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Dear Families,
Welcome to Sewickley Montessori, a program of the Sewickley Valley YMCA.

Sewickley Montessori looks to offer an authentic Montessori experience to the local and
broader community. Sewickley Montessori guides children to follow their natural human
tendencies and grow in a supportive environment that meets their developmental needs.
We foster children’s independence, curiosity, and love of learning, allowing them to grow
to their greatest potential. Through kindness, respect, and hard work, Sewickley
Montessori supports and provides an exceptional school experience, creating lifelong
learners and global citizens by following the principles of Montessori education.

Our partnership with the Sewickley Valley YMCA has been a wonderful experience, and
we look forward to the continued growth of the program. This Guidebook reflects the
individual practices of Sewickley Montessori as well as the policies of the YMCA so that
we can offer the best program possible for your child and family.

We cannot thank you enough for entrusting us with the opportunity to open this
program and offer the surrounding community an authentic Montessori experience.
Hopefully, this Guidebook will answer some long-awaited questions. As we continue to
navigate our first year at Sewickley Montessori, we will keep you updated as we refine
and adapt these policies.

We look forward to continuing to develop our partnership as we support your child(ren)

on their lifelong journey of learning. Please reach out with questions or concerns!

Sincerely,

Sewickley Montessori

Sewickley Montessori admits students of any race, color, national origin, or ethnic origin, religion, family structure, or
sexual orientation to all the rights, privileges, programs, and activities of the school. It does not discriminate based on
race, color, national origin, or ethnic origin, religion, family structure, or sexual orientation in the administration of its
educational policies, admissions policies, and other school programs.
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Sewickley Montessori
Parent/Student Handbook

OFFICE HOURS
8:30 a.m. to 3:30 p.m.

COMMUNICATION
Office Cell Phone (Preferred Phone): 412-670-3994

Office Phone Number: 412-259-8092

Office Email: ksemple@sewickleyymca.org

Transparent Classroom

Transparent Classroom is the tool Sewickley Montessori will utilize for most of our parent
communication. Parents will contact their classroom Guides through Transparent Classroom
to communicate questions about their child, such as concerns about their child, classroom-
related questions, or curriculum-related questions. The office will post and share important
information, such as snack calendars, delays, or snow days. Additionally, Guides will share
photos and send messages to families. Families will receive an email invitation to create an
account before their child’s first school year.

Guides will NOT check Transparent Classroom while they are working with

children in the classroom. Timely messages, such as ones concerning illness,
drop-off, or pick-up, should be communicated to the office.

Sewickley Montessori: Family Guidebook 2025-2026
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PARENT INVOLVEMENT
We look forward to developing a strong home-school connection. We will offer the
following parent programs this year:
e New School Year Potluck (August 237 from 2pm-5pm)
e Sewickley Montessori Orientation (August 28t from 7:30pm-9:00pm; childcare not
provided)
Parent Book Club (Led by Becky Musial and Katie Semple; childcare not offered)
Journey and Discovery
Thanksgiving Celebration
Children as Teachers (December and February)
Sewickley Montessori Fundraiser
End of School Picnic

There will be additional volunteer opportunities and ways to get involved at Sewickley
Montessori. Sewickley Montessori adheres to government regulations about volunteers.
Volunteers must have the following clearances submitted to the office:

PA Child Abuse Clearance
https://www.compass.state.pa.us/cwis/public/home
No cost to you if you click the volunteer button

Pennsylvania State Police Criminal History
hitps://epatch.state.pa.us/Home.jsp
No cost to you if you click the volunteer button

FBI Fingerprinting

If you have lived in Pennsylvania for ten consecutive years, you are not required to be
fingerprinted. You must, however, fill out the Disclosure Statement Application for Volunteers
form (available in the office). If not, please visit the website below, pre-enroll, and follow the
instructions. The service code you will use is 1IKG6Y3. Once you have been fingerprinted,
please provide us with your UEID number so that we can access your record.
hitps://uenroll.identogo.com

PA Department of Education Individual Driving Records
We need the Full History, and it costs $14.
https://apps.pwp.pa.gov/idr

Sewickley Montessori: Family Guidebook 2025-2026



PROGRAMS

Infant/Toddler Parent-Child Group
e 2-36-Month-0Olds
e Thursdays 9:00am-11:00am

Half-Day Toddler
¢ 18-36-Month-0Olds
e 8:30am-11:30am

All-Day Toddler
e 12-36-Month-0lds
e 7:30am-5:30pm

Half-Day Children’s House
e 3-6-Year-Olds

¢ 8:30 am-11:30 am

e Morning Wrap-Around Care

e Extended-Day Experience for Kindergarteners (Tuesday through Thursday)

All-Day Children’s House
e 3-6-Year-Olds
e 8:30am-3:30pm

e Early and Late Wrap-Around Care (7:30am-8:30am and 3:30pm-5:30pm)

Page | 6

e Extended-Day Experience for Kindergarteners (Tuesday through Thursday; with an additional

All-Day work cycle on Monday and Friday)

Sewickley Montessori: Family Guidebook
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LICENSING AGENCIES

Sewickley Montessori Children’s House classrooms are dual licensed through the Pennsylvania
Private Academic Schools and the Pennsylvania Department of Human Services and are
mandated to uphold all rules and regulations. Our Toddler Program is licensed by the
Pennsylvania Department of Human Services and is required to comply with all applicable laws
and regulations.

MANDATED REPORTER-CHILD ABUSE REPORTING

As a YMCA childcare program, we are mandated by Pennsylvania State Law to report all
incidents of suspected child abuse or neglect. If a staff member suspects a case of child abuse, it
will be immediately reported to the state of Pennsylvania’s ChildLine and documented.

Child abuse is defined as physical, sexual, emotional abuse, or neglect. Suspected child abuse
can also come through disclosure by the child themselves to a staff member.

ATTENDANCE/TARDINESS/EARLY DISMISSALS

Full attendance on every school day is necessary for your child's best education. When arranging
a pre-planned vacation, please notify Sewickley Montessori as far in advance as possible, as this
allows Guides to plan lessons effectively. Because a child's absence impacts their education, we
ask that absences be kept to a minimum.

Sewickley Montessori: Family Guidebook 2025-2026
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ENROLLMENT

Enroliment Paperwork

Our classrooms are dual certified, and each level has different requirements. The paperwork due
for each level is listed in the chart below. We utilize an online enrollment system, and all parents
are expected to complete their student information updates online. Computers and assistance
are available in the childcare administration office.

Enrollment Contract - Parents are required to sign and date a contractual agreement
that specifies the fees charged, payment due dates, and services rendered. Enroliment
changes must be approved in advance by the School Head. This document is signed
before Enrollment Packets are sent.

Birth Certificate - A copy of your child’s birth certificate is required.

Emergency Contact Form- A current emergency contact form must be completed for
each child enrolled. Emergency contact people listed on this form must be available
during the hours your child is in care, be over 16, and have transportation. All signature
areas must be signed. This will be mail-merged and included in your final enroliment
packet.

Promotional Release- Please read and sign the optional publicity form and the
mandatory field trip release. This will be mail-merged and included in your final
enrollment packet.

Health Assessments- Each child is required to obtain age-appropriate health
assessments. Because we are dual licensed (DHS and LPAS), multiple health assessments
are required. The health assessments that your child needs are listed in the chart below.
Physical forms must be signed and dated by a licensed physician. We recommend asking
for a new form before all scheduled check-ups.

o Child Health Report
Private or School Physical Examination of School-Age Student
School Health Record
Lead Testing Record
Dental Exam State Form

O O O O

Statement of Understanding - Parents are required to thoroughly read the Family
Guidebook, sign it, and return the Statement of Understanding. This statement confirms
that the handbook has been read and that all information is clearly understood. This
includes an acknowledgement of payment policies.

Custody Papers/ Protection from Abuse- Copies of custody papers and PFAs must be

presented to your child’s School Head. Legal documentation must be present in your
child’s or children’s file; otherwise, we cannot deny a parent from picking up their child
when listed on the emergency contact sheet.

Sewickley Montessori: Family Guidebook 2025-2026
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e IEPs and IFSPs - IEPs and IFSPs are created by service providers working with children
with special needs and include this information. If your child currently has an IEP/IFSP, it
would be beneficial to share a copy of this plan with us so we can work together to ensure
that the guidelines are implemented effectively. You do not have to provide this
information if you do not wish to do so. The information found on an IEP/IFSP is protected
by privacy laws, including the Health Insurance Portability and Accountability Act (HIPAA).

REQUIRED ENROLLMENT DOCUMENTS

Toddler Program Children’s House Children’s
House/Extended-Day
e Enrollment Contract e Enrollment Contract e Enrollment Contract
e Birth Certificate e Birth Certificate e Birth Certificate
e Emergency Contact Form |e Emergency Contact Form |e Emergency Contact Form
e Child Health Report e Child Health Report e Child Health Report
e Statement of e Statement of e Private Physical
Understanding Understanding Examination of a School
e Promotional Release e Promotional Release Age Student
e Child Health Assessment
e Dental Health Form
e Proof of Lead Testing
e Statement of
Understanding
e Promotional Release

CONFIDENTIALITY OF RECORDS

All information obtained in your child’s records is privileged and confidential and cannot be
released without parental written consent. Authorized representatives from DHS and LPAS have
the right and the responsibility to review all records upon request.

UPDATING RECORDS

All records retained in your child’s file must be checked and/or updated every 6 months.
Changes in addresses, telephone numbers, cell phone numbers, insurance, employment, pickup,
or emergency contact information should be reported to the School Head immediately.

WAITING LIST POLICY

If a level is full, names will be placed on a waiting list. If a space becomes available, families on
the waiting list will be contacted and given one week to respond. If no response is received, the
next name will be contacted for placement.

WITHDRAWING A CHILD

Requests for withdrawing a child from Sewickley Montessori must be received in writing at least
two weeks before the child’s last date of attendance. Billing will continue until the childcare
School Head receives written confirmation. No refund will be given for payments made before
receiving written notice.

Sewickley Montessori: Family Guidebook 2025-2026



Page | 10

Sewickley Montessori Children’s House 2025-2026 Calendar

August 15% — August 29t
September 1st

September 2nd

September 2nd —4th
September 2nd —12th
September 9t

November 24th -25th
November 26 - November 28t
December 22" - January 2™
January 19t

February 16t

March 16t — March 27t
April 3

April 6t

May 4th and May 8t

May 25t

June 3

June 4% — June 15t

June 15th

Teacher In-Service
Labor Day, No School

New Student Individual Visits

All-Day CH Orientation Period: First full
day for all students is September 5t",
Half-Day CH Orientation Period: First full
day for all students is September 15,

First Day of Extended-Day

Parent-Teacher Conferences,
No School

Thanksgiving Break, No School
Winter Break, No School*

MLK Jr. Day, No School
Presidents Day, No School
Spring Break, No School*
Good Friday, No School

Easter (Observed), No School

Parent-Teacher Conferences,
No School

Memorial Day, No School
Last Day of School*
Teacher In-Service

Teacher’s End

Sewickley Montessori’s Children’s House Program is based on an academic school calendar
year. However, with interest/need, the program will offer care over Winter, Spring, and
Summer breaks (following the in-service and school closure schedule as observed by other
Sewickley Valley YMCA childcare programs). If you are enrolling for care during these
breaks, a separate schedule will be provided.

Sewickley Montessori: Family Guidebook 2025-2026
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In-Service
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Sewickley Montessori Toddler 2025-2026 Calendar

August 15% - August 26t Teacher In-Service

September 1st Labor Day, No School
September 2nd New Student Individual Visits
September 3 First Day for Students
November 26t - November 28th Thanksgiving Break, No School
December 24t - December 26t Winter Break, No School
December 315t -January 1st New Years, No School

January 19t MLK Jr. Day, No School
February 16t Presidents Day, No School
April 3 Good Friday, No School

April 6t Easter (Observed), No School
May 25t Memorial Day, No School

July 6th Fourth of July (Observed), No School

Sewickley Montessori is excited to open our Toddler Program. A key aspect of the
Montessori Guide’s role is to prepare the environment, which Guides will start in August
2025. Toddler Guides will reach out to schedule a Home Visit and School Visit with your
child(ren) in August.

Starting September 2, 2025, the program will follow the same in-service and school
closure schedule as other Sewickley Valley YMCA childcare programs.

Sewickley Montessori: Family Guidebook 2025-2026
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Sewickley Montessori In-Service
Toddler Program 2025 .No School
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STUDENT ORIENTATION

Children’s House Half-Day Morning Program:

There is an Orientation Period for all children in the Half-Day Morning Program at the beginning
of each school year. Orientation provides the child with the opportunity to become accustomed
to the classroom structure, routine, and content under the close direction and encouragement of
the teacher. The teacher utilizes this time to become more knowledgeable about each child and
his/her abilities, as well as to facilitate the child’s adjustment by creating comfortable and
positive feelings about the school. During Orientation in the Children’s House Half-Day Program,
the children attend school for a shorter period than the regularly scheduled three-hour session,
and they attend in a smaller group of children than the number of children enrolled in the class.
An Orientation Schedule for each new child will be given to parents prior to the first day of
school.

All-Day Children’s House and Toddler Programs:

There is an Orientation Period for all children in the All-Day Children’s House and Toddler
Programs at the beginning of this school year. Orientation provides the child with the
opportunity to become accustomed to the classroom structure, routine, and content under the
close direction and encouragement of the teacher. The teacher utilizes this time to become
more knowledgeable about each child and his/her abilities, as well as to facilitate the child’s
adjustment by creating comfortable and positive feelings about the school. Moving forward, the
Orientation Period will look different, but we have built in this time this year to support the
opening of the program(s).

Below are the classroom orientation schedules. Toddler Individual Visits will be scheduled for the last
week of August. Your child’s individual details will be shared with you after rosters are finalized.

SEP2025 .Y

£S

SEWICKLEY MONTESSORI TODDLER PROGRAM

SUN MON TUE WED THU FRI SAT

01 02 03 04 05 06

Labor Day; Group A Group B All Children
No School

Sewickley Montessori: Family Guidebook 2025-2026
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SEP2025:- )

SEWICKLEY MONTESSORI HALF-DAY CHILDREN’S HOUSE

SUN

MON

TUE

WED

THU

FRI

07

*Extended
Day starts this
week.

01

Labor Day; No

Schoo!

08

8:30-10:00
New Children

8:30-11:30
Returning
Children

02

Individual Visits
(20
Minutes/Child)

09

8:30-10:00
New Children

8:30-11:30
Retumning
Children

03

8:30-9:30
New Children

10:00-11:30
Returning
Children

10

8:30-10:00
New Children

8:30-11:30
Returning
Children

04

8:30-9:30

New Children

10:00-11:30
Returning
Children

11

8:30-10:00

New Children

8:30-11:30
Retuming
Children

05

8:30-9:30
New Children

06

10:00-11:30
Returning
Children

12 13
8:30-10:00
New Children

8:30-11:30
Returning
Children

14

15

8:30-11:30
First Full Day
for All
Children

16

17

18

19 20

SEP2025

\4
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SEWICKLEY MONTESSORI ALL-DAY CHILDREN’S HOUSE —
SUN MON TUE WED THU FRI SAT
01 02 03 04 05 06
Labor Day; No Individual Visits B8:30-3:30 8:30-3:30 B8:30-3:30
School -:-f” All Retumning Retuming First Full Day
Minutes/Child)  Chilgren Children for All
Children
B:30-3:30 8:30-3:30
New Children New Children
Group A Group B

07 10 11 12 13

*Extended
Day starts this
week.

08 09

2025-2026
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TODDLER HOME VISITS

Toddler Guides will schedule a home visit with each newly enrolled Toddler. This gives us the
opportunity to develop a strong relationship with your child. Please do not worry about cleaning
- we are just there to meet your child! Lead Guides will coordinate this visit with families.

INDIVIDUAL SCHOOL VISITS

Half-Day Children’s House

Each newly enrolled child individually visits the classroom prior to the first day of school. It is a
20-minute visit. The purpose of the visit is for the child to see the environment, to meet all the
teachers, and to work briefly with the Lead Guide. This visit affords the child the opportunity for
personal time with the teachers and facilitates the adjustment to the classroom.

All-Day Children’s House
Each newly enrolled child individually visits the classroom prior to the first day of school. The
purpose of the visit is for the child to see the environment, to meet all the teachers, and to work

briefly with a Lead Guide. This visit affords the child the opportunity for personal time with the
teachers and facilitates the adjustment to the new classroom.

Sewickley Montessori: Family Guidebook 2025-2026
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Arrival/Dismissal

Children can only be released to their parents or to individuals listed on the Emergency
Contact/Permissions Form. They may be released to someone else by written permission of the
parent or guardian or by notifying the office via telephone or email. Please inform the person
picking up your child (if not the parent or guardian) that he/she must show a valid ID to the
teacher at the dismissal door.

Changes to Dismissal

Children like consistency and routine and we try to stick to our strong routines. If a change is
made, please:

1. Please discuss change with your children prior to their departure from home in the morning
to ensure they are aware of their plans for the day.

2. Please contact the office via email or phone with changes to your child’s normal dismissal
plan.

3. In the event something changes, and you need to change your child(ren)’s planned dismissal
procedure/schedule, please email or call the office prior to 10 a.m. so the message can be
delivered to the appropriate teacher.

Safety

e Please keep your child buckled in his/her car seat until you have pulled up to the arrival door.
It is easier for your child to transition into the classroom if he/she departs from his/her own
seat in the car.

e Children should not be standing in the car, leaning out of windows or sunroofs, or riding on
adult laps.

e Please do not allow your child or siblings to play in the parking lot. Many other organizations
use the lot and there can be traffic moving in multiple directions.

e Please make sure your child has a car seat that is appropriately sized for his/her weight and
age and installed safely. Several agencies offer free car seat installation checks.
(www.safercar.gov)

e Teachers at Sewickley Montessori are not legally permitted to release children into cars
unless there is an appropriate car seat. Please make sure that all people who pick up your
child from school have an age-appropriate car seat for your child.

e Please refrain from cell phone and video use during arrival and dismissal. Your child will
appreciate your attention.

Sewickley Montessori: Family Guidebook 2025-2026
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Toddler Program:

The Sewickley Montessori Toddler program is available from 7:30am to 5:30pm to meet the
needs of our families. We ask that families choose consistent schedules for their toddlers and
communicate these with the Toddler Guides.

The Toddler entrance is the second door (closest to Chadwick) on the northwest side of the
building (next to the ballfield). Toddler parents will park on Chadwick Street and walk their child
to the Toddler entrance, and assist them in their routine. When your child is ready to enter the
classroom, a teacher will greet your child at the classroom door.

Montessori looks to support children in developing independence in every part of their day. As
your Toddler gets ready for the classroom, encourage them to do as much of the routine
independently as possible.

If you have another child in the school, they can also use this entrance and move to their
classroom independently.

Half-Day Children’s House:

Arrival time is at 8:30 a.m. Dismissal is promptly at 11:30 a.m. (Half-Day Extended-Day
students stay until 3:30 p.m. on Tuesdays, Wednesdays and Thursdays beginning on September
9t.) The carline door will remain open for 10 minutes past arrival time, until 8:40 a.m. and 10
minutes past dismissal time, until 11:40 a.m.

Please enter the parking lot at the driveway that comes in under the bridge and proceed around
the back of the Sewickley Sports Arena building. The Half-Day Children’s House children enter
the school at the first door on the northwest side of the building (next to the ballfield.) Teachers
will greet Half-Day Children’s House children at their cars and walk them inside.

If you miss carline, please use the main entrance on Chadwick Street. Please park your car in
the side parking lot and escort your child to the front door of the building.

The side Sewickley Sports Arena entrances will also be used for dismissal but will be locked after
dismissal time. If you find that you are late to pick up your child after class, please use the front
entrance. Please make every effort to be on time to avoid any inconvenience to yourself, your
child, and the faculty.

A laminated sign with your child’s last name on it will be given to you on the first day of school.
Please display this sign in your front car window on your dashboard when you are in the car line
for dismissal time. The faculty can then organize the children more efficiently which facilitates a
timely dismissal.

Sewickley Montessori: Family Guidebook 2025-2026
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All-Day Children’s House:

Arrival time is at 8:30 a.m. Dismissal is promptly at 3:30 p.m. The carline door will remain open
for 10 minutes past arrival time, until 8:40 a.m. and 10 minutes past dismissal time, until 3:40
p.m.

Please enter the parking lot at Chestnut Street and turn into the right-most lane designated for
our school drop-off and pick-up traffic. Please ensure to leave the middle and left lanes clear for
through traffic and for Bikowski Skin Care Center parking. After pulling into the designated right
lane in the parking lot, please proceed in your car to the southwest side of the Sewickley Sports
Arena entrance. (Please do not block the driveway that comes in under the bridge, as other
parents will use that to gain access to their car line location.) Please wait in line in your car until
it is your child’s turn to greet the teacher and to exit your car at arrival time, or for a teacher to
help your child into your car at dismissal time. Please then pull forward or into the back of the
parking lot to fasten your child’s seatbelt; then make a U-turn and exit the parking lot at
Chestnut Street.

If you miss carline, please use the main entrance on Chadwick Street. Please park your car in
the side parking lot and escort your child to the front door of the building.

The side Sewickley Sports Arena entrances will also be used for dismissal but will be locked after
dismissal time. If you find that you are late to pick up your child after class, please use the front
entrance. Please make every effort to be on time to avoid any inconvenience to yourself, your
child, and the faculty.

A laminated sign with your child’s last name on it will be given to you on the first day of school.
Please display this sign in your front car window on your dashboard when you are in the car line
for dismissal time. The faculty can then organize the children more efficiently which facilitates a
timely dismissal.

SNOW DAYS

During the winter, information about school closings or delays is communicated in several ways:

e You will receive a text from Transparent Classroom when there is a cancellation or delay.
(These are sent as SMS texts through email.)

e WPXI Channel 11 News will scroll our school’s full name (Sewickley Montessori) on the
bottom of the screen on its TV station starting as soon as the decision is made. If you do not
see SM’s name by 7:00 a.m., you may assume that we are in session.

e WPXI Channel 11 will also list our school’s closing and delay information on its website
(wpxi.com). WPXI has email or text alerts in the event of inclement weather. It is suggested
that parents sign up for alerts which may be received more quickly than SMS texts from
Transparent Classroom.

In addition to cancellations due to snow, it is possible that inclement weather will only result in a
delay to the start time of school and not an all-day cancellation. A message announcing a delay
may also be seen on WPXI.

Delays of one hour are most common, with school beginning at 9:30 a.m. For children who rely
on bus transportation, please note that a one-hour delay may result in your child not being able
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to take his/her bus transportation if your local school district has a longer delay or a
cancellation. In those situations, please check with your public school district as to its decision
with regard to the inclement weather. Transportation provided by school district buses relies on
the respective “snow day” decision of your local school district and not on that of Sewickley
Montessori. We are aware that if we have a ONE-HOUR delay and the school district in which you
live has a longer delay (TWO HOURS), the children riding the bus in those districts would arrive
late to school. If this is the case, it is kindly requested that parents prepare ahead and have an
alternate plan of transporting their children to school following SM’s schedule.

Please also keep in mind that if the weather worsens, a school delay may become a school
cancellation. Parents will receive another text if there is a change in the school’s operational
status.

In the unusual instance of a two-hour delay, the Half-Day Children’s House will be cancelled.
However, children who are in the Half-Day Children’s House Extended-Day program (which
meets on Tuesdays, Wednesdays and Thursdays) will begin that program at 10:30 a.m. Children
in the Children’s House All-Day and Toddler Programs will also begin class at 10:30 a.m.
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BUSING

Students five years of age or older attending a private academic school are eligible for busing
through your home district provided that our school is within a ten-mile radius of the nearest
geographical border of the public school district in which you live.

Pittsburgh Public, Avonworth, Montour, Moon, North Allegheny, North Hills, Quaker Valley, and
West Allegheny School Districts have provided bus service to our location in the past. Other
school districts may also provide busing to SM. We suggest you contact your school district’s
Transportation Department to inquire about your child’s eligibility.

If your child is in Extended-Day, school districts may provide transportation mornings Monday
through Friday and afternoons once Extended-Day begins. If your child is in the All-Day Class,
bus service will be provided five days a week to and from school daily beginning the first day of
school.

Busing is a transportation arrangement between you and your school district. Our school is not
empowered to have any bus arrangements changed. Please remember that this is an
arrangement with the school district for the year and cannot be used for occasional bus service.

e Please complete the attached form and return it to the office.

e SM will send each school district the student information.

e Sometime in mid-late August, your school district will contact you (or the information will be
available on their website) and let you know your child’s bus number, place, and time of bus
pick-ups and/or drop-off.

* The included form indicates your request for busing OR is used as a waiver to decline busing. We
are required to let your child’s school district whether they choose to ride the bus.

Bus Behavior Guidelines

Any misconduct by a student, which in the opinion of the bus driver or transportation
management, is detrimental to the safe operation of the bus or the safety of other students on
the bus, shall be sufficient cause to suspend transportation privileges. The following are basic
expectations of acceptable bus behavior:

Immediately follow the bus driver's directions.

Adhere to the bus rules, regulations, and procedures.

Respect yourself and others' space and property.

Talk in a quiet voice; keep your hands and feet in your own space.
Stay seated at all times while on the bus.

Make safe choices for yourself and the safety of others.

AR e

Student passengers are expected to conduct themselves in the above manner when loading,
unloading, and riding a school bus.
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Sewickley Montessori
Bus Service for 2025/2026 School Year

Child’s full name

Child’s date of birth / / Grade

Parents’ Names

Home Address

Home Telephone Number

Parents’ Cell Phone Numbers

Your school district

Borough (QV students only)

D Yes, I would like my school district to bus my child to and from school

DYes, I would like my school district to bus my child one-way only. The arrangement I
would like is:

|:|NO, I would not like my school district to bus my child at all.

Your signature

/ /

Date
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SNACKS

Every month of the school year, each family is asked to contribute snack for their child’s class.
Your assigned snack dates will be sent quarterly via email. The calendar will list the specific
snack item (brand is important for allergy purposes) to be brought in and the name of the
contributing family.

Please send the snack into school the day before it is listed on the school calendar. This allows
the teachers to prepare snack before class begins.

Sewickley Montessori is an allergy-friendly environment. There are children enrolled in the
school with life-threatening allergies. To protect these children, you will receive a detailed letter
outlining snacks that can be shared with everyone safely. If your child now has or develops food
allergies, please advise the school immediately. Thank you for your attention to this very
important issue!

LUNCHES

Toddler Program - Children bring their own lunch (including a full 16 oz. water bottle) in a
plain lunch box or reusable bag with their name clearly printed on the outside. Please include a
plain cloth napkin, utensils, and placemat. Please pack your child’s lunch items in reusable
containers to reduce waste and to encourage recycling. Please pack only nutritional food - no
candy, gum, cookies, cupcakes, etc. Please include a cold pack to ensure freshness of the food.
If your Toddler is still drinking formula or breastmilk, please talk to your child(ren)’s guide.

Extended-Day Children - Children bring their own lunch (including a full 16 oz. water bottle)
on Tuesdays, Wednesdays, and Thursdays in a plain lunch box or reusable bag with their name
clearly printed on the outside. Please include utensils and a plain cloth napkin. Please pack your
child’s lunch items in reusable containers to reduce waste and to encourage recycling. Please
include a cold pack to ensure freshness of the food. Please pack only nutritional food - no candy,
gum, cookies, cupcakes, etc.

All-Day Montessori Children - Children bring their own lunch (including a full 16 oz. water
bottle) in a plain lunch box or reusable bag with their name clearly printed on the outside. Please
include a plain cloth napkin, utensils, and placemat. Please pack your child’s lunch items in
reusable containers to reduce waste and to encourage recycling. Please pack only nutritional
food - no candy, gum, cookies, cupcakes, etc. Please include a cold pack to ensure freshness of
the food.
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DRESS CODE

Sewickley Montessori supports student and staff freedom of choice of clothing with the limitation
that clothing choices be respectful of self, of others, and of the learning environment of the
school.

The following guidelines should be taken into consideration when dressing for school:

e Student clothing should promote an attitude of learning and respect. All clothing must be
neat, clean, of modest fit, and in good repair (no open tears or rips).

¢ Clothing, including footwear, should be appropriate for the day’s activities and weather. All
students regularly go outside for a variety of reasons. Students should be dressed to actively
participate outside on a daily basis. Please do not send your child to school wearing flip-flops
or Crocs.

¢ Neither clothing nor accessories should be a distraction to self or others. Clothing should not
need constant or excessive attention to keep it in place. Clothing should not advertise
commercial products, cartoon characters, superheroes, Disney characters, etc. and should not
contain disrespectful language. Footwear (including boots, slippers and shoes) should not light

up.

Children’s House and Toddler:

Extra Clothes — Each child is to keep a complete change of clothing at school (to include socks
and underwear). Toddlers should keep two extra sets of clothing! This extra clothing is for water
activity and/or bathroom accidents. In the event your child needs to change his/her clothes, the
wet clothing will be sent home with him/her. Please replace the item(s) sent home the next
day, so that fresh clothes will be available to your child as needed. Please also exchange clothing
as the seasons change.

Outdoor Clothing — The children enjoy the outdoor environment most days throughout the
school year - except in the event of extreme cold or rain. The Children’s House children will
potentially participate in outdoor play daily when the temperature is between 20 and 90
degrees. Toddlers will potentially participate in outdoor play daily when the temperature is
between 25 and 90 degrees. Please bring your child to school dressed for outdoor play. This
includes no flip flops or Crocs. On wet days, having an extra pair of old shoes or mud boots for
wet days in the fall and in the spring is helpful. In colder weather, please send a warm coat,
hat, snow boots, gloves/mittens, and a pair of snow pants in the winter. The children are
encouraged to develop independence and competence in managing their own outerwear. For
this reason, please send your child in clothing that has large fasteners (large zippers and/or
large buttons) that can be easily manipulated by small hands. In addition, to enhance your
child’s independence and self-esteem, please have them practice putting on and removing all
their outerwear at home.

*Mittens are encouraged for children until they can manage gloves independently. Woolen

mittens/woolen gloves are easier for the children to wear during outside play and explorations
rather than heavy ski mittens/gloves.
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Slippers are to be kept at the school for each child. These may be worn during class time -
especially during the winter months when shoe boots are worn to school. The slippers should be
of a very simple design and of a plain color (like ballet slippers or Isotoners™ and no Dishey
characters, superheroes, etc. or light-up slippers) so as not to be a distraction to the children.

Umbrellas and scarves are not permitted for Children’s House and Toddler children for safety
reasons.

*Please make sure to label all items with your child(ren)’s name.

SCHOOL SUPPLIES

Montessori education focuses on developing a foundation in reality. When preparing for
the school year, please avoid purchasing items that have Disney characters,
superheroes, and cartoons. The following supplies are needed in each level.

Toddler Program Children’s House All-Day Children’s

House/Extended-Day

e 2 photos (4 x 6” please) .

- one of his/her whole
family and one of
himself/herself.

A pair of plain slippers to
leave at school.

A plain lunchbox

Two cloth napkins daily
A filled water bottle daily
(straw top).

Two complete changes of
clothing - all clothing
should be clearly marked
with the child’s name.

A tot mat - for quiet/rest
time (even if your child
does not nap).

Diapers, wipes, and
diaper creams, etc.

2 photos (4 x 6" please) .

- one of his/her whole
family and one of
himself/herself.

A pair of plain slippers to
leave at school.

A complete change of
clothing - all clothing
should be clearly marked
with the child’s name.

2 photos (4 x 6" please)
- one of his/her whole
family and one of
himself/herself.

A pair of plain slippers to
leave at school.

A plain lunchbox

Two cloth napkins daily
A filled water bottle daily
(straw top).

Two complete changes of
clothing - all clothing
should be clearly marked
with the child’s name.

A tot mat - for quiet/rest
time (even if your child
does not nap). Extended-
Day Children do not need
a tot mat.

Tot mats are used for quiet/rest time. These have a pillow and blanket all in one and roll into an
easily carried item for the child to carry independently. This will be sent home to be washed
weekly on Fridays and should be returned on the NEXT day of school. Toddlers will have an
additional cot under their tot mat to meet DHS regulations. Extended-Day children do not need
to bring a tot mat.

Children in all programs should not bring a backpack to school, as there is limited storage space
for such items in the Children’s House lockers. A lunch box is sufficient for all programs.
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“SPECIALS” PROGRAMS

In addition to the Montessori curriculum, the school offers special programs as an
adjunct to the daily classroom learning.

e Spanish - Exposure to a foreign language creates a foundation for understanding
and speaking, as well as for cultural awareness.

e Musikgarten - A nationally franchised program which includes rhythm
instruments, poetry, literature, song, and dance. The themes rotate seasonally so
the program is in tune with the natural world.

e Art - Guides and Assistants work to provide an extended art experience for
children.

*Spanish, Art, and Music are interwoven into the children’s work cycle.

e Body Movement - “"Perceptual-Motor Development” program developed by Jack
Capon to enhance muscle coordination, balance, hand/eye and hand/foot
coordination, body and spatial awareness, and transport activities, using specially
designed apparatus and equipment.

*Body Movement will be incorporated in your child’s week by staff during large motor
times.

BIRTHDAYS

Children are encouraged to celebrate their birthdays with their classmates at school. The
procedure is a simple yet thoughtful one. The birthday child carries the world globe around a
representation of the sun and children recite the months of the year. Guides will send home a
birthday form ahead of the date to allow families to share information about milestones or
special occasions during each year of a child’s life. The Guide shares this information with the
class.

The Children’s House also has a “Birthday Gift Program.” If your child would like to donate a
book or a classroom material to the school, a donation can be made in your child’s name. Forms
for these donations are included in your enrollment packet. Your child’s Guide will help your child
select from one of a variety of pre-purchased books or didactic materials that the Guides have
suggested for classroom use. Once a “gift” is chosen, a small presentation of each child’s “gift”
is made at the class community time.

Please note: Invitations for private birthday celebrations should be sent through the mail. Gifts
for private birthday parties should not come to school, but rather other arrangements should be
made for their delivery. In addition, arrangements for transportation to birthday parties after
school that do not include all the children in the class should be made separately from dismissal
time.
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Sewickley Montessori
474 Chadwick Street
Sewickley, PA 15143

BIRTHDAY BOOK PROGRAM
2025-2026 SCHOOL YEAR

Sewickley Montessori’s Birthday Book Program is a way for you and your child to give a new book or
classroom material to the classroom in celebration of his/her birthday.

If you would like to participate, please complete the form below. During his/her birth month, we will
invite your child to work with the teacher to choose from a range of books. The chosen book will then
be donated to the class in his/her name. A bookplate will be placed in the front of the donated book,
indicating the child’s name, age, and birth date. For summer birthdays (June-August), the children will
choose and present their books/materials on a scheduled day.

Most books and materials are between $20.00 and $25.00. Since book prices seldom come in round
figures (and we want this process to be as easy as possible), we will help your child choose something
that is as close as possible to the amount of your donation.

Please fill out the form below and send a check for the desired amount made payable to: Sewickley
Valley YMCA. (Also, please note Sewickley Montessori and your child’s name in the "memo” portion of
your check.).

BIRTHDAY BOOK/CLASSROOM MATERIALS REQUEST FORM
2025-2026 SCHOOL YEAR

Enclosed is my check. Please help my child select a book to be donated to the classroom.

Parent signature Date

Student Name (s) Date of Birth Amount
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SHARING DAYS

Sharing Days will be desighated on the Google calendar. Beginning in October, one day
a month is designated as a “Sharing Day.” Your child may bring in an educational item
(e.g., rock collection, shell collection, a small artifact from a museum shop that your
family visited, etc.). Each child can be prepared by his/her parent to verbally share a
fact or two about the item he/she brings to school. The children enjoy this as a class
group activity. Please be aware of the following:

e Your child does not have to bring an item to share.

e Help your child choose an item that he/she can share (including allowing other
children to touch it during the session).

e Help your child choose an item that is not fragile or that has numerous pieces.

e The items must be educational. Toys, jewelry, purses, new clothing, stuffed
animals, commercialized items (e.g., Disney, Pokémon, fast food give-away items,
etc.) are not considered educational and would not be included in our Sharing Day
experience.

e Your child should bring only one item to share each Sharing Day.

Please remember that Sharing Day and the items the children bring in to share are a
very small part of our program and our day. The purpose of our sharing time is to
provide an opportunity to speak in front of a group if the child is ready to do so. Children
may decide not to participate (except as listeners) in Sharing Day.

Toys

There are many enjoyable activities in which the children can be engaged in at school.
To take full advantage of these learning opportunities within the classroom, it is
requested that the children do not bring their own toys to school. Educational activities
(e.g., a seashell collection, a book, and appropriate stories on tape) are always
welcomed and encouraged on our monthly Sharing Day (see Sharing Days).
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MEDICAL

Forms

All medical and emergency forms are required to be on file at the school as well as your child’s
application form. In the event that any information (e.g., insurance company or plan, individuals
authorized to pick-up your child, cell phone numbers, e-mail addresses, etc.) pertaining to these
forms’ changes during the school year, please call the school office to notify the staff of the
change. Additional forms can be obtained at the school. Forms are to be submitted by the first
Friday in August.

Health Policy

Children must remain at home when ill. Because young children readily pick up secondary
infections when weakened from an initial iliness it is best to keep them home for a full day of
rest and recovery from even minor sickness. Teachers and fellow parents appreciate your
vigilance in this matter. If your child has been diagnosed with an infectious illness such as strep
throat, hand foot and mouth, 5th disease, pink eye, chicken pox, whooping cough, the flu, or
COVID-19, please contact the school office immediately.

Please keep your child at home from school if they have:
e A fever of 100°F or higher
e Serious and active cold symptoms such as persistent coughing, sneezing, severe nasal
congestion, persistent runny nose, etc.
e Sore throat that causes pain when swallowing or is accompanied by a fever rash or
stomachache (possible symptoms of strep throat)
Severe cough with wheezing or chest pain
Unusual fatigue with muscle or body aches that interfere with learning
Diarrhea or vomiting, and/or drainage
Undiagnosed rash from an unknown source
Untreated head lice
Symptoms of pink eye, which include redness, itching, and/or drainage. Toddler and
Children’s House aged children should stay home until they are no longer touching their
eyes

If your child has recently been ill, please adhere to the following guidance before returning to
school:

Active symptoms such as the ones listed above are gone for at least 24 hours

Lingering intermittent cough or occasional sniffle may be OK if otherwise healthy

Fever free for at least 24 hours without fever reducing medication

Absence of vomiting and diarrhea for at least 24 hours

If antibiotics are prescribed, such as with pink eye or strep throat, a child must be taking
the antibiotics for 24 hours before returning.

In the event your child is sick or will be late to school, please email or call the office before 8:15
a.m. each day. If the child has seen a physician, a note from the physician must be sent to school.
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ADMINISTRATION OF MEDICATION

Sewickley Montessori staff is permitted to administer medications only under the following
conditions:

e Prescription and non-prescription medication must be in the original child resistant
container.

e Must have a current expiration date.

e The container must be labeled by pharmacist with the child’s name, the name and
strength of the medication, the date the prescription was filled, the name of the health
care provider who wrote the prescription, the medication expiration date and
administration, storage and disposal instruction. This includes rescue medication such
as inhalers or epi-pens.

e Administration must use exact times and/or times that occur during the childcare
hours.

Diaper cream, baby powder, lip balm and sunscreen must have an appropriate form completed
and cannot be stored in a child’s backpack or diaper bag.

Parents must complete and sign the medication log. This includes instructions for the dose,
time, and method to be used, and the duration of administration instructions with the
parent/guardian signature. (These directions must mimic those on the bottle) Parents must also
inform your child’s teacher of the necessary medication. Do not leave medication in your child
diaper bag, lunch box or book bag. It must be given to a teacher by parents.

SUNSCREEN

Children will frequently participate in outside activity during warm months. Parents must
complete the sunscreen permission form and return it to the staff with the selected sunscreen.
Parents must provide the sunscreen. Each child must have his/her own sunscreen; no sharing.
Children or staff will not be permitted to apply sunscreen without parental authorization.

EMERGENCY PROCEDURES

Sewickley Montessori will treat children experiencing minor injuries or illness. Parents will be
notified if symptoms persist. In the event of serious illness or injury, immediate first aid will be
administered, 911 will be called for emergency medical transport and parents will be notified. If
a parent or guardian can’t be reached, the person(s) on the emergency contact list will be
contacted. Persons listed as emergency contacts MUST BE AVAILABLE while child is in childcare!

LICE PROCEDURE

If a staff person discovers that a child has lice or visible nits, the parent will be contacted. The
child may return to the center after being treated (both with shampoo and nit comb). Follow up
treatment after 5-days is highly recommended to prevent re-infestation. The child will be
checked periodically by the childcare staff after returning. Ongoing or persistent infestation may
require treatment by a health care professional and may require a doctor’s clearance to return.
This is at the discretion of the childcare School Head.
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PEACE, DISCIPLINE, AND ANTI-BULLYING POLICY

Sewickley Montessori provides a peaceful, enriching, and safe environment within which all
students can grow and learn. The school functions as a community which follows the philosophy
of Maria Montessori in terms of striving to initiate and maintain respect for self, concern for
others, and responsible behavior within a group. We incorporate peace curriculum into all
classrooms and emphasize respect for others and the environment that we share together each
day. Our staff models mutual respect, grace and courtesy, and appropriate conflict resolution
skills. We expect our parents and families to model mutual respect, grace, courtesy, and
appropriate conflict resolution skills when interacting with staff, teachers, administrators,
parents, and students.

Sewickley Montessori will guide the child’s behavior based on an understanding of the individual
child’s needs and stage of development; promote the child’s developmentally appropriate social
behavior, self-control, and respect for the rights of others; ensure behavior management and
guidance practices are fair, reasonable, consistent, and related to the child’s behavior; and
prohibit any person on the premises from using cruel, unusual, hazardous, frightening, or
humiliating discipline.

Anti-Bullying/Peace Policy

Children at Sewickley Montessori are educated in peace. We focus on core values and using
respectful communication skills to solve conflicts. We closely monitor and observe the behaviors
of students and faculty to ensure that bullying is not tolerated, and we take swift action to
address any incidents. We also work together to ensure that conflict resolution skills are taught
and practiced, giving children the necessary tools to deal with Normal Peer Conflict.

Definitions of Bullying and Normal Peer Conflict

Bullying is a willful, conscious desire to hurt, frighten, or threaten. Bullying is a series of
repeated, intentionally cruel incidents, or threats of harm, that generally involve the same
children in the same bully and victim roles. It consists of an imbalance of power, either real or
perceived. It can be physical and/or verbal and may include racial, religious, and sexual
harassment. Additionally, it can include offensive gestures, inappropriate touching, intimidation,
extortion, and social exclusion. The behavior is designed to intentionally hurt, injure,
embarrass, upset, or cause discomfort to the other person. Due to the willful and conscious
nature, preschool children are not characteristically developmentally capable of carrying out
bullying and are often involved in Normal Peer Conflicts.

Normal Peer Conflict is a part of every child’s life experience. As children learn to give and take,
and learn about cooperation and social interaction, conflict naturally occurs. Children in the
early years do not always think of others. Their goal in both friendship and play is egocentric;
that is, self-centered developmentally. They are still learning self-control and developing a
sense of personal space. A common response to frustration is one of rejecting the other child,
both emotionally and physically. Pushing or getting upset about not being first in line, grabbing
an item away from another child, disagreeing about what to play or how to proceed in a game,
or saying, “I'm not going to be your friend anymore,” are all examples of Normal Peer Conflict. It
is typically characterized by the developmental level of the children involved. Aggression and
hurtful remarks are part of conflict at all ages; they do not necessarily mean that a bully-victim
problem exists.
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Discipline Policy

Discipline at Sewickley Montessori is based on a positive attitude toward children. Students are
taught that SM is a peaceful school, based on mutual respect, and that intentional violence or
bullying will not be tolerated. Appropriate use of non-violent communication and frustration
tolerance skills are taught, expected, and modeled.

Sewickley Montessori requires all employees, and encourages parents, to report any known
incidents of bullying or willful or deliberate violence within 24 hours to their child’s teacher
and/or the School Head. When such an incident is observed, employees are required to
complete an Incident Report and to send copies to the School Head. Families of the children
involved in bullying or willful violence will be notified. Incidents of Normal Peer Conflict may or
may not be reported or recorded in an Incident Report, depending on the details and events.

Discipline Procedures

Following the Montessori philosophy, our policy is to assist children in developing inner discipline
through concentrated work. In all areas, the child is assisted in developing the skills necessary
to control his/her own actions to build self-discipline. Natural or logical consequences are used
as a means of helping children develop inner limits. Classroom guidelines are as follows:

o If a child is disruptive or endangers others, faculty immediately intervene in as positive
manner as possible.

o If a child has trouble settling into the class, the teacher redirects them to an activity.

o If the child remains unable to settle down, the teacher will intervene and may have the child
remain beside them until the child is able to calm down and make respectful choices.

¢ When an incident occurs, the teacher or faculty involved will submit a summary of the
incident on an Incident Report Form.

o If the behavior becomes extreme, the teacher will schedule a meeting with the parents and,
depending on the circumstances, with the School Head or appropriate faculty, while the
incident is still fresh in the child’s mind. Faculty, parents, and child will respectfully work
together to modify the behavior. It is important to note that modifying the behavior will take
time as the child develops inner limits.

o If a pattern of willful, disruptive behavior develops:

a) Teachers will record behavioral observation

b) The teacher will inform the student’s parents
c) Appropriate faculty will be notified

d) The student, teacher, parents, and School Head will work together to modify behavior.

e) When appropriate, additional professional help will be required, which may include
talking to a pediatrician, scheduling a behavioral evaluation, or utilizing other services.

f) If a child persists in the unprovoked, willful, and deliberate hurting of others, the child
may be removed from care pending services.
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Unacceptable Conduct

Unacceptable conduct is defined as any willful, deliberate behavior that creates unsafe
conditions, including, but not limited to, acts of bullying, intentional and deliberate physical
violence, harassment, or illegal acts while on school property. Cyber-bullying through any
electronic device or social media is not acceptable at any time. This does not include Normal
Peer Conflict.

The following procedures will be followed when an occurrence or pattern of unacceptable conduct
is identified:
o Verbal notification to each parent involved.
o Consultation with parent and teacher and, when appropriate, School Head or additional
staff.
e Written plan for subsequent action and follow-up review.

Normal Peer Conflict is not included in the definition of Unacceptable Conduct, and therefore the
procedures outlined above do not apply to such circumstances.

Bullying Prevention & Management

Sewickley Montessori encourages students to show respect for differences in others, including
but not limited to race, gender, and religion, while fostering a school environment free from all
forms of bullying and intimidation.

In partnership with families, the school’s focus, based on Montessori pedagogy, is on
preventative measures for such behaviors, by teaching children how to:

Be caring and courteous

Cooperate with others

Deal with negative feelings (anger, jealousy, etc.)

Advocate for themselves without being aggressive

Engage in discussions to resolve differences, express feelings, and show empathy
Respect and celebrate the unique qualities of every person
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FINANCIAL INFORMATION

PAYMENT INFORMATION

Completed payments are due prior to attending scheduled programming. A bi-weekly (every
other Friday) schedule is included in your registration paperwork with payment dates and service
weeks clearly listed for your planning purposes. Payments are only accepted through a draft of
either a checking account or credit card. In extreme situations, temporary alternate
arrangements must be made at the time of registration with the site School Head at your child’s
program. A late fee of $20 will be assessed for late payments. Subsequent late payments will be
assessed a $40.00 fee.

The following steps will be taken in the event an account becomes delinquent:
e Email confirmation of late payment
e Written notification of past due balance
e Second written notice one week late
e Denial of the child’s admission until the balance is paid or arrangements are made with
the Childcare Accounts Manager or the School Head.

FINANCIAL ASSISTANCE

Limited Financial assistance may be available for qualifying families. Requesting families are to
contact their county’s Early Learning Resource Center (ELRC) to apply for Child Care Works
Funding (CCW).

Thanks to the Y’s Scholarship Fund, limited assistance may be available to families who do not
qualify for CCW but are still unable to afford current tuition. Applications for Y scholarships are
available through the Membership department of the Y. Applications must be renewed in August
for the start of each school year, and again in April for summer programs. All Y Scholarship
funds are awarded on a first-come, first-served basis. If you qualify for a scholarship, but funds
are not available, you will be put on the financial assistance waiting list. If your child is approved
for financial assistance, only one discount may be used. We will apply the greater of the two
discounts. For example, if your child receives a sibling discount (15%) and you are approved for
40% scholarship, only the scholarship can be applied. If the scholarship is approved at 10%, the
sibling discount will be applied as the greater amount; however, the scholarship will not be
applied.

ELRC SUBSIDY POLICIES

Families approved for ELRC funding through the Child Care Works (CCW) program, formerly
CCIS, must abide by all program rules through the ELRC. Paid absences are limited to 25 in the
fiscal year (July-June). All unpaid absences, including holidays or vacations, will be charged to
the parent at the current daily rate. This will apply to any day the child would be scheduled to
attend, which is unpaid by the ELRC. The ELRC determines co-pay amounts. We are required to
report delinquent co-pays to the ELRC within 5 days of an unpaid co-pay. Violation of ELRC
rules, or parent handbook policies can result in the denial of care or removal of subsidy.

LATE PAYMENT FEES

A $20.00 late payment fee will be assessed to your account for any balance after a payment due
date. Subsequent late payments will be assessed a $40 late payment fee. Accounts will be
considered delinquent until ALL fees, including late payment fee are received. Continued late
payments will be grounds for suspension or termination from all YMCA programs.
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NSF

Drafts returned by the bank marked “Insufficient Funds” will be assessed an additional $20.00
fee. After three NSF transactions, a meeting will be held between the family and the program
administration to prevent further NSFs. Multiple NSF transactions will be grounds for suspension
or termination from all YMCA programs.

TAX STATEMENTS

Parents are now able to view receipts and tax statements through our online registration
software. By January 31t of each year all families will be emailed a copy of the previous year’s
payments for tax purposes. Paper copies will be provided at the family’s request.

VACATIONS (ALL-DAY TODDLER PROGRAM ONLY)

Full-day childcare participants receive the equivalent of two weeks of vacation time per school
year (September-August) to use as needed. Full-Time 5-days = 10 total vacation credits
*Programs that operate on the school-year QV schedule are not eligible for vacation credits, as
scheduled vacations are already built into the billing system.

Students who join the program after February 1 (half-way through the year), will only be
allotted the equivalent of one week for the remainder of that school year. Tuition will not be
charged for these days. Any other days of nonattendance will be charged as stated in the
General Information section earlier.

Individual vacation day credits will be calculated by dividing your two-week billing (minus any
discounts or subsidies) by the number of days your child attends and may be different for each
child in the family.

To receive credit for vacation days, a request must be received, in writing, at least one week
prior to the billing date for the period of the vacation. Vacation notices may be emailed to the
School Head. Please do not send requests through Transparent Classroom as the School Head
does not always see the conversations between Guides and parents. Vacation time will not be
credited without a written request. Vacation requests received after the draft date for the
session will be credited to the next draft at the discretion of the Child Care School Head or
Coordinator. No refunds will be issued for vacation credits or requests.

WITHDRAWAL AND GRIEVANCE

WITHDRAWAL

Once enrolled in our center, your child is considered enrolled until either you or Sewickley
Montessori deems it necessary to withdraw your child. If you withdraw your child due to
dissatisfaction with the quality of our program, we encourage you to share the reason with us. A
written notice is required by the parent to terminate service. Parents need to submit a written
request to obtain copies of their child’s records. The YMCA may terminate care for the following
reasons:

Delinquent fees & failure to maintain the contracted payment schedule.
Failure to comply with any DPW regulations.

Failure to comply with policies in this handbook.

Failure to comply with YMCA Code of Conduct

Behavioral challenges (Refer to Discipline Policy)
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e Failure to submit a physical within the approved timeframes.
e Child’s needs not being met in the YMCA program

GRIEVANCE POLICY
Even in the highest quality program, you may have questions or concerns about your child and
the program. Here at the YMCA we believe in keeping the lines of communication open. If you
have any concerns or issues, please take the following steps:

1. Talk with your Lead Guide

2. Talk with the School Head, Katie Semple

3. Talk with the Educational Director, Cori LaChapelle

4. Call the CEO, Trish Hooper at 412-741-9622 x111

A parent may request a meeting at any time as we strive to maintain open communication with
our families.

Babysitting/Employment Policy

Due to the commitment of our teachers to the Montessori program, SM families are kindly asked
to not approach teachers to hire for babysitting or tutoring purposes. Your understanding in this
matter is appreciated, as the school would like to keep the parent-teacher relationship
professional.

SUMMARY

Sewickley Montessori looks to provide a healthy and stimulating educational experience
for each child. This requires consistent and open communication between parents and
the school. Please direct any problems or concerns to your child’s Lead Guide first and
then to the School Head. In this manner, the school can offer your child a program that
has strong parent support and understanding - a wonderful gift for your child!

Our number one goal is to have a childcare program where children grow, learn and
thrive. We desire to meet and follow the YMCA Mission for youth development (building
strong kids), for healthy living (strong families) and for social responsibility (strong
communities).
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Statement of Understanding

Please read the information included in the Sewickley Montessori Guidebook. Please return this
page to the school office no later than Thursday, August 28, 2025.

As the parent or guardian of a Sewickley Montessori student, I have read, understand, and will
follow all the guidelines set forth in the Sewickley Montessori Family Guidebook. I have read
and reviewed the Guidebook and will keep a copy of it readily available for my future reference.
As a member of this community, I understand that if my child or I behave in an unsafe or hurtful
manner, my child or I may be subject to disciplinary action that could result in a suspension or
dismissal from the school.

Print Parent/Guardian Name Date
Parent/Guardian Signature Date
Print Parent/Guardian Name Date
Parent/Guardian Signature Date
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