Ashford Montessori Policies
5906 Westcreek Drive
Austin, Texas 78749
(512) 892 — 1629
Trinh Doan — DireCtor

Hours of Operation
Monday — Friday  6:00 am — 6:30 p.
We open all year round

Ashford Montessori welcomes all Children from birth t0 12 Years without disCrimination
Of ahy sort.

‘Program Philosophy and Goals

It is our mission to provide a safe and learnhing environment to happy, playful and
Carefree children in our Care. Te believe that Children are empowered to make good
choices when they are provided with a hurturing, playful and consistent environment.
Our goal is to prepare Children to make good choices for themselves. At Ashford
Montessori learning center we believe in the whole child, therefore our humber one
prinCiple and goal is to teach the fuhdamentals of emotional, SoCial, and educational
SKills beginning in the stages Of infahcCy throughout one’s adolescent years and ultimately
molding your child from average to above average.

Fees

Ashford Montessori Cares for Children all Year round, our anhhual registration fee and
supply fee is $ 150 (onhe hunhdred and fifty dollars) covering supplemental insurance,
administrative Cost anhd supplies is payable when a child enrolls and each September
thereafter. The registration and supply fee is hon-refundable. At anytime your child
withdraws for any reason, you will be responsible for the registration and supply fee
upon re-enroliment.

The goal of Ashford Montessori is to ensure a consistently high quality program for
each child in the center. Inh order to insure g consistency, it is hecessary £Oor us to
enforce the following rate policies.

All tuition fees are due anhd payable oh Monday for the Current week and Cah be paid on
weekly, bi-weekly, or monthly basis, IN ADVANCE. The tuition rate for your child is

$ per week. Your payment is considered late after Tuesday for
weekly/bi-weekly payment and after the 2" of each month for monthly payment. A $10
fee will be added everyday payment is hot in our office.

Picking up your child (ren) after closing hours
6:31 pm —6:45 pm  there will be a $5 late fee
6:46 pm - it Will be $1 per minute(s) plus $5



One-half of the regular tuition will be Charged for absences lasting one or more
Calendar weeks. If a Child is inh attendance for 3 or more days Of his/her program week,
there Will be ho reduction. Holiday(s) are counted as day(s) in attendance. There is ho
reduction for part time student(s). It’s use it Or |ose it for Children that are enrolled in
our two, three days program Or beforef/after SChoo| program. Parents are required to
give at |east two weeks hotices prior to withdrawing their child (ren). There is a
$10.00/day bookkeeping fee for payment received after Tuesday. A fee of $25.00 will be
Charged for checks returned by bank for any reason. TF A CHECK ISRETURNED FOR
ANY REASON THE TUITION WILL HAVE TO BE PAID IN CASH OR MONEY
ORDER THEREAFTER. NO EXCEPTIONS.

Holiday

We will be closed on New Year’s, Good Friday, Memorial Day, July ¢, Labor Day,
Thanksgiving Day ¢ Friday, and Christmas. We will close early the day before
Thanksgiving, Christmas, and New Year’s holiday. Any holiday that falls on a Thursday,
we Will also close the following Friday. Due to fixed COsts averaged over g Calendar year,
there is ho reduction in tuitioh for our holidays. Tuitioh Charges for these holidays will
be Calculated as though the Child were present, if it is the child’s regularly scheduled
day at attendance. We make no exceptions to this policy.

Ashford Montessori reserves the right to revise any fee and/or policies, upon written
notifiCation to the parents.

Bad Weather
We follow Austin ISD schedule. Please Check the hews on bad weather day(s). If
Austin ISD is close due to bad weather, we Will also be close.

TRequirements

TFor your child’s safety and to comply with State stanhdards, all enroliment papers,
including the child’s health record and medicCal information must be completed before
attendance. All enroll child is also require to have a TB testing. A child that will turh ¢
years old by September 1 will also heed to obtain a Vision and hearing sCreening within
120 days of admission. These forms will heed to be updated yearly.

Procedures for release of children

Parents will provide Ashford Montessori with hames Of all person(s) authorized to piCk
their children. Ttis important that the director be hotified in Writing or by phone
whenever there is @ Change ih person authorized to piCK up a Child (require to show ID).

‘Procedure for handling mediCal/evaCcuation emergency

We will inform parent(s) as Soon as possible through phone Calls Or as the parent comes
€0 piCk up their child for minor inCident. For major inCident, we will 0 down the list Of
phone numbers in the enroliment form immediately to inform the parent of the inCident.

In an event we have to evacuate the building, Ashford will move all Children to Patton
Elementary SChool ahd you Cah contacCt the direCtor at (512) 758-9782.



1liness

TFor each child’s safety ahd Comfort, we Cahhot Care fOr SiCK Children at Ashford
Montessori as we do hot have the facilities Oor specCialized Staff hecessary for such Care.
A Cchild with 3 or more episodes of diarrhea, and fever of 100 degree or more (A child
with fever Canhnhot return to the Center Within 2¢ hours from the last fever.) Will heed to
be picked up. A child who becomes ill Will be isolated and the parent notified to
promptly come for him/her. Please refer to the state minimum standards for child-Care
center, we follow the state rules and regulation.

Absences
Please call us or drop a hote in the drop box as SOOn as possible to inform us when your
child will not be at the center due to illhess Or personal reason.

Medication

A written statement from the physiCiah and/or parent must authorized mediCation
given t0 a child at Ashford Montessori. All medication must remain in the original
container, labeled with the Child’s hame, type and date, plus amount ahd time of dosage.
This statement must be renewed each day. {Unhder ho Circumstances Will staff at
Ashford Montessori administer any mediCation unless the mediCationh authorization
form is filled out.

SpecCial heed children

We are unable to include children requiring specCial Care in our regular program without
prior Consultation and written approval Of a qualified specCialist in the field of medicCine,
psychology and or specCial education.

Nutrition

Breakfast 7:00 afmm - 8:00 am

Lunch 10:00 am - 12:00 pm (Varies by Class)
Shack 1:30 pm - 3:30 pm (varies by Class)

We will provide a comfortable Chair in the baby room for any hursing mothers. e also
have a refrigerator in the building to store breast milk.

Arrangements Canh be made with the direCtor if you would like to provide a ShaCk for a
birthday party or specCial event. Food should hot be brought into the center without the
Director’s approval.

Clothing/Supply

TFor your child’s comfort we ask You to bring a Complete Change of clothing (We keep
them in Case Of spills or accidents.), blanket (haptime), and bottles, Sippy cup, diapers or
pull - ups and wipes (if nessary). PLEASE CLEARLY MARK WITH HIS/HER NAME
ON ALL THE ITEMS.

Toys

In order t0 gvoid a child’s disappointment with broken Or [0St toy, We prefer that they
use the toys we provide. Please leave all toys at home. The only exception Will be a
“Show and Tell Day”.



DisCipline

At Ashford [Montessori, every effort is made to provide ah atmosphere of activity and
learning. Positive reinforcement encourages appropriate behavior in children. When
necessary, supervised isolation from the group (TIME OUT) may be used as a form of
discCipline. The use of physiCal punishment is hever permitted. TAhen a child becomes
uhcontrollable by our Staff, parents Will be contacted to piCk up their Child. After two
uhcontrollable inCidents the Child will be suspended for one or more days from the
center.

Parent conferences
We will set up conferences as heeded. Parents are welCome to Set Up @ Conference with
the teacher and director ahytime throughout the year.

Complaint procedures
First, talk with the teacher and try to cCome up with a solution. If that Canhot be resolve
or possible, please talk to the direCtor or person in Charge about the issue.

Tranhsportation

Transportation is provided to ahd from neighborhood schools. If the child is
partiCipating in a trahsportation program, please hotify the direCtor of any sChedule
Changes before the bus run begins.

Activities
We do hot provide water activities or field trip during the school year. e may have
them during the summer months.

WE HAVE AN OPEN DOOR POLICY. We welcome all comment, suggestion, and
question. You Cah contaCt |0Cal licensing OffiCe at (512) 83¢ — 3195 anhd/or View minimum
standard and inspection report at WWw.dfps.state.tX.us

The child abuse hotline humber 1-800-252-5400.

There is a Water fountain on the premises.

Ashford Montessori is in @ Gang Free 2Zone.

1 have read Ashford Montessori Policies ahd agree to its provisions.

Parent Date Parent Date

Director Date

COMMETS:



http://www.dfps.state.tx.us/

