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The mission of Community Montessori School is to provide authentic Montessori education in a nature-rich 
environment that cultivates collaboration, curiosity, love of learning, and respect for oneself, others, and the world. 
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GENERAL INFORMATION 

WELCOME 
Welcome to Community Montessori School.  This Parent Handbook will provide you with information so that 
you and your child can have a successful year.  Please read and keep it handy for questions that might come up 
over the course of the year. 

We look forward to a year filled with exciting educational opportunities and growth for your child.  A 
Montessori education fosters curiosity and a love for learning that lasts a lifetime.  We are pleased you have 
joined our CMS family and hope you are excited to be a Montessori parent! 

DIVERSITY & NONDISCRIMINATION POLICY 
“The needs of mankind are universal.  Our means of meeting them create the richness and diversity of the 
planet.  The Montessori child should come to relish the texture of that diversity.”  (Maria Montessori) 

At Community Montessori School, we embrace and celebrate the diversity of our world.  Our differences – 
including those of culture, race, ethnicity, religion, age, family structure, sex, sexual orientation, gender 
identity and expression, socioeconomics, learning style, world view, and more – form and inform a rich 
environment that is a crucial part of educating children on their path to maturity and global citizenship.  Our 
interactions across our entire school community are characterized by guiding principles of respect, equity, 
inclusion, humanity, peace and personal responsibility.   

CMS admits students of any race, color, national and ethnic origin to all rights, privileges, programs and 
activities made available to students at our school.  We do not discriminate on the basis of race, color, national 
or ethnic origin, or gender identity in the administration of school policies, including admissions, financial 
assistance, and other school-administered programs.  We oppose discrimination and consciously recognize the 
value of diversity in our hiring practices, professional conduct, community and classroom activities. 

ABOUT MONTESSORI 
The Montessori approach was established by Dr. Maria Montessori, an Italian physician, educator, and 
innovator who developed an educational approach based on the way children naturally learn and develop.  
She opened the first Montessori school in Rome in 1907.  Following world-wide acclaim for the success of her 
method, Dr. Montessori traveled the world, advocating for children and giving voice to a new perspective on 
education until her death in 1952.  There are now more than 4,000 Montessori schools in the United States 
and the Montessori method is embraced in at least 110 countries worldwide.   
 
At CMS we wholeheartedly embrace the philosophy and approach established by Maria Montessori.  Our 
mission is to provide children with an authentic Montessori education.  We have a deep respect for children as 
unique individuals and our priority is the development of the whole child – social and emotional, intellectual, 
and physical.  We follow AMI guidelines in establishing classroom environments that have: 

- A prepared environment tailored to the developmental needs of the child 
- Mixed age groupings that foster collaboration and peer learning 
- Child initiated choice of activity within the guidelines of the community 
- Uninterrupted blocks of work time which cultivate deep concentration 
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- A Guide trained in the Montessori method and certified for the age level of the class 
- An appropriate number of children to foster social development 

ABOUT CMS 
Community Montessori School was founded in 1981.  We are proud of our history and our beautiful 18-acre 
campus!  CMS currently serves children from 8 weeks to 8th grade.  We are a non-profit private school 
governed by a Board of Directors and licensed by the Association Montessori International Teachers of Texas 
(AMITOT) and the state of Texas as a child care facility (TDFPS).  CMS follows AMI guidelines regarding class 
size, age groupings, staffing, and classroom materials, and participates in the AMI School Recognition 
program.    
 
The CMS Board of Directors establishes the overall policies and directives governing the school and delegates to 
the Executive Director the responsibility to see that these policies and directives are followed, consistent with 
Montessori philosophy and the best interest of students, parents and staff members. CMS staff consists of 
Montessori Classroom Guides & Assistants, Extended Hours staff, and Administrative & Support staff, including 
the Executive Director, Admissions Director, Business Director, Facilities & Land Manager, and Office Coordinator. 
For an up-to-date list of CMS employees, please go to our website www.community-montessori.org  
 

Our Year at a glance 
This brief summary gives parents an idea of our yearly events and what is generally expected of 
parents in our community.  For specific dates and information, please refer to our website, school e-
mails and printed materials provided in your orientation packet.   

August/September (Start of School Year) 
- CMS 101 – Parents hear from the Executive Director about school policies and procedures.  

Required for New Families. 
- Parent Orientation Night – An evening for parents to hear about classroom schedules and 

procedures from their child’s Guide.  Attendance by all is strongly recommended! 
- Montessori Journey – A unique parent event featuring a walking tour of Montessori environments 

at every age level.  All Parents are encouraged to sign up. 

First Semester (October thru December) 
- International Festival – A school-wide celebration of the diversity of our community and a fun 

event for the whole family.  All families are warmly invited to participate. 
- Grandparents Day – A special day for grandparents to visit and see the child in their Montessori 

environment.  Grandparents are invited to sign up. 

Second Semester (January thru May) 
- Good Earth Celebration – A school-wide celebration of nature and the outdoors.  All families are 

invited to attend. 
- Elementary Field Day – Elementary students have a morning of outdoor group games.  Elementary 

parents volunteer to work a station and help run the activities. 
- Moving Up Ceremony – A unique event honoring students moving from one Montessori stage of 

development to the next.  Eligible students are sent an invitation. All families are invited to attend. 

Ongoing  
- Class socials – Organized by the Guide and Class Ambassador, social events vary by age group and 

classroom.  All families are invited to attend. 
- Montessori Mornings – Monthly discussion groups with CMS Guides. Topics vary and info on the 

current month’s topic is in the school-wide e-mail.  All families are invited to attend. 
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- Conference Days – Two days are set aside for Parent-Guide meetings, one in the Fall and one in 
the Spring.  Parents are required to attend. 

Summer (June thru August) 
- CMS Summer Camp – CMS students, alumni and elementary siblings of current students can 

register for Summer Camp at CMS.  Info about Camp activities is released in the Spring. 

PARENT INVOLVEMENT  
All CMS families are asked to contribute 25 volunteer hours each school year. Parents can learn about 
volunteer opportunities at Parent Orientation or in weekly e-mail communications.  We utilize the web system 
Track It Forward to log hours and post sign-ups: https://www.trackitforward.com/site/380875/events 

We have many ways for parents to be involved and encourage you to find what best fits your family. Like to 
garden? Volunteer to help your child’s Guide with their backyard space.  Enjoy hosting parties? Class socials 
are held periodically throughout the school year.  Are you a bookworm at heart?  Volunteer for a shift in the 
CMS Library.  Elementary and Adolescent students occasionally need volunteers to drive on outings and field 
trips.  Please note that volunteers who will be working directly with students are required to have a background 
check on file in our office.  Volunteer drivers must also have a copy of their driver’s license & proof of insurance 
on file in our office.  Please contact the CMS Business Director for more details.  

Parent-Guide conferences are held twice yearly and additionally on request.  Your participation creates a 
valuable partnership with the school that benefits your child in many ways.  Classroom observations also give 
parents a wonderful view of their child’s Montessori world.  We also designate two afternoons, one in the fall 
and once in the spring, where Children’s House, Elementary, and Adolescent parents are invited into the 
classrooms to see their child’s work firsthand.  Montessori Mornings are monthly parent gatherings where 
Guides discuss specific topics important both at school and at home.  As you can see, there are many ways for 
parents to get involved at CMS.  The most important is simple – read communications from the school and 
keep in touch with the news and activities taking place on campus. 

OUR PROGRAMS 

MONTESSORI  
The Montessori Method creates distinctive classroom environments that match the interests and needs of 
children during a particular developmental stage.  Classrooms at CMS meet AMI Standards and generally 
follow a 3-year cycle.  The Nido and Casita classrooms combined form a 3-year cycle.  The Adolescent 
community is a 2-year cycle.   

First Plane of Development (0 to 6 years) 
- Nido - 8 weeks up to 15 months  
- Casita - 12/15 months up to 3 years (walking well)  
- Children’s House - 2 ½ /3 years up to 6 years  

Second Plane of Development (6 to 12 years) 
- Lower Elementary – 6 to 9 years 
- Upper Elementary – 9 to 12 years 

Third Plane of Development (Adolescence) 
- Adolescent Community (7th & 8th grade) 
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EXTENDED HOURS  
Before School Care  
Offered from 7:15 to 8:00 am for all age levels.  Nido and Casita students are in their familiar class 
environments.  Children’s House, Elementary, and Adolescent levels go to designated spaces to enjoy 
quiet activities until the start of school.  

After School Care  
Offered from 3:00 to 6:00 pm for all age levels.  Nido and Casita students stay in their familiar class 
environments, enjoying a snack and outside time as well as indoor activities.  Children’s House, 
Elementary, and Adolescent students go to designated spaces and enjoy a snack and outside time as 
well as indoor activities.   
 
Extended Hours spaces do not offer Montessori materials but they do incorporate Montessori 
practices such as guided choice of activity, caring for the environment, and treating classmates with 
kindness and respect.   

ADDITIONAL PROGRAMS  
Summer Camp 
Offered each summer, camp is a blend of outdoor play and themed activities.  Details are released in 
January.  If space allows, CMS Alumni and siblings of current students are permitted to register. 

Spring Break Camp 
Offered during Spring Break week in March, camp is a blend of outdoor time and themed activities.  
Spring Break Camp is only available for current CMS students. 

Enrichment Classes 
Offered after school for students in Children’s House and Elementary levels.  Registration and course 
offerings are publicized at the start of school in August. 

ADMISSIONS AND PLACEMENT  
Admissions and class placement are coordinated by our Admissions Director.  CMS is fortunate to have an 
entire faculty of outstanding, certified, and accomplished educators. Each classroom community upholds the 
high standards of AMI and has the full array of Montessori materials.  Placements are made at the discretion of 
CMS and are considered carefully to ensure balance and social diversity in each classroom.  Enrollment is 
entered into with the school and not contingent upon a particular class or teacher.  CMS cannot honor 
enrollments that are contingent upon a requested classroom or teacher.   

STUDENT TRANSITIONS 
Student transitions are anticipated and planned for by our Administration.  The individual child is observed for 
signs of readiness typically in the following time frames: 

• Nido to Casita –between 12 and 15 months 
• Casita to Children’s House – between 2 ½ and 3 years 
• Children’s Nap to Children’s House Extended Day – between 4 and 4 ½ years 
• Children’s House to Lower Elementary – upon completion of the 3rd cycle (5 to 6 years) 
• Lower Elementary to Upper Elementary – upon completion of the 3rd cycle (9 to 10 years) 
• Upper Elementary to Adolescent – upon completion of the 3rd cycle (12 to 13 years) 
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Our Admissions Director initiates the process which includes Guide and Parent observations, class visits, and 
transition meetings.  A transition packet with specific information for the age level is provided to parents at the 
beginning of the process.   

SUPPORT SERVICES 
The Montessori philosophy and methodology offers a multi-stimulus approach to education. Children learn by 
doing and they learn from each other.  If a child is struggling in a particular area, our staff will discuss and work 
with parents to support the child.  Depending on the specific needs of the child, CMS may request that parents 
seek outside assistance and/or evaluation, so that we can provide appropriate classroom support.  This may 
include psycho-education evaluation, motor-sensory evaluation, language assessment, hearing or vision 
testing.  CMS does not provide these services but we do expect parents to honor such requests and fully 
disclose results in a timely manner.  While CMS does not recommend services for evaluation and assessment, 
we can help by sharing providers that have been used by other CMS families.  If a requested assessment or 
evaluation is not obtained and the school feels that the child’s need cannot be met by our program, CMS 
reserves the right to terminate enrollment. 
 
A limited amount of financial assistance is awarded yearly.  Applications are made through the FACTS Tuition 
Management site beginning in February.  Awards are based on financial need, as determined by analysis 
provided by FACTS.  Awards are made for one school year only.  Questions about financial assistance can be 
directed to our Admissions Director.  

SCHOOL OPERATIONS 

HOURS OF OPERATION  
Operating Hours 7:15 am to 6:00 pm 

• Office Hours – 8:00 am to 4:00 pm 
• School Day – 8:00 am to 3:00 pm 
• Before School Care – 7:15 am to 8:00 am 
• After School Care – 3:00 pm to 6:00 pm 

CAR LINE 
CMS employs a very effective car line system for arrival and departure of students.  Our first goal is safety and 
secondly to get cars through in a timely manner.  Please do not pass other vehicles in the car line.  Your Parent 
Orientation packet includes car tags, a map, and instructions for the Car Line.  The car tags help us direct traffic 
and get students to their car more quickly.  We appreciate your cooperation in making them visible in your car.  
Drivers are asked to stay inside their vehicle.  We have two lanes of traffic and this is for everyone’s safety.   

Please refrain from engaging staff in lengthy conversations in the car line or at the departure benches.  We 
love to wave and say hello, but we must keep our attention on the safety of students at this time.  CMS Staff 
members are not allowed to buckle children into car seats, per insurance requirements.  Spaces are provided 
in front of the Red Building for parents who need to get out of their vehicle for this purpose.   
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Drivers on our campus are expected to keep their cell phone stowed, follow speed limit signs, and engage in 
courteous, responsible, and safe practices.    

ARRIVAL – 8:00 AM 
Staff members are on hand at the Lower Circle Drive for the first 15 minutes of the day to greet children and 
see them safely from car to classroom.  Parents are asked to use the Car Line for drop off and pick up.  Car Line 
Procedures are included in your Orientation packet.  The Montessori approach promotes the child’s 
independence as much as possible and that includes their arrival at school.   

Your child’s day is greatly affected by arriving late!  Activities are already underway in class and a child arriving 
late feels left out and behind.  Please do your best to be on time for school.  Late arrivals MUST come to the 
office and sign in.  Please do not drop your child at the Circle Drive after staff has left the area.  We cannot 
guarantee your child’s safety if you do!  

DEPARTURE – 3:00 PM 
Departure is also via the car line at the Lower Circle Drive.  CMS staff members are on hand to walk children 
safely to their cars.  Children are asked to remain seated on the benches until a staff member can walk with 
them.  If another person is picking up your child, please inform them of our procedures.  

If you are late to pick up, your child will be brought to the CMS office to wait for you.  You will be asked to sign 
them out and late fees will be assessed based on time, as stated on the CMS Tuition and Fee Schedule.  Please 
understand that staff are responsible for children at the departure benches and are not able to converse with 
you during departure. 

EXTENDED HOURS ARRIVAL & DEPARTURE 
Before School care starts at 7:15 am.  Students enrolled in Before School Care must be walked to the door of 
that classroom and parents must sign in with staff on the tablet.  Before School staff will walk children to their 
classrooms when the school day begins.  

If your child is enrolled in After School Care, please park and walk to the door of the classroom to pick them 
up.  Parents must sign their child out with staff on the tablet.  If you arrive when children are on the 
playground, you may go to the playground to pick up and sign your child out.  Please be respectful of staff that 
work late hours caring for children and pick up your child by 6 pm.  Late fees will be assessed for pick up after 
6:00 pm, as specified on the CMS Tuition and Fee Schedule. 

AUTHORIZED PICKUP PERSONS 
Enrollment forms ask parents to list individuals who have permission to pick up their child from school.  CMS 
assumes biological parents have this right, unless we have legal documentation on file saying otherwise.  
Giving authorization to pick up your child is not the same as an emergency contact.  Please contact our 
Admissions Director if clarification is needed.  

If someone other than a parent is picking up your child they must be listed as an Authorized Pick up Person on 
your child’s enrollment form. If this person is unknown to our staff, they may be asked to show a photo ID.  To 
add or remove a person from your child’s Authorized Pick Up list, please call the CMS office.  CMS Staff cannot 
be listed as Authorized Pick up Persons without a signed release waiver on file in the office. 



9 
 

ATTENDANCE  
Attendance is taken daily.  Children arriving through the Car Line are signed in by staff – there is no need for 
parents in the car line to sign them in.  Regular attendance and a consistent routine are very important for 
children.  Timely arrival sets the tone for their day.  We understand that issues arise on occasion but chronic 
tardiness has an enormous impact on children.   

Regular attendance is an important part of the Montessori experience and your child will benefit in countless 
ways.  Families are asked to schedule trips during school vacation times whenever possible.  If your child is ill 
and will not be attending school, please call our front office and report the absence.  This is especially 
important if your child has been diagnosed with a communicable illness (see Health section).   

INCLEMENT WEATHER DAYS  
Please note that CMS makes our own decisions about whether to close or delay school.  Our families come 
from many areas of Central Texas and we do not follow any particular school district on bad weather days.  
Any decision to cancel or shorten a school day is not taken lightly and is always made with consideration for 
the safety of all members of our community.  See the Communication section for more detail on emergency 
communications. 

CONFERENCES 
Parent-Guide conferences are scheduled twice a year in the Fall and Spring. We have 2 school closure days 
designated on our school calendar for Conferences.  Printed conference reports are provided to parents and 
signatures are requested.  Additional conferences or meetings may be requested any time there is a concern 
or question.  These may be initiated by the parents or by the Guide.  

OBSERVATIONS 
Our classrooms are open for observations from October through April.  Parents are highly encouraged to sign 
up.  Observations are scheduled through the CMS Office for a 30-minute period during the morning work time. 
Our classrooms are also open to observations by teachers, college students, Montessori trainees, and 
prospective parents.  All observers are expected to respect the privacy of our students.  Photography and cell-
phone use are not permitted during an observation.  Observers must sign in at our school office and receive a 
visitor’s badge and guidelines for observations before being walked to class. 

ANIMALS ON CAMPUS 
We are fortunate to have a beautiful 18-acre campus.  Nature and time outdoors are an important part of 
healthy development for children and our spacious campus provides ample opportunities.  The fields and 
gardens at CMS occasionally bring wild visitors like rabbits, snakes, and birds.  Our staff teaches children to be 
respectful and stay at a distance.  We have a flock of chickens, which Upper Elementary students help to care 
for and some Guides choose to have an animal in class, such as a hamster or fish.  As per state requirements, 
small animals on campus are seen by a veterinarian at least once a year.  

PARENT CONDUCT 
Families who enroll their child at CMS become part of our Community.  This community thrives because we all 
agree to treat each other with respect and courtesy.  Your signature on your Enrollment Agreement with CMS 
indicates your willingness to abide by CMS policies, procedures and guidelines, including the following:   
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Privacy - Please help us maintain a culture of respect and mutual trust by safeguarding the privacy of 
children, other families, and staff.  Sharing confidential, damaging or harmful information is not 
acceptable.  All CMS families, staff and volunteers should be aware that any information heard, 
observed or overheard is strictly confidential and should not be shared with anyone not authorized to 
receive that information. 

 
Etiquette - Adults are role models for courtesy, kindness, tolerance, and respect.  CMS staff and 
parents are all expected to strive for high standards of etiquette and behavior.  Parking and traffic laws 
must be followed, and our neighbors treated with the utmost respect.  Using proper etiquette is good 
for our community and for our children – we should model the very best behavior for them. 

 
Conflict Resolution – Conflicts and differences between parents or parents and CMS staff should be 
addressed in a respectful and private manner.  A meeting between the parties is held, with respectful 
discussion seeking a mutually satisfying resolution.  Confidentiality is expected from all involved.  The 
use of broadcast e-mails to contact fellow parents about sensitive issues involving a child, CMS policy, 
or staff member is inappropriate and may be grounds for probation or dismissal.  
Note: The CMS Board of Trustees is NOT charged with the oversight of day-to-day school management. 
When faced with such questions, Board members will simply pass those concerns on to the Executive 
Director, as is “best practice” for an Independent School Board. 

 
Zero Tolerance – CMS has zero tolerance for harassment or discrimination of any person on the basis 
of race, color, religion, national origin, sex, age, marital status, personal appearance, gender identity, 
political affiliation, disability or ethnicity.  Violators of this policy are subject to immediate termination 
of enrollment or employment.  CMS may report violators to the appropriate authority.   

REQUIRED NOTIFICATIONS   
Parents should note that in accordance with Texas Penal Code, the CMS grounds are a gang-free zone and any 
criminal offenses related to such are reported to law enforcement immediately.  (We are required to report 
this to you by the State of Texas.)  
 
Parents may ask at any time to view a copy of the Texas Child Care Licensing Minimum Standards and/or the 
most recent inspection report for our school.  These items are accessible in the school office.  
 
Concealed weapons or weapons of any kind are not allowed on the CMS campus.  Persons on our campus with 
a permitted weapon must lock them in their vehicle while they are on campus and children are present.  
The CMS campus must be free of tobacco, alcoholic beverages and/or controlled substances whenever 
children are present.  Alcohol may be served at adult functions on the CMS campus if held outside of school 
operating hours and when no children are present. Use of tobacco and drugs is never allowed on campus.  
CMS reserves the right to request drug and/or alcohol screening from any employee or volunteer that appears 
to be under the influence of such substances while on CMS grounds during operating hours.  The Executive 
Director has the right to send home any staff member or volunteer suspected of being under the influence of 
drugs or alcohol while on campus during operating hours and to prevent a parent who appears to be 
intoxicated from picking up a child. 
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If a CMS employee has reason to suspect that a child is being abused or neglected, Texas law requires them to 
report it to Child Protective Services.  The individual reporting may do so anonymously or may elect to inform 
the Executive Director.  If CPS comes to our campus to investigate a report, CMS staff will cooperate fully with 
their process.  All employees of CMS undergo a criminal history background check and fingerprinting, which 
includes a search of the central registry of reported cases of child abuse and neglect.  Our staff receives annual 
training on the recognition, reporting and prevention of child abuse and neglect. 
 
CMS screens students for vision and hearing as required by the state of Texas.  Guidelines can be viewed on 
the Texas Department of State Health Services website:  https://dshs.texas.gov/vhs/ 

COMMUNICATION 

E-MAILS 
Good communication is essential for school and parents working together on behalf of the child. Having 
correct e-mail addresses for each parent is very important.  The following is a list of e-mails that families can 
expect from CMS:   

• Tuesday E-mail:  Sent every Tuesday, this e-mail communicates all important school dates and 
information without overwhelming families with separate notes for each event or item.  Please make 
certain that you receive and read this e-mail every week.  (If you are not receiving the Tuesday e-mail, 
please contact our Admissions Director.) 

• Weekly Community e-mails:  Your child’s Guide will send a weekly Friday e-mail with information that 
is specific to your child’s class.   

• Other e-mails:  Additional communications may come from the Director or your classroom Guide as 
specific situations arise.  We will send a note about a diagnosed communicable illness, for example, so 
families in the community can be on the lookout for symptoms.   

• Seasonal Newsletters:  Several times in the year, a newsletter will be sent with more in-depth news, 
articles on Montessori and community events.   

 
In addition, families can expect to receive personalized e-mails from their Guide about their child’s 
progress and/or specific situations that have occurred at school.  Questions e-mailed to your child’s Guide 
are answered after school.  You can expect a response within 24 hours, or in case of a weekend or holiday, 
the end of the next school day.  Issues needing an immediate response should not be e-mailed, but 
communicated by a phone call to our school office.   

PHONE CALLS 
The main number for the school is 512-863-7920.  Our office is open from 8:00 am to 4:00 pm.  Messages 
received after office hours will be answered the following day.  Families with children enrolled in Extended 
Hours Care may need to contact CMS staff outside of office hours.  Nido, Children’s House and Elementary 
After School staff can be reached by dialing the main number and entering the following extension code at the 
prompt:  Nido – 217.  Children’s House – 214.  Elementary/Adolescent – 216.  Casita families are asked to text 
the Casita After Care cell phone at (737) 808-5805.   
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EMERGENCY MESSAGING SYSTEM 
It is important that CMS have current contact information for ALL parents, as well as backup contact persons, in 
case we need to get ahold of you in an emergency situation.  
CMS utilizes an emergency messaging system to quickly contact all parents in our school community.  If severe 
weather prevents students and staff from safely traveling to school and closure or delayed start is necessary, 
notification will come from this messaging system.  This emergency messaging system is only utilized for 
urgent situations where school-wide communication is needed.  If an individual child is ill or injured, parents 
will be contacted by telephone call from our school office. 

CMS WEBSITE 
Families are encouraged to visit our school website at www.community-montessori.org.  The website is a good 
source of information like calendars, links for forms, giving and more.  The Parent Handbook can be found on 
our website on the Parents page. 

SCHOOL DIRECTORY 
CMS offers a School Directory with the purpose of facilitating social engagements amongst classmates and 
families at our school.  Families are given the option to participate during enrollment.  Those who opt to do so 
can choose to share their phone, e-mail and/or home address with other families in the class.  Parents 
participating are expected to respect the purpose of this Directory and not use it for complaints, negative 
gossip, solicitation and the like. 

PHOTOS AND PHOTO PERMISSIONS 
CMS staff occasionally takes photographs and video recordings of students while they attend the school to 
celebrate their achievements and successes.  Parents have the option during enrollment to have photos e-
mailed or texted to them, via Transparent Classroom.  We publish a school yearbook every Spring which 
utilizes these photos.  CMS also, on occasion, uses these images on our website, in school-wide e-mails and 
social media platforms, and in printed marketing materials.  Children’s names are never published alongside 
their photographs externally.  Any questions on Photo Permissions can be sent to our Admissions Director. 

Please be aware that other parents may take photographs of your child during classroom parties, field trips, 
festivals, or other school-related activities.  Community Montessori School cannot control the extent to which 
other parents publicize such photographs on social media or in other forums, and assumes no liability for any 
such publications. 

CLASSROOM PROCEDURES 

FOOD 
Healthy eating is important to sustain active children throughout their day.  We are a no/low sugar campus 
and limit the amount of sugar students consume while at school.  Please do not send sweets in the lunchbox. 
To ensure the safety of students with food allergies, CMS is a peanut-free campus.  Students with a food 
allergy are required to submit an Allergy Action Plan that is posted in their classroom kitchen.  Other food 
preferences or sensitivities are addressed on an individual basis.  Now is the time to educate kids about making 
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good choices. The Harvard Healthy Eating Plate is a great place to start!  View it here:   
https://www.hsph.harvard.edu/nutritionsource/healthy-eating-plate/ 
 
Lunch at CMS is a relaxed experience, with time to enjoy pleasant conversation and good food.  Parents are 
asked to send food items that the child can handle independently during lunch.  We also request that parents 
use refillable containers rather than disposable items.  All classrooms at CMS are equipped with dishes, 
silverware and drinking glasses.  Water is served at lunch.  Please do not send silverware or drinks in your 
child’s lunchbox.  More information about lunch for specific age/class levels is provided at Parent Orientation.   
 
CMS provides a snack for all children enrolled in After School Care.  Snack is an option during after school 
activity time and water is always available.  A morning snack is provided for children enrolled in Nido, Casita 
and Children’s House classrooms and is offered as an option during the morning work period.  A rotation of 
fruits and vegetables are served.   Elementary and Adolescent students can bring a snack in their lunch box to 
eat during the school day.  
 
Cooking is a popular activity for students at CMS and takes a variety of forms depending on the age level – 
from baking biscuits in Casita to cooking a cultural lunch in Elementary.  Students also assist with snack 
preparation, such as slicing vegetables and fruit.  Parents receive specific information about cooking in their 
child’s class at Parent Orientation night. 

CLOTHING 
Clothing worn by children at school becomes a part of the “prepared environment” and can affect behavior 
during class time.  Please do not send your child with items that may be distracting to other children. The 
following items should stay at home:  

• Clothing that features characters from movies or video games or is associated with pretend play like 
camouflage, capes, masks etc. 

• Shoes that light up, have wheels, or have a high heel that may inhibit movement while running, 
climbing and playing outside  

• Belts, scarves, necklaces or other items that may pose a safety or choking hazard  
• Pull up diapers are not allowed at CMS  

Please label your child’s clothing!  Mabel’s Labels are inexpensive and durable.  They are also a fundraiser for 
CMS and highly recommended by our parents:  https://mabelslabels.com/en_US/fundraising/support/  
Students of all ages store extra clothing in class for toileting accidents and other “oops” moments.  Your Guide 
will provide information about what to bring.  Children should come to school equipped for the weather.  We 
go outside even when it’s cold or damp. 

BIRTHDAYS 
Birthday celebrations at CMS focus on the child’s passage through time rather than traditional birthday 
customs like cake and candles.  Parents are respectfully asked to enjoy those things at home.  Your child’s 
Guide will provide specific information on how birthdays are celebrated in class.  

Parents may request assistance from the CMS office in sending a group e-mail invitation to the class for a 
birthday celebration held outside of school.  We cannot help with written or paper invitations or cards.  
Parents are also encouraged to use the School Directory for this purpose.   

The CMS Library has a tradition of “Birthday Books,” which are donated by students in honor of their birthday.  
Books selected reflect the needs of the CMS Library and are available for purchase in the CMS office.  A placard 
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acknowledging the donation is placed in the book.  More information about Birthday Books is available in the 
CMS office. 

FIELD TRIPS AND GOING OUTS 
Field trips are limited to Elementary and Adolescent students only.  Parents are notified in advance, with 
details of departure and return times, location, and activities planned.  For some occasions, volunteer drivers 
are used to transport children.  Parents wanting to volunteer must submit a copy of their driver’s license and 
proof of insurance to the office before they can be added to our CMS list of eligible drivers.   

Day trips in our local area may be scheduled for the whole class or a small group may organize a “Going Out” 
(more on that at Elementary Orientation).  In addition, full cycle Lower Elementary students (3rd grade) take 
one overnight camping trip each year in the spring.  Upper Elementary & Adolescent students take overnight 
trips twice a year (Fall and Spring) and may elect to participate in the Montessori Model UN program, which 
requires an additional trip to attend the MMUN Conference.  Parents of students enrolled in these classes will 
receive additional information from their Guide. 

CELEBRATIONS & SOCIALS 
Our school community is a wonderful tapestry of ethnicities, religions, and cultural identities.  All are 
welcomed and respected.  Students at CMS learn about customs and traditions around the world.  
Celebrations at CMS are geared to school and classroom events more than to traditional holidays.  For 
instance, we host an international festival every fall, but we don’t exchange valentines in class.  Other 
occasions celebrate student achievements, such as the Moving Up Ceremony or MMUN Showcase. 

Classroom socials focus on bringing families together and having fun!  Locations and activities for class socials 
are chosen by the Guide to reflect the age-group of the class.  On occasion, classes will have a special lunch. 
Your child’s Guide will provide more specific information.  

SAFE ENVIRONMENTS 
Our mission at CMS is to provide children with a Montessori education, instilling a love of learning and respect 
for others.  We partner with families to foster the healthy growth and development of our students.  The 
collaborative community experienced in the Montessori classroom helps children learn to assert their 
individual personality while still functioning harmoniously and peacefully within the group.  

At CMS we recognize that consistent limits, strong role models, clear expectations, and instruction methods 
that focus on what to do rather than what not to do, help children learn appropriate behavior.  CMS Staff 
members are trained to provide guidance and support for students as they discover how to balance the needs 
of the self with the needs of others. 

The culture of respect at Community Montessori School encompasses how children treat one another and how 
they treat adults; how adults treat one another and how they treat children; and includes the school 
environment, property of the school, and property of others in the environment.  This culture of respect is 
demonstrated in different ways, depending on the age group.  All children at CMS are learning appropriate 
interpersonal behaviors and it is the job of staff, parents and the CMS community to support them in this 
process. 

One of the strengths of Montessori education is that children learn at their own individual pace.  Classroom 
environments are designed to support a wide range of learning styles.  When a child is struggling in one or 
more areas of development, we ask Is the child a peaceful member of the community?  Are they able to make 
appropriate choices and treat others respectfully in class?  If the answer to these questions is no, it may be that 
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CMS is not able to serve the needs of that child.  If we answer yes but still have concerns, we may request 
outside intervention such as tutoring, assessment, or counseling to help a student that is struggling. 

STUDENT BEHAVIOR ISSUES 
CMS retains the right to address behavioral issues in accordance with professional discretion and school 
policies, as they pertain to individual situations.  When aggressive or inappropriate behavior occurs, adults 
present will address it immediately.  Minor incidents may be resolved with redirection or verbal mediation.   
Parent Communication Forms are used by CMS staff to communicate injuries, mishaps, and incidents that 
occur throughout the school day.  Parents are asked to sign the form at pick up and the original is sent home.  
A copy goes in the child’s file in the office.  Parents will be informed of more significant or repeated issues.  

In the case of more significant serious issues or if behavior is repeated and ongoing, we follow these steps: 

• E-mail or phone call to parents 
• Meeting between the child’s Guide and Parents where corrective steps are discussed 
• Meeting between the child’s Guide, Parents and the Executive Director (student participation may be 

appropriate in some situations) 
• Development of a Behavior Plan, which may include a request for outside counseling, assessment or 

other intervention, with a timeline for assessing progress 

If the behavioral issues continue or escalate CMS reserves the right to send home, suspend or expel a student 
from CMS immediately. Privacy and confidentiality for the student and family during this process is expected.   

Parents who are concerned about the impact of another student’s behavior on their child should communicate 
their concerns according to the following guidelines: 

• E-mail or phone call to your Guide 
• Allow time for the situation to be addressed 
• If the situation does not improve, bring this to the Guide’s attention 
• Contact Executive Director  

Please respect the privacy of the individuals involved by not discussing concerns with other parents.  If your 
concerns are about a situation that occurred during Extended Hours Care, please e-mail or call the Extended 
Hours Coordinator.  If the situation is not resolved to your satisfaction, contact the Executive Director.  

The following are prohibited at CMS: corporal punishment and any threat of such; humiliation, ridicule or 
subjecting children to harsh or profane language; punishment associated with food, naps or toileting; requiring 
a child to remain still or silent for an inappropriately long period of time.  Questions regarding discipline and 
behavior policies at CMS should be directed to the Executive Director. 

STUDENT ASSESSMENT 
Guides at CMS evaluate student progress on a daily basis, keeping careful record of lessons presented and 
skills and concepts mastered. Transparent Classroom is used at all levels to track, record and report on student 
achievement.  

In a Montessori classroom, children are constantly assessed by way of many methods.  Children are actively 
observed by teachers for strengths and areas to be developed.  Children demonstrate their learning by 
teaching other children, presenting projects, and engaging in conversations.  Teachers relate their assessment 
of children to parents by way of formal Parent-Guide Conferences and reports, and informally via e-mail, 
photos and work that is sent home.  Our Conference Reports do not include grades; they are skill based and 
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include the whole child, physical, cognitive, and social emotional characteristics as well as academic subjects.  
We value these types of assessment over standardized testing.   

HOMEWORK 
The Montessori environment is rich with daily experiences in self-motivation and self-organization.  Because 
students manage their own work every day, there is no need to “practice” such skills at home.  For Montessori 
students, homework comes in the form of the student’s desire to continue working on areas of interest that 
began in class.  Research, reading, and special projects can be done at home as a continuation of work started 
in class, at the child’s initiative rather than being assigned such tasks.  

Students are expected to be contributing members of their families, which means taking on responsibility for 
some household chores and daily functions of the home.  Families are encouraged to look for learning 
opportunities as they arise at home, such as using fractions for baking or deciding what to plant in the 
backyard garden.  Reading should be a part of the child’s daily routine.  Thus, “homework” becomes replaced 
by “the work of the home.”   

HEALTH & SAFETY 

ABSENCES & ILLNESS 
Parents should notify the School when their child is absent by calling or e-mailing the office.  Please indicate if 
your child has a communicable disease.  CMS is obligated to follow Texas Health Dept. regulations regarding 
the exclusion of children with a communicable illness. In most cases this means being free of fever and other 
symptoms for a 24-hour period.  Please call our office if you have questions about your child attending.   

Please be considerate of others in your child’s class and keep your child home if they are unwell.  This is greatly 
appreciated by your fellow CMS parents!  Our staff emphasizes the importance of hand-washing and covering 
coughs and sneezes, as the most effective way to prevent the spread of illness.  Classrooms are cleaned daily 
with disinfectant to prevent the spread of germs 

If your child becomes ill while at school, our office will call and request that you pick up your child as soon as 
possible.  Symptoms, fever and other relevant information will be recorded on a Parent Communication Form 
that is signed and sent home with the child.   

Head lice is a communicable disease!  A child with head lice must be picked up immediately and treated at 
home.  The child must be checked in our office by CMS staff prior to returning to class.  Parents are asked to 
wait in the office until their child has been cleared.  

MEDICATION 
Medication should be given to a child by a parent at home, whenever possible.  Medication should never be 
sent to school with a child or placed in a child’s lunchbox.  All medications are stored in the office for the safety 
of the children.  The only exceptions are epi-pens and inhalers, which are stored in the child’s classroom, out of 
reach of students.  If a child must have medication during school hours, the following procedures are followed:  

• Prescription medication must be in its original container labeled with the child’s name, date, directions 
or dosage, and the physician’s name.  Non-prescriptive medication must be in the original container, 
labeled with the child’s name and the date the medication was brought to school.  
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• Parents must bring the medication to the office and fill out the Medication Form authorizing staff to 
administer medicine.   

• If your child has an epi-pen or inhaler that needs to stay at school, the Medication Authorization Form 
must be filled out and signed by a parent.  

SECURITY ON CAMPUS 
The safety of our students is a high priority at CMS. We make every possible effort to keep our grounds, 
buildings and practices consistent with those promoting the safety of children.  CMS is inspected annually by 
the Fire Marshal, Health Department and state child care licensing agency.  Our staff conducts playground 
checks, fire drills and weather/building emergency drills throughout the school year.  Evacuation routes are 
posted in all buildings and our staff has annual training in safety and emergency procedures. 

INJURIES & INCIDENTS 
All CMS staff members have current certification in CPR and First Aid.  If your child receives a minor injury at 
school, appropriate First Aid will be administered.  The injury is recorded on a Parent Communication Form, 
which is signed by a parent at departure.  If you have questions about an injury that happened during the 
school day, please contact your child’s Guide.  

If an injury occurs which may require medical treatment, the office will call parents, relay what happened and 
determine what next steps may be necessary.  Should a major medical emergency occur while a child is at 
school, staff will administer First Aid and call 911.  Parents will be notified immediately.  It is important that 
CMS have current contact information for ALL parents, as well as backup contact persons, in case an 
emergency takes place during school hours.  Our staff will follow instructions given by EMS, accompany the 
child to the hospital and stay with the child until parents arrive.   

If your child is involved in an Incident while at school, such as biting another child, this will be recorded on a 
Parent Communication Form, given to and signed by a parent at departure.  Your child’s Guide will be in 
contact about the situation.  

EMERGENCY DRILLS 
Students and staff at CMS take part in regular safety drills to ensure we are prepared for any situations that 
may arise.   Here are the basic procedures we follow:  

• Outdoor Drills – ensure the safe evacuation of all students and staff in the event of a fire or other 
unsafe situation.  In the unlikely event of an actual building emergency, staff would evacuate children 
and call 911.  (Or our Fire Monitoring Service will do this for us.)  If first responders determine that it is 
not safe for children to re-enter buildings or remain on campus, parents will be notified via our 
Emergency Text Messaging System and asked to pick up their child immediately. 

• Indoor Drills – protect students and staff in the event of severe weather or an intruder on campus.  In 
the event of an actual emergency, students and staff will be moved to a “safe zone” to await further 
instruction.  Children outdoors are brought inside.  If severe weather would result in a situation that 
requires students to leave campus, notification would be sent via our Emergency Text Messaging 
System and parents asked to pick up their child immediately.  Should an emergency situation occur on 
campus that involves a person intending to cause harm, staff will take children to the “safe zone” they 
know for weather emergencies.  911 will be called immediately and children and staff will not leave 
the safe zone until first responders have cleared the school and its grounds.  Please note that CMS has 
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yearly visits from the Community Relations Officers at Georgetown Police Department and they work 
with us on best practices for keeping children and staff at CMS safe. 

Parents should note that all staff at CMS are trained and instructed to be calm and matter-of-fact with children 
when emergency drills are practiced and to speak generally in terms of safety rather than particular threats.  
We refer to drills as Outdoor Drills and Indoor Drills and staff do not discuss with children what actual 
situations might occur that would require us to use these skills.   

SAFE SLEEP FOR INFANTS 
Staff members who work with infants in our Nido program receive annual training on Safe Sleep practices and 
these guidelines are followed in our Nido environment at all times:  

• Infants under 12 months of age should always be put to sleep on their back  
• Infants must always sleep on a firm surface free of toys, pillows, blankets or other soft items\ 

 

 

Thank you for reading this Handbook and for joining our school community.  We look forward to a productive, 
peaceful and successful year! 

 

 

 

 

 

 

 

 

 

Temporary adjustments to our policies & procedures for COVID-19 are provided below 
in the Parent Handbook Addendum. 
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GOALS & OBJECTIVES 
Community Montessori School has set in place the following measures for the 2020-21 school year, to strike a 
balance between the developmental needs of our students and concerns related to COVID-19.  It is in the best 
interest of our students, staff, and families for CMS to provide in-person Montessori education for our 
students, with health and safety protocols in place to reasonably mitigate the risk of exposure to COVID-19.   

Necessarily, attendance entails some degree of risk, as school involves daily human contact with staff and 
other students.  CMS recognizes that each family must decide how best to balance these risks for themselves.  
To help with that decision, we have created this document to provide information regarding our protocols and 
policies in place during the COVID-19 pandemic.  These center around health screening, hygiene practices, and 
limiting social interactions on campus.  CMS has the benefit of a spacious 18-acre campus which, together with 
our cottage-style classrooms, supports our ability to have students on campus while minimizing exposure risks.   

Our goal is for students to be here participating in hands-on learning every day.  Growth and development has 
not paused for the children!  We have established protocols to responsibly and reasonably reduce exposure 
risks.  However, parents at CMS acknowledge that, despite all our best efforts, there is still a risk of exposure.  
Attendance signals your family’s acceptance of this risk.  We are in this together and it takes our collective 
responsibility and continuing effort to keep our community healthy.  Thanks for doing your part!   

OPERATIONS 
HOURS OF OPERATION  
This school year, students will stay with their class group for the duration of the day and groups will not 
intermingle.  To balance staffing with this policy for social distancing, we must change our hours of operation 
slightly for the 2020-2021 school year.  Early Care and After Care will be shortened to allow staff ample time 
for daily cleaning and disinfecting of classrooms.  Office hours are 8:00 to 4:00.  Please note that the office 
waiting room is closed at this time.  Parents & visitors are asked to park outside and call.   
 
Operating hours for 2020-2021 are: 

Early Care  7:30am to 7:50am 
Montessori Day  8:00am to 3:00pm  
After Care  3:15pm to 5:15pm 

 

CLASS COHORTS & SOCIAL DISTANCING 
Social distancing with children is challenging.  In a Montessori community, we place high importance on the 
children’s ability to freely choose their activity, move independently around the room, and collaborate with 
others.  We want our students to have as close to normal a classroom experience as possible.  To balance 
these needs, class groups will be isolated during the school day and will not intermingle.  We will not share the 
playground or visit other classes for now.  We have developed a schedule for use of the playground and other 
shared outdoor areas.  Keeping classes isolated lessens exposure risks for everyone.  We can still wave to 
friends from a distance but for now, we will keep class cohorts as isolated as possible while we are at school.   

In class, work tables will be spaced farther apart and staff will use visual reminders such as tape lines on the 
floor to help children space their work appropriately.  Staff will actively guide children on giving “room to 
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work” but we will not enforce distance rules or assign tables where students must sit.  In keeping with 
Montessori principles, students can move freely about the classroom.  Outdoor areas have been prepared so 
students can take frequent outside breaks to get fresh air.  We are not planning to host events or large 
gatherings this school year.  The International Festival and other group events are postponed until 2021.  
Overnight class camping trips will not take place this fall.  We will wait to see what has developed in the 
pandemic situation before making a decision about Spring trips.     

ARRIVAL & DEPARTURE 
Arrival will begin at 8:00am.  All students will be screened for health in the car line, before exiting their vehicle.  
Car tags will be colored to indicate which lane a family will be using.   Staff will be on hand to ensure that 
students walk directly to their classroom.  Benches in the pavilion are spaced for extra distance between 
groups.  Departure is at 3:00pm.  To ensure appropriate social distancing, we cannot have parents park and 
walk up for Arrival or Departure at this time.  All students must arrive and depart from the car line.   

Lower Circle Drive      Upper Circle Drive 
 Casita & Children’s House students   Middle School students 

Elementary students      Nido students 

The gate will be closed at 8:20am.  Any families arriving after the gate has closed must park in the Upper Circle 
drive and call our office.  Please stay in your car.  Admin staff will come to your vehicle and screen your child 
for health, before walking them to class.  Please note that we are unable to receive children inside the front 
office at this time.   

AFTER CARE & EARLY CARE 
To maintain their “class bubble”, students enrolled in After Care or Early Care will stay with their class group 
during these extended hours.  We will not be combining groups this year.  After Care pick up is between 3:15 
and 5:15pm.  Late fees will be incurred for students picked up after 5:15pm.   Early Care drop off is from 7:30 
to 7:50am.   Families arriving after 7:50 will need to use the car line for arrival.  Parents coming on campus to 
drop off or pick up children during After Care or Early Care must: 

● Park and walk to the classroom door  
● Wear a face mask while on campus 
● Follow social distancing rules with other parents/children who are arriving or departing 

CHILDREN’S HOUSE NAP  
Children’s House students who nap will move to a different room for naptime but will not be merged with 
other class groups. Each Children’s House class will have its own separate naproom.  Students who nap will 
rejoin their class group after nap time.    

VISITORS & PARENT CONTACT   
Visitors to our campus will be very limited this school year.  All visitors must be screened for health in our 
office and wear a face covering while they are on campus.  Classroom visitors will be limited to authorized 
individuals only, such as Licensing representatives.  Prospective parent tours will not enter classroom spaces.  
CMS will not hold a Grandparent’s Day event this year.  When it is safe to do so, we will happily welcome 
grandparents back to our campus in the future! 



22 
 

Due to visitor restrictions, regular parent observations will not be scheduled.  We will work with parents of 
transitioning students to provide distance options, rather than in-class observations.  The Homeschool STEM 
program and Fall Enrichment classes will not be held this fall.  We will wait to see what has developed in the 
pandemic situation before making a decision about Spring.   Parents must arrive and depart from the Car Line 
only.  We cannot ensure safe social distancing when parents park and walk up.  Parents may volunteer on 
weekends or after hours to help their community with weeding and other backyard tasks.  Those volunteers on 
campus are asked to please follow social distancing guidelines while on campus.       

COMMUNICATIONS  
Parents will continue to receive weekly emails from their child’s Guide, as well as the whole school email from 
Stephanie each Tuesday.  Parents with a question or concern are asked to email their Guide or call our office to 
schedule a phone call.  Parent-Guide Conferences will be held via Zoom or phone call this year.  Parents can 
request a Zoom meeting with their Guide at other times if questions or concerns can not be fully addressed by 
email or phone call.     

MEALS & SNACKS  
Family-style meals, shared lunches, and community-wide snacks have been discontinued for now.  Baking and 
other food work will not be available in our classroom communities at this time.  All students will have their 
lunch & snack in their own classroom and will need to bring food from home.  Please send your child’s snacks 
in a container labeled as such.  After Care students will need to bring an afternoon snack as well.   
 
Now more than ever, healthy eating is an important part of your child’s day.  Please see our Parent Handbook 
for more information on healthy food choices.  Students will also need to bring a water bottle for use at 
school.  If lunch or snack items require a spoon or fork, please send one from home.   

FACE MASKS  
CMS requires students in Children’s House, Elementary, and Middle School classes to wear a face mask while 
at school.  Students are encouraged to bring a lanyard to use when eating or drinking, to ensure their mask 
stays on their person.  Children in Casita communities who are 2 or older are encouraged to bring a mask to 
wear at school.  Children under two should not wear a face mask.  

Classrooms are equipped with plastic storage holders to keep student masks separate during recess and lunch.  
Parents may send additional masks to be stored with the child’s extra clothing at school.  CMS also keeps a 
supply of disposable masks on hand, both child-size and adult-size, should a student’s mask become soiled or 
unusable during the day.   

Staff members are required to wear face masks while on campus.  This includes class time, arrival and 
departure and when supervising students outside.  Staff may remove their mask when eating or drinking.  CMS 
has a supply of disposable clear masks that staff members may use when giving language lessons or other 
instruction where children benefit from seeing their mouth.    

Parents coming onto campus during operating hours are required to wear a face covering.  This includes the 
car line at arrival & departure as well as those parking and walking to pick up or drop off a child during After 
Care or Early Care hours.  Face masks are required for all visitors on campus during operating hours.    
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HEALTH SCREENING 
All students and staff are screened for health upon arrival at CMS.  Parents and staff members are encouraged 
to self-screen at home before coming to campus.  Anyone with the following symptoms should stay home:   

● Fever of 100.4℉ or higher 
● Sore throat 
● Shortness of breath or difficulty breathing 
● New cough 
● New loss of taste or smell 
● Diarrhea, vomiting or abdominal pain 
● New onset of headache 

 
Any student or staff member who has had contact with someone with a confirmed diagnosis of COVID-19 must 
stay home until re-admission criteria are met (listed in the COVID-19 section).  Any student or staff member 
who exhibits symptoms consistent with COVID-19 during the school day will be isolated from their class group 
and must be picked up immediately.  Students must meet re-admission criteria, as given in the COVID-19 
section, to return to school.   

HYGIENE & HANDWASHING PRACTICES 
Handwashing prevents the spread of infections from one person to another and is a healthy life habit we want 
to instill in children!  CMS staff will engage children in handwashing frequently during the day, including: 

● Upon arrival in the classroom 
● After using the toilet or using a tissue 
● Before and after eating 
● After playing outdoors 
● Before and after touching eyes, nose, or mouth   

Part of the Montessori approach is teaching children Grace & Courtesy, which includes all the many ways that 
people take care of and respect one another.  In the current pandemic situation, we are so grateful that this 
practice is already ingrained in our Montessori communities!   

CMS staff members have received additional training on infection control during COVID-19, which includes 
information from public health officials regarding best practices for hygiene and hand washing. Hand sanitizer 
will only be used at CMS in situations where soap and water are not available.    

CLEANING & DISINFECTING  
CMS follows Licensing requirements & public health recommendations in establishing cleaning and disinfecting 
routines for classrooms.  We use EPA certified products that are nontoxic.  Staff will clean and disinfect high 
touch surfaces in classrooms daily, including bathrooms & sinks.  Checklists are installed in every classroom.  
CMS uses electrostatic sprayers to disinfect classrooms at the end of each day.  Any items that have been put 
in a mouth or otherwise contaminated are removed from use until staff can disinfect the item.    

Children who nap while at school use their own bedding, which is stored in an individual bin.  Nap mats and 
cots are disinfected daily after use and labeled so the child uses the same mat or cot each day.  Nap bedding is 
laundered weekly at school and more frequently if needed.  Disinfecting protocols are also established in the 
event that a student or staff member becomes sick while at school or if we have a confirmed positive for 
COVID-19.   
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  COVID-19 PROTOCOLS FOR STUDENTS & STAFF 

GENERAL INFORMATION 
The following protocols are based on guidance provided by Williamson County and Cities Health District 
(WCCHD).  Stephanie will contact WCCHD when notifications are required and also when questions arise about 
specific situations.  WCCHD directives will be followed in those situations.  Staff members or families that are 
waiting for Covid test results need to stay home until they have obtained results.     

IF A STUDENT OR STAFF MEMBER TESTS POSITIVE FOR COVID AND HAS SYMPTOMS: 
That person must stay home and notify Stephanie of the situation.  They may return to CMS when the 
following criteria have been met: 

● At least 10 days have passed since symptoms first appeared 
● At least 24 hours since resolution of fever (without the use of medication)  
● Improvement in respiratory symptoms 

CMS will notify WCCHD of the positive case and follow their directions for contact tracing and/or disinfection.  
This could include closing a classroom temporarily or until cleaning protocols have been completed.  CMS will 
notify all families and staff members of the positive case in our school and convey WCCHD directives, if any.  
CMS is also required to notify Texas Child Care Licensing if a student in our school tests positive.   

IF A STUDENT OR STAFF MEMBER TESTS POSITIVE FOR COVID BUT HAS NO SYMPTOMS: 
That person must stay home and notify Stephanie of the situation.  They may return to CMS 10 days after the 
date of their positive COVID test, if they have not developed any symptoms.  If they do develop symptoms 
during the 10 day period, they must meet readmission criteria listed for positive with symptoms.  The same 
notifications apply as for positive with symptoms. 

IF A STUDENT OR STAFF MEMBER HAS BEEN EXPOSED TO SOMEONE WHO HAS TESTED 

POSITIVE: 
That person must stay home and notify Stephanie of the situation.  They may return to CMS 14 days after the 
last contact occurred, provided that they have had no symptoms and have not tested positive.  If symptoms 
develop or they test positive, then the readmission criteria listed above applies.  There is no requirement to 
report exposure to WCCHD or Licensing, unless symptoms develop or a positive test occurs.     

IF A STUDENT OR STAFF MEMBER HAS SYMPTOMS SIMILAR TO COVID WHILE AT HOME: 
That person must stay home and may return to CMS if/when: 

● They have received confirmation of an alternative diagnosis from a health care provider that would 
explain the COVID-like symptoms AND they have been fever free/symptom free for at least 24 hours.   

● If they have tested negative for COVID, they may return to school if they have been fever 
free/symptom free for at least 24 hours 

● If they have not been tested or diagnosed by a health care provider, they may return to school if 10 
days have passed since symptoms first appeared AND they have been fever free/symptom free for at 
least 24 hours 
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CMS will contact WCCHD to consult on individual cases to determine what notifications, tracing or cleaning 
protocols are necessary.      

IF A STUDENT OR STAFF MEMBER HAS SYMPTOMS SIMILAR TO COVID WHILE AT SCHOOL: 
That person must be isolated from other students and sent home immediately.  They can return to school 
if/when: 

● They have received confirmation of an alternative diagnosis from a health care provider that would 
explain the COVID-like symptoms AND they have been fever free/symptom free for at least 24 hours 

● If they have tested negative for COVID, they may return to school if they have been fever free/symptom 
free for at least 24 hours 

● If they have tested positive for COVID, the readmission criteria listed above applies.   
 
CMS will contact WCCHD to consult on individual cases to determine what notifications, tracing or cleaning 
protocols are necessary.  If a positive test result occurs, notifications listed under Positive cases apply.   

COMMUNICATION REGARDING COVID: 
In addition to routine communication such as weekly emails, communicable illness alerts, and calendar 
reminders, CMS will communicate with families when: 

● A student or staff member at CMS has tested positive for Covid-19.   
○ If the positive case is in their class and the student is considered to have been exposed, then 

the protocols for exposure apply.  CMS will communicate any WCCHD directives that may 
apply in the specific situation. 

○ If the positive case is in another community, families may choose to self-quarantine or return 
to school.  CMS will follow any directives from WCCHD regarding specific cases or situations. 

A courtesy email will go out to families in the same class community as a student or staff member who has 
been sent home from school with symptoms consistent with COVID-19 or who has been in close contact with 
someone who has tested positive for COVID-19 and is awaiting test results for themselves.  CMS will 
communicate any recommendations or directives from WCCHD that apply.    

Parents at CMS should understand privacy concerns relating to individual health information and trust that if a 
situation that warrants notification has occurred, you will be informed with as much detail as is possible under 
the circumstances.   

FAMILY RESPONSIBILITIES  
Families attending CMS during the COVID-19 pandemic have a responsibility to others in the school community 
to follow school policies and procedures, to keep home children who are sick or have known exposure to 
COVID-19, and to do what they reasonably and responsibility can to limit their family’s exposure risks during 
the pandemic.  By enrolling their child(ren) at CMS during the 2020-2021 school year, families are accepting 
and acknowledging their responsibility to: 

● Screen their child for health daily before coming to the CMS campus.  Any children with a temperature 
above 100℉, symptoms of respiratory or other illness, should not come to school 

● Pick up their child immediately if the child has fever and/or other symptoms of illness while at school 
● Follow CMS policies for limiting social exposure while on our campus 
● Follow CMS policies for self-quarantining if necessary after a positive case or known exposure to 

COVID-19 


