate is an important part of the learning process. 
The elementary child’s learning activities, both within the classroom, and also in libraries, museums, 
and other sites that contain the information they seek as they satisfy their hunger for knowledge and 
understanding. 
Experimental learning takes place in the classroom in a variety of formats as the children explore 
anthropology, biology, botany, chemistry, earth science, economics, geography, history, language, 
literature, mathematics, psychology, sociology, technology, and more. 

The Great Lessons (Cosmic Education) 
Topics from these subjects are presented to the Elementary children in an impressionistic, scientific, 
ecological, holistic, and integrated format known as The Great Lessons. 
The intent of the Great Lessons is to give a “cosmic” perspective of the Earth and humanity’s place 
within it. The five Great Lessons concern how the world came to be, the development of life on 
Earth, the story of humankind, the development of language and writing, and the development of 
mathematics. 
Follow-up lessons, stories, individual studies, research, and projects occur during the entire six 
years of the Elementary program. Elementary children respond well to the classroom stories told 
about the history of the universe and humanity. These stories further ignite the children’s interest in 
the details of science, math, social science, and language. The stories further emphasize the 
connections between the different areas of study. 
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The Curriculum 
Our curriculum includes lessons in spelling, mathematics, grammar, sentence analysis, creative and 
expository writing and research skills. Our students also study the worlds of science and technology. 
They read and discuss literature, history, world geography, economics, anthropology, and the 
organization of human societies. Many areas of study are open-ended, allowing each child to 
continue pursuing related ideas and interests. 
Lessons build on past learning and respond to the children’s expanding knowledge and growing 
conceptual understanding. As children become more able to reason abstractly, they naturally 
become independent thinkers. By first using concrete learning materials, children develop both a 
strong foundation and a deep understanding of concepts, ideas, and skills. 
For example, children use the classroom materials in a scientific investigation to describe patterns 
and define relationships. As they collect information and interpret data, they begin to develop an 
understanding of independent and dependent variables. When they later study algebra, they will 
extend their earlier science experiences into multivariate graphing and linear equations. These 
experiences further extend into casual and statistical reasoning as they research and study a myriad 
of topics such as health, nutrition, political decisions, and social issues. 
During the elementary school years, students can learn without the hands-on materials because 
they now understand the abstract ideas the materials represent. Abstract ideas should not merely be 
told; for lasting learning, ideas must be discovered. Academic rules and laws are points of arrival 
rather than starting points. 
Although the scope of the Elementary curriculum is vast, it is organized as a spiral curriculum. 
Students are repeatedly exposed to many subjects that are integrated and connected. With each 
repetition, children make new discoveries and see connections more clearly. This process enables 
conceptual formation and deeper understanding rather than memorizing facts that are quickly 
forgotten. The integrated curriculum also promotes the development of life-long learning habits such 
as persistence, problem solving, communication, time-management, and self- reliance. 
Enrichment Classes (K-6th grade) 
As part of our Elementary curriculum we offer additional weekly classes in Music, Spanish, Art, and 
Physical Education. 

Spanish 
Our Spanish instruction centers on word study and exploring the parts of speech. Vocabulary is 
expanded and students learn to construct sentences in the present tense. As students’ progress in 
their knowledge and abilities instruction is aimed at expanding the vocabulary and increasing 
grammar and writing/reading proficiency. Emphasis is also placed on growth in conversational 
fluency. 

Music 
Our music program begins with a focus on the fundamentals of pitch and rhythm. Students learn to 
demonstrate singing voice and speaking voice through songs, chants, and musical games. Singing 
songs with simple melodic patterns helps students match pitch and develop tonal literacy. Students 
learn about steady beat, tempo, and rhythms through movement, playing instruments, body 
percussion, and song. Students echo, read, and write rhythmic patterns alone and in groups. The 
students prepare and perform winter and spring performances each year. 

Violin Instruction 
The music program for upper elementary students is a continuum of the musical skills developed in 
lower elementary through the use of instruments. The upper elementary students expand this base 
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knowledge through playing the violin, focusing on posture, hand position, tone quality, and steady 
beat. Students are soon able to perform simple melodies through rote and reading notation. Upper 
elementary students enjoy demonstrating what they have learned in two recitals each year. 

Art 
The art program begins with getting the children comfortable with the creative process 
while learning specific elements of art. In the Lower Elementary classroom, we focus on integrating a 
study of color theory through process art activities. Process art is where we focus on the process as 
a creative journey. This way the students learn about the color wheel while just experiencing the joys 
of simple creation. Once the students reach Upper Elementary, our artistic studies go deeper, into 
such topics, as advanced color theory, light, shadow, and perspective. Additionally, we study a 
famous artist that ties into the techniques we are focusing on for that week. 

Physical Education – Healthy Living 
The focus of Blue Ridge Montessori School physical education program is to produce healthy active 
citizens. Starting in the Kindergarten Community, BRMS students will begin to develop motor skills 
through formal engaging and fun activities with our P.E. Coach. Older students will continue to 
improve their personal fitness through creative games and instruction in traditional sports. Students 
will be exposed to a variety of physical activities to promote healthy, active lifestyles in and outside 
of school. 

Archery 
Archery is a very popular sport at BRMS. Students are introduced to archery when they enter the 
Elementary, and they learn and practice its techniques and skills during Physical Education class. 
The students can also participate in Archery club after school. BRMS is a recognized Archery 
Academy with the Virginia Department of Fisheries and Wildlife. 
Elementary age students are naturally curious and have a strong internal drive to discover how our 
world works. They may ask, “How does a fish breathe under water?” “What number comes after a 
trillion?” “What causes a volcano to erupt?” Instead of simply giving them the correct answers, 
Montessori Elementary teachers ask the right questions; they tell stories to inspire the children’s 
imagination and tantalize them to explore on their own to find out more: about volcanoes and 
dinosaurs and Monet and gladiators and poppies and skateboards and butter churning and cheetahs 
and – there is no limit! Driven by their passions, the children are open to the input from the teacher 
that refines their reading, writing, reasoning, and research skills. Designing our Elementary program 
around the children’s natural cognitive abilities means that our focus is less on the facts and 
concepts we teach, and more on what the children learn and how they learn it. 

The children’s work is open-ended and creative 
Each child’s response to a lesson is unique, and their follow up work reflects those individual 
differences. Your child is free to form or join a group to work with the concepts introduced in a 
lesson. For example, a group of children might have a lesson on the parts of a river. Some might 
choose to label an outline map with the rivers of North America. Others might choose to repeat the 
demonstration with the river model (and without the teacher), labeling for themselves the parts 
previously demonstrated. Another pair might be intrigued by a particular river mentioned in the 
lesson or by the river running through their city, and they might launch a research project about the 
Mississippi or the James. Because the children are free to move around the classroom and see what 
others are doing, it’s not uncommon for an idea to spread; children are stimulated not just by the 
teacher’s lessons, but by each other. 
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Children are agents in their own education 
Children in Montessori have significantly more input into how they are taught, and control over how 
they learn, than children in traditional school settings. Their natural learning styles and preferences 
are respected and supported. The multi-age format of the classroom prevents comparison of 
children; differences in ability and achievement are expected. Lessons are presented in small groups 
to the children who are ready for them, regardless of their age. There is no social disadvantage to 
being bright, interested, and motivated at school. Likewise, there is no stigma for reviewing or 
repeating lessons to gain mastery. Your child is free to continue to work with a material or concept 
as long as necessary, or to move on when he is ready for a new challenge. In Montessori, all 
children get straight “A’s” because they only move on when they really understand a concept. 

The children explore their own interests while meeting age-appropriate standards 
Montessori Elementary students’ study both broadly and deeply, covering many subjects not 
attempted in traditional schools. The children often develop expertise in a subject that is especially 
interesting to them. Because there is not a rigid schedule or prescribed curriculum that the whole 
class must follow, your child can focus intensely on her self-chosen work, with minimal interruption. 
At the same time, she will collaborate with the teacher to ensure that the basic skills for each grade 
are mastered. A version of the public-school standards is available to the class, and the teacher 
facilitates your child’s use of these standards as a guide to her work choices. To support her 
individualized plan of study, the teacher meets with her regularly to plan and assess her progress. 

The children are empowered to seek knowledge beyond the classroom 
An important component of the Elementary is what we call “Going Out.” Going Out occurs for a 
group of children when exploration of a topic exhausts the resources of the classroom. We want the 
children to be comfortable navigating the world, not just our classrooms. So, we have a few excellent 
books, but not everything there is to read about a topic. We have many evocative art and 
construction materials, but probably not the one perfect thing that a group of children need to build 
their model. As a result, the children must “go out” beyond the limits of the classroom to find the 
information or resource that they need. 

A “Going Out” is a planned undertaking by a small group of children. They find a resource in the 
community, schedule the outing, arrange for their own transportation and supervision (by teachers or 
parent volunteers), prepare themselves for the experience, conduct themselves with dignity while out 
in public, and return to share their research with the rest of the class. Each “Going 
Out” is an entire course of study on independence, responsibility, and good citizenship —to say 
nothing of the intellectual rewards that children get from such experiences. Montessori Elementary 
children go out to the public library, to museums, to farms, to local businesses and public service 
institutions. They visit other schools and consult with experts. They attend plays, ballets, concerts, 
public lectures, tours, and other civic offerings. They spend time outside, having direct experiences 
with the natural world. Montessori children might go out occasionally or often, but the experiences 
are always deeply personal and memorable. 

Montessori Elementary children transition well into adolescent programs 
At the end of the Montessori Elementary program, your 12-year-old is ready for a very important 
transition: becoming an adolescent. His/her elementary years have given him/her the freedom to 
develop as a unique individual. S/he has experienced the challenges and rewards of working with a 
group of other children of different ages and has seen his/her skills and talents put to use in many 
group projects. S/he has developed proficiency in all areas of academic endeavors and looks 
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forward to the new opportunities beyond Montessori Elementary. S/he loves and trusts the adults 
with whom s/he works. Above all, s/he is flexible and adaptable. 
These skills, the culmination of the 6-year Montessori Elementary program, will help him/her to 
easily assimilate into the Montessori Adolescent program, and future academic and social situations 
in high school, college and beyond. 

Homework  
A Montessori class schedule is required to have large blocks of work time in the morning and 
afternoon, especially at the Primary and Elementary levels. This scheduled, large block of time, 
along with more personalized teaching, allows the children to repeat as much as needed/desired to 
absorb the key concept being taught during school hours. Also, much of the curricula is taught with 
hands on materials that must stay at school.  
On occasion, there may be times that elementary children have homework as a consequence to not 
working during the work period in class. This homework may be done during the after-school 
program as a consequence for playing during work time as well. A discussion with parents to explain 
the circumstances and expectations would be handled by the teacher or administrator.  
Starting in the second half of the sixth year, small amounts of homework may be assigned in order to 
give the students experience with time-management outside of the classroom. 
Other types of homework beneficial for the child to pursue include his own interests or that of the 
family's morals and values.  

For additional details on BRMS scope and sequence reference the BRMS scope and 
sequence curriculum outline. 

Record Keeping/ Student Observation 
Student observation occurs throughout out each day. Detailed record keeping and observation notes 
shall be maintained regularly. Each Lead Teacher is required to establish and maintain a record 
keeping/student observation through Transparent Classroom. Lead teacher shall maintain 
attendance, and student observations and academic progress. This should include materials 
available, materials presented, materials/concepts working towards mastery, and materials/concepts 
that have been mastered. Observation notes should include detailed observations on behavior, 
emotional, social and cognitive progress.  

Progress Reports 
The lead teachers are required to prepare and distribute four progress reports during the academic 
school year. These reports are put on a nine-week schedule. The end of quarter and report due 
dates are listed on the back of the academic calendars. The progress reports are available on 
Transparent Classroom.  

Nido and Pre-Primary 
A report concerning each child’s nap, eating and diapering/potty-training will be provided for the 
parent at the end of each day through Transparent Classroom. It is imperative that documentation of 
these activities is documented as they occur. Lead teachers are also required to send out a weekly 
or bi-weekly email updating families of general classroom happenings and upcoming events. This is 
also a great format to send parenting tips and “did you know” Montessori information about Infant 
and toddler development. 
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Primary and Elementary 
Beyond the progress reports every nine weeks, lead teachers are required to send out bi-weekly or 
monthly email updating families of the general classroom happenings. These emails can be put in a 
newsletter format and should include upcoming events and reminders, as well as informative tips 
and information about parenting and Montessori Philosophy. 

Daily Schedule – The work cycle 
The uninterrupted work period is fundamental to the Montessori approach, which recognizes and 
respects individual variations in the learning process. Within the Montessori environment, the 
children need to have time to work through various tasks and responsibilities at their own pace. 
This uninterrupted work period is vitally important, as that is when the building of coordination, 
concentration, independence and order, and the assimilation of information are able to occur. 

At all levels, students with disabilities, whether physical, behavioral, emotional, or developmentally 
may need unique considerations, such as: 

• variation in work time block 
• more one-on-one teacher time and direction 
• being removed from the class for therapeutic services 

While the work will look different for each age group, at all program levels children should have 
ample time allotted for the uninterrupted work period. The following is intended to be a guide to 
what an observer would see during the uninterrupted work cycle: 

At the Infant level, a 2- to 3-hour uninterrupted work cycle is not developmentally appropriate. 
Each child typically has his/her own schedule, which should be posted for parents and teachers. 
There might be a period of time during which some meals are "scheduled" such as breakfast 
between 8:00 and 9:00 for older infants who can sit at a table and eat solid foods, but, in general, 
the guiding principle is “follow the child,” based on each child's schedule and observed needs. 
Infants should be free to move throughout the day, and should not be placed in any kind of 
apparatus that restricts movement, or in any place/position they cannot get out of on their own 
(The exception to this is the very young, non-mobile infant, who may spend time lying on his/her 
back and/or his/her stomach throughout the day. The teacher would place the child in this position 
and would move him/her based on cues they receive from the infant). Overall, you should observe 
children freely moving and exploring the environment, with adults observing and assisting 
individual children only as needed. 

During an infant’s day, you should not see a heavy emphasis on group activities and multiple 
group transitions. At the Infant level, you should observe children freely moving and exploring the 
environment, with adults observing, and assisting individual children only as needed. During an 
Infant work cycle, you should see a heavy emphasis on individual activities and transitions. 

At the Toddler level, a 2- to 3-hour uninterrupted work cycle is not developmentally appropriate; a 
typical morning work cycle can vary from 1 to 1½ hours. Toddlers tend to explore materials and 
may work at the shelf or take a work to a table or floor rug. Teachers are observing or quietly 
moving through the room, assisting or redirecting as needed. Teachers may also be 
modeling/encouraging toddlers to “restore their work” as they go and facilitating problem solving 
between students. 

Observations made during the morning cycle should include children freely moving, choosing 
work, exploring materials in all areas of the room, moving inside and outside, helping to prepare or 
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getting snack, and using the toilet/having diaper changed. Toddlers are not required to receive 
lessons on materials. Rather, they tend to explore materials much more on their own and may 
work at the shelf or take a work to a table or use a rug. 

At this age, the source of interruption to the work cycle is adult-driven rather than schedule-driven. 
Interruptions occur when a teacher chooses to model a material for a child who is having difficulty, 
engages a child who is reluctant, or redirects a child towards another material if it is being used 
inappropriately. 

Snack practices and routines can vary, ranging from a scheduled group snack to snack available 
for children to choose from throughout the morning (similar to Primary) to children helping to 
prepare and/or serving themselves their own snack, which is best practice. There is typically a 
large group time, lasting about 15 minutes, sometime in the morning, during which the teacher 
might read a book, sing some songs, or do a few finger plays; participation is optional and based 
on toddler choice, rather than required. 

Practical life/care-of-self activities such as serving snack, eating snack, and washing dishes after 
snack, as well as using the toilet (learning how to push down pants, how to sit on toilet, how to 
wash hands when done, etc.) are an important part of the day. If outdoor play time is scheduled, it 
should be at the beginning of the work cycle or at the end. 

Primary 

At the Primary level, a 3-hour uninterrupted work cycle, 5 days per week, is optimal, and a 2- to 
3-hour work cycle is the mandatory minimum. We provide large blocks of unscheduled time to 
ensure that individual children have the time to settle into a task that interests them and are not 
unnecessarily interrupted when they are engaged in a worthwhile activity. 

During the work period, teachers observe the behaviors of the children and invite individuals and 
small groups to short lessons when they see opportunities to assist a child’s progress. Optimally, 
the majority of each morning and afternoon (for 3rd year students) is devoted to self-motivated 
work. This time may include individual- or self-chosen small group activities and short lessons by 
the teacher for children who have accepted an invitation to the lesson. 

The uninterrupted work period does not include whole-class lessons or other activities such as 
adult-led group circle meetings for which participation of all children is required. Outdoor play time, 
specials, and enrichment classes for the whole group should not interrupt and are not included in 
the work period. 

Elementary 

At the Elementary level, a 3-hour uninterrupted work cycle, 5 days per week, is optimal, and a 3- 
to 4-hour work cycle is the recommendation. During the uninterrupted work cycle, one should see 
students engaged in developmentally appropriate work. The work should include Montessori 
hands-on materials that are appropriate for the individual needs of each student. The teacher will 
be working with students individually and in small groups, in hands-on engaging Montessori 
lessons. Students will be collaborating as they work on a task or research project together. 
Students are also managing work expectations. A contract, work plan, or work journal may be 
used to help with organization and time management skills. 
At the Elementary level, full-class lessons should not take place during the uninterrupted work 
cycle. Rather, they should be presented before or after the uninterrupted work cycle. Outdoor play 
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time, specials, and enrichment classes for the whole group should not interrupt and are not 
included in the work period. Circle time should also be held before or after the uninterrupted work 
cycle. 

Secondary 

At the Secondary level, the length of the work cycle varies by setting. Small programs with a 
single Secondary-credentialed guide will look different than large programs, particularly at the 
Secondary II level when course requirements and credits needed for diplomas are considered. 
The critical aspect is encouraging flexibility within extended blocks of time. You may see the 
following lessons presented: mini-lessons, impressionistic lessons, procedural lessons, small-
group lessons using flexible grouping based on needs, and individual lessons. Student work 
periods vary in length each day. It is important that this large block of time is not divided into daily, 
one-hour class periods. Students are taught to use a checklist and to plan their worktime to be 
able to meet deadlines. This includes independent work, small-group work, self-checking work with 
controls or other methods, and project work by individuals or groups. The teacher/guide is working 
with/among students. Many teachers have a space in their classrooms for students to request 
lessons on topics they identify. 

Brief, student-focused large-group activities (including mini-lessons, group initiatives/community 
building, solo/reflection time, seminar/discourse, etc.) may occur during the work cycle. These 
activities include the active engagement of the teachers. Whole-group activities are scheduled at 
natural transition times (e.g., beginning of the block, before or after lunchtime, at the end of the 
block/day) so that the work cycle can be preserved. 

At the Secondary level, during the work cycle, there should be no lectures or presentations that 
last longer than 20 minutes. Individuals should not be removed from the class for services or 
programs. There should not be a lot of unnecessary socializing, group meals or snacks, or 
schoolwide assemblies during this time. 

Student Records 
School records may be released to parents/guardians and other educational institutions upon written 
request to the Head of School or school office. These requests must be made in writing and 
submitted to the school office. Phone calls asking for documents are not accepted and will not be 
fulfilled.  

Transition Procedures – program promotion 
Program promotions can be a difficult experience for children, families and teachers alike. We must 
make every effort to foster smooth transitions for all who are involved. One way we do this, is by 
minimizing how often these program promotions occur. Generally speaking, transitions will only 
happen in the summer, fall, and occasionally, after the winter break. There are rare times when a 
child may be suddenly and unexpectedly ready and a transition needs to occur outside of the 
preferred timeline. As we approach a transition period, everyone must know what to expect, helping 
the transition to be easier for all involved.  At BRMS, we use the following steps to support children 
and families when they transition between classrooms; Nido to Pre-Primary, Pre-Primary to Primary, 
Primary to Elementary and so on.  

1. Developmental assessments and progress reports must be maintained; 
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2. Identify when the child's development suggests readiness for the next environment, this 
includes academic and social/emotional maturity, self-care skills including toileting that is 
consistent with the expectations of the next program level; 

3. Communicate the transition procedures to the families, this is typically done at the 
conference prior to the transition time that is planned; 

4. Prepare the families for the expectations that come with the new program and the changes 
that they will experience with communications, and child independence; 

5. To support/encourage the child before and after visits in the new classroom; 
6. To work as a team with all teachers, families, and Head, to make the transition as smooth 

as possible; 
7. To support child and family in the new environment by planning ahead for their arrival 

and making them feel welcome; 
8. Continue to routinely provide timely information to keep family abreast of the child’s 

transitional progress for the first 60 days.

Student Evaluation/Assessment and Referral Practices 
Behavior, social, emotional, and/or cognitive issues must be documented. If a developmental, 
cognitive, or behavioral issue is suspected the Lead Teacher must notify the Head of School in 
writing with documentation of the issue. After a thorough review of the documentation and 
observation of the child the Head of School will determine if outside intervention is required. 
Teachers may not at any time suggest to a family that a child needs an outside evaluation. 
This is a legal matter and will be handled with confidentiality and professionalism. teachers should 
never infer directly or indirectly a diagnosis to a family. 

Evaluation Documents 
Parents and/or evaluating institutions must submit all evaluating documents to the school office. 
Evaluations must be approved by the Head prior to submission. Teaching employees must not 
accept evaluating documents from parents and must not submit completed documents to the 
parents or guardians. Completed evaluation documents should be returned to the school office for 
recording and for sending it to the appropriate entity or institution. 

Maintaining the Classroom and Beyond 
Montessori Classrooms are beautiful, neat, orderly and tidy. Everything is natural, organized, and 
beautifully displayed. The atmosphere is one of peace and tranquility, almost Zen-like. 

But Why is this so Important? 

Classrooms are designed this way for a number of reasons, one of which is to help children feel 
calm and relaxed, setting an appropriate to conducive to accommodating curiosity, exploration, 
discovery and what is often characterized as the result – peaceful learning. 

Daily Classroom Opening Procedures 
Wipe off tables and chairs 
Fill water activities 
Prepare food preparation activities 
Fill outside water jugs 
Put away/store food properly 
Refill red sanitizer  
Refill soapy water (diapering) 

Prepare any art projects 
Prepare/refill cut paper  
Sharpen pencils 
Replace crayons  
Replace paper towels 
Replace towels in activities 
Properly stock bathrooms and cabinets  
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Lock cabinets and remove the keys 
Roll work rugs 

Cut/prep metal inset paper 
Prepare outdoor environment

Preparing Outdoor Environment 
Sweep (as needed) 
Bring out curriculum shelf 
Set up tables and chairs 

Fill water activities 
Set up easel 
Fill water table (seasonal) 

Daily Classroom Closing Procedures 
Lock/check exterior doors 
Close/lock windows 
Turn off classroom lights 
Close blinds/curtains 
Empty trash cans (scrub weekly) 

Empty compost (scrub weekly) 
Vacuum floors 
Clean children’s bathrooms 
Flush toilets 
Clean toilet learning potties

Sweep 
Mop floors (2x weekly or as needed) 
Straighten curriculum (FIND ALL MISSING 
PIECES) 
Sanitize curriculum (weekly or as needed) 
Empty water activities  
Hang/fold/roll aprons/smocks 
Sanitize sinks and counters 

Wash, dry, and put away dishes (do not leave 
in kitchen) 
Place dirty laundry in laundry bin (wash 
weekly on assigned day) 
Wipe down chairs (after lunch) 
Complete documentation/communications in 
Transparent Classroom 
Put away/store food properly (within 2 hours) 
Clean easels and paintbrushes and containers 

Outdoor Environment/Playground Closing 
Pull in outdoor environment activities 
Check outdoor activities for completeness 
(FIND ALL MISSING PIECES) 
Pull tables and chairs and stack close to 
building 

Cover sandbox 
Clean-up playground toys 
Hose down patio (weekly and seasonally) 
Put away hose  

Throughout the Day Check List 
1. Wipe down tables before and after snack 
2. Keep curriculum organized throughout the work cycle 
3. Trash taken out/bags replaced 
4. All food put away and stored properly 
5. Clean up playground toys after each outside time 
6. Cover sandboxes after each outside time 
7. Sweep floors 
8. Lock cabinets 
9. Find missing curriculum IMMEDIATELY 

Please inspect the kitchen and hallways for cleanliness. If dishes need washing, wash them, 
if floors need sweeping, sweep them!

In Conclusion 
This manual is intended to be a general guideline and is a work-in-progress. All employees will be 
notified of modifications, updates, or changes. If you have any questions or concerns, please feel free 
to contact the Head of School. 
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