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Contact Information 
 
Director:                             Jeannine Hanson 
                                             jeannine@chestnutmontessori.com 
 
Administration:   info@chestnutmontessori.com 
Cedar Teacher: cedarteacher@chestnutmontessori.com 
Pine Teacher: pineteacher@chestnutmontessori.com 
Garden Teacher:  gardenteacher@chestnutmontessori.com 
 
 
Phone:    (425) 822-6001 
 

Address: Bellevue Campus - 10723 NE 38
th 

Pl. Bellevue, WA 98004 

                 Kirkland Campus - 10239 Slater Ave NE, Kirkland WA 98033 
 
Website:            www.chestnutmontessori.com 
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About Chestnut Montessori School 
 
Chestnut Montessori School is rooted in the belief that children are uniquely capable to 
absorb abstract concepts presented in a way that sparks the child’s spirit and imagination. 
We provide a rich, natural learning environment in a beautiful and peaceful campus. Our 
students learn about their world through real life activities and a science - b a s e d  
curriculum. 
 
Chestnut Montessori provides two beautiful natural learning environments for students. 
One campus is located in Bellevue, the other is located in Kirkland. 
 
At Chestnut Montessori School, our goal is to provide your children opportunities to grow 
and develop within all curriculum areas and to provide a foundation for children to excel in 
their personal and character development. 
 
CMS was founded by Jeannine Hanson after many years of leadership within the 
Montessori community as a Head of School, and Teacher Parent Educator. She founded 
The Montessori Center for Teacher Education in 1990 and Bellevue Chestnut campus in 
2008. 
 
Jeannine founded the Kirkland campus in 2018 after her husband discovered the perfect 
site, a beautiful learning environment for children. The campus consists of almost 4 acres 
of deciduous and evergreen trees for children to explore during nature walks with their 
teachers. 
 
Jeannine was encouraged by her father to start a Montessori school of her own.  He 
created the Department of Air and Water Resources at the University of Washington in 
the early 1960s, taught graduate students, and was an internationally recognized leader 
in Environmental Studies for over 65 years. He also developed and taught an 
elementary Montessori Physical Science curriculum for many years.  Jeannine had the 
wonderful opportunity to participate with him in teaching classes and working (with him) 
on curriculum. 
 
In his honor, Chestnut Montessori School has developed a strong science curriculum by 
adapting Dr. Rossano’s Montessori science program for younger children. 
 
At Chestnut Montessori School, our goal is to provide your children opportunities to grow 
and develop within all curriculum areas and to provide a foundation for children to excel in 
their personal and character development. 
 
This will best prepare them for future challenges within our global community. 
 
 
We look forward to sharing the many treasures here with your children and families! 
 
 



 

7 
 

Our Learning Environment 
 
Our school provides a model learning community for children 2 through 12, and their 
families; as well as staff, adult learners, and visitors. We follow the philosophy and 
principles established by Dr. Maria Montessori over 100 years ago.  Montessori 
education has been successfully implemented throughout our global community. 
 
Our highly trained Montessori teachers guide children through a well-rounded 
curriculum which supports the development of their social, cognitive, emotional, and 
physical skills. Each child’s unique interests, capabilities and spirit is honored and 
encouraged to thrive. 
 
At Chestnut Montessori School, we value diversity and guide the development of 
positive principles such as honesty, respect, diligence, harmony, and peacefulness. 
 
We recognize the family as the child’s primary teacher and would like to collaborate with 
you.  We highly encourage parents to volunteer at Chestnut Montessori School. 
 
Our students will learn about diverse cultures through pictures, songs, poems, stories, 
books, globes, maps, and other learning materials. We will learn about typical cultural 
celebrations from communities represented by our families.  We do not provide religious 
activities.  Respect and appreciation of other people are guiding principles.  Manners 
are taught in the form of “Grace and Courtesy” to enhance community peacefulness. 
Social skills are taught utilizing the “Skill Streaming” program. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
One test of the correctness of educational procedure is the 
happiness of the child. 
 
-Maria Montessori 
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Daily Schedule 
Early Childhood  

 
TIME Cedar Room and Pine Room 

8:00-8:45 Dawn to Dusk Arrival 

8:45-9:00 School Day/Morning Half Day Arrival 

9:00-11:00 Academic Work Time 

9:00-10:45 Snack Available 

11:00-11:30 Teaching Circle/Lunch prep 

11:30-12:00 Lunch 

12:00-12:30 Outside Play/Afternoon Half Day Arrival 

12:15-2:00 Nap Available 

12:25-12:30 Morning Half Day Dismissal 

12:30-1:00 Reading Circle 

1:00-2:00 Academic Work Time 

2:00-2:15 Gratitude and Goodbye Circle 

2:15-2:45 Outside Play 

2:45-3:00 School Day/Afternoon Half Day Dismissal 

3:00-3:30 Dawn to Dusk Outside Play 

3:30-5:45 Snack/Inside Activities 

5:45-6:00 Clean up/Prep to leave 
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Daily Schedule 
Elementary  

 

TIME Garden Room 

8:00-8:45 Dawn to Dusk Arrival 

8:45-9:00 School Day Arrival 

9:00-11:00 Academic Work Time 

11:00-11:30 Teaching Circle/Lunch prep 

11:30-12:00 Lunch 

12:00-12:30 Outside Play 

12:30-1:00 Reading 

1:00-2:20 Academic Work Time 

2:20-2:30 Gratitude and Goodbye Circle 

2:30-2:45 Outside Play 

2:45-3:00 School Day Dismissal 

3:00-3:30 Dawn to Dusk Outside Play 

3:30-5:45 Snack/Inside Activities 

5:45-6:00 Clean up/Prep to leave 
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Honoring the Child 

 
We honor each child in many ways. We use respectful language, voices, and 

movements in our interactions. We guide the child in their development of internal 
discipline through respectful use of gentle reminders and appropriate choices. All school 

staff model our school guidelines to respect all people, respect our environment, and 
respect all creatures within our environment. 

 
 

Discipline Policy 
 
Discipline means “to teach.”  Our policy aligns with guidelines established by Dr. 
Montessori. We discipline children by giving clear and firm limits, choices and 
alternatives, redirection, and lessons in Grace and Courtesy. We do not use corporal 
punishment or allow bullying. 
 
The staff at CMS strives to provide an environment which is nurturing, comfortable, and 
safe for all children. The lessons of Grace & Courtesy demonstrate the respectful 
behavior that is expected of students.   
 
Children are expected to be able to follow teacher requests and directions. 
 
The CMS agreement policy outlines agreements and responsibilities of our students. Our 
community of students will discuss the following agreement at the beginning of the school 
year: 
 
We are peaceful. 
We use kind words. 
We are helpful. 
We do our best work and challenge ourselves. 
We use good manners. 
We use materials with care. 
We take good care of our classroom. 
We try to solve our own problems and get help when it is needed. 
We listen to others when they are speaking and avoid interrupting. 
We are global citizens. 
 
This agreement is enacted to support peacefulness, kindness, and thoughtfulness, within 
and among students, and to ensure an environment that honors the spirit of each child. 
 
We anticipate and appreciate parent and staff support in guiding students to remember 
and follow the policies of our discipline agreement. 
 
Students who break their agreement will be reminded of the agreement after each 
offending infraction. Students will be asked to make amends to a child who was hurt in 
some way.  A child who repeatedly violates these rules, or is unsafe and needs 
physical restraint, will be sent home for the day at the discretion of the 
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administration and classroom teacher. 
 
Repeated infractions and/or aggressive behavior will require a consultation among 
teachers, parents, and the director.  Failure to remedy misbehavior may result in 
dismissal or removal from the classroom and/or the school at the discretion of the 
director.  A student may be dismissed from school if the director determines his/her 
behavior is detrimental to the learning of other students. A child will be asked to leave 
the school if the director determines the dismissal to be in the best interest of the school. 
 
Parents must pick their children up within 30 minutes of receiving a call from the 
administration. 
 
 

What to Bring to School 

Indoor Shoes 
Each child should have a pair of simple indoor shoes to wear in the classroom. We 
recommend a slipper or shoe that fits well, has a rubber sole and is easy to slip on. 
 

Weather-Appropriate Coat and Shoes 
Children spend recess time outside every day, rain or shine.  Each child should be 
brought to school with a coat and shoes appropriate for the day’s weather. 
 

Extra Clothing 
For your child’s comfort, please send two-three sets of clothing including socks, 
underwear, pants, and shirts to be kept at school. Label each clothing item and place 
in a zip lock bag with your child’s name on it.  Even if your child no longer has potty 
accidents, please send extra clothes. They are used in the events of spills, getting dirty 
outside, etc.  If your child is sent home with a set of clothes, please bring replacement 
items the next school day.  It is very awkward for children if they need to change their 
clothes and discover they have no extras. 
 

Sleeping bag 
If your child naps on a regular basis at school, you will be asked to provide a sleeping 
bag.  Our storage space is limited, so nap items must fit completely inside and be brought 
to school in a labeled bag or pillowcase. For health purposes, we request that the 
bedding be taken home at the end of each week for cleaning.  Please put your child’s 
name on each bedding item.  
 

Naps 
Naptime is between 12:15 and 2:00 each day. 
 

Cubbies 
Your child will have his/her own cubby near the classroom. Coats and shoes may 
be kept in the cubby. 
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Meals and Snacks 
 

Lunchtime  

Children bring lunches to school in a lunch box.  The Department of Children, Youth 
and Families (DCYF) requires that you add an ice pack for cold foods. We will lightly 
heat up food items for lunch, if they are in microwavable containers.  If you would like 
your child’s food to be warmed, please put a note on the item you would like warmed, 
and the amount of time it should be in the microwave.  Remember to provide utensils for 
your child. Please provide nutritious, low-sugar items for your child that follow nutrition 
guidelines recommended by the USDA.  To ensure positive eating habits, we do not 
allow sweetened drinks, candy, chocolate milk, or chocolate in any form at school and 
appreciate your adherence to these guidelines. Please remember that young children eat 
only a small amount of food at a time and they eat more frequently than adults. While 
Chestnut Montessori School does not serve nuts to students, they are allowed to bring 
products with nuts for lunch.  Food sharing is not allowed.  Students must be able to feed 
themselves.  Lunchtime lessons establish peaceful and happy meal times.  
  
This is our routine: Children wash hands and place food items on a placemat. When 
everyone at their table is ready, they may sing a song together and begin to eat.  After 25 
minutes, children will be asked to finish lunch. As children finish eating, they will wipe 
their table, refresh their spot, wash their hands, and select a book for quiet reading time 
and rest. 
 

Snacks 

Snacks are served 3 times daily as part of our grace and courtesy curriculum. The first 
snack is available in the morning from 9:00-10:45, the second snack is served in the 
afternoon between 3:30 and 3:50 and the third snack is served between 5:00 and 5:20.  
Parents will be asked to sign up to bring a week’s worth of food according to our snack 
schedule. The snack host will be given a grocery bag to take to the store. We suggest 
that your child help with the grocery shopping to experience the joy of helping others. 
 

Outdoor Activities 
 
Outside Play 
The American Heart Association recommends children get one hour of physical activity 
each day.  Children that attend the School Day program will get at least 1 hour of outside 
play in the play-yard every day.  If the weather does not allow for play in the play-yard, 
classrooms will take turns using the covered porch area for play. 

 
Campus Nature Walks 
Classroom teachers may take students outside for campus walks: apple and blackberry 
picking is popular in summer; leaf, pinecone collecting and gourd harvesting in the fall; 
soil preparation and planting in the spring; and gardening, observing of plants and 
animals, playing group games and activities and collecting botanical specimen is popular 
year-round. We do not take off-campus trips for early childhood students.   
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Arrival and Dismissal Procedures 
 
8:00-8:45  Dawn to Dusk Arrival  
8:45-9:00  School Day/Morning Half Day Arrival 
12:00  Afternoon Half Day Arrival  
12:25-12:30  Half Day Dismissal  
2:45-3:00  School Day Dismissal  
3:00-6:00  Dawn to Dusk Dismissal at parent discretion 
 

Grace and Courtesy in the Driveway 
 
During arrivals, please use care and attention to ensure the safety of our children and 
staff.  The use of cell phones is prohibited in our driveway areas.  Please also keep 
in mind that the driveway is one-way.  Enter the driveway slowly (about 5 mph), from 38th 
Pl and exit the driveway onto 108th Ave.   
Please park in designated parking areas if you would like to “pop in” for a moment; do 
not leave your car unattended in the middle of the driveway.  If you are escorting 
your child through the parking lot, please hold your child’s hand. Do not allow your child 
to run ahead of you or lag behind. 
People come through the parking lot throughout the day and small children can be 
difficult to see. Please use patience and good manners at all times. Everyone has 
somewhere they need to go and please remember that the safety of the children is of 
utmost importance. 
 

Arrival Procedures 

1. Please enter the Chestnut Montessori School campus from NE 38th Pl. and 
proceed slowly straight to our garden gate. Form two lines of cars.  Staff will 
walk the children from the first two cars in each line. Please stay in your car and 
pull forward and a staff member will be there to assist your child to school as 
soon as possible. 

2. You will be asked to sign your child in using the Chestnut Montessori iPad 
presented by the staff. 

3. Exit through our back gate onto 108th Ave. NE. 

4. Children arriving prior to 8:45 must be walked into the classroom by a parent. 
Children arriving after 9:00 must be walked into the Welcome Office and signed 
in by a parent. Parents will then walk their child to their classroom and say 
“good-bye” at the classroom door. The Teacher or Intern will greet the child 
when they enter the classroom. 

 

Dismissal Procedures 

1. Enter Chestnut Montessori School campus as for arrival. 
2. Pull forward to our garden gate. 
3. A staff member will walk your child to your car for half day and school day 
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children. 
4. You will be asked to sign your child out using the Chestnut Montessori iPad 

presented by the staff  
5. Assist your child with fastening seatbelts. 
6. Exit as before. 
7. Please pull into a parking spot if your child needs extra attention after they are 

fastened into their car seats. 
8. Children will not be released to a parent or any other person who is deemed by 

Chestnut Montessori School staff to be under the influence of drugs or alcohol. 
9. Children in the Dawn to Dusk program will be dismissed from the Cedar Room. 

Parents may enter through the gate and come around to the back door of the 
Cedar room. 

. 
Please pull into a parking spot if your child needs extra attention after they are fastened 
into their car seats. 
 
Children will not be released to a parent or any other person who is deemed by 
Chestnut Montessori School staff to be under the influence of drugs or alcohol. 
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Parent and Teacher Communication 
 
Contacting Teachers 
The best way to reach your child’s teacher is to email your child’s teacher or call the 
Welcome Office and leave a message.  Teachers will return your call or message as 
soon as they can. Pick-up and drop-off times are not the best times for meaningful 
conversations as teachers need to attend to the children during those times. 
Communication is key in providing your child with a successful school experience, so 
please call or email with any questions, comments, or concerns. 
 

Monthly Newsletter 
Teachers and administrators will communicate important events and updates through the 
Chestnut Montessori School monthly newsletter, The Leaflet.  Important events are also 
listed on the CMS calendar.  It is your responsibility to read every newsletter and follow 
the calendar to stay up to date on school closures and events.   
 

Chestnut Bag 
Every Friday children will bring home their Chestnut Bag. In the bag you will find any 
paperwork your child completed during the week.  Do not be surprised if your child 
does not bring home any paperwork.  In the Montessori classroom, we focus on 
constructing knowledge through the use of carefully developed materials. Most of 
these do not involve paper. Rest assured that your child is learning even if he/she is 
not “producing” a lot of paper products for you to see. 
 

Progress Reports 
Written reports will be sent to parents in December and June. 
 

Recommendation Forms 
Requests for teachers to fill out recommendation forms must be made at least two weeks 
prior to due dates and accompanied by addressed, stamped envelopes.  We will honor 
requests for student entrance to first grade and above only. 
 

Professional Relationships 
Relationships between the school staff and clients (children and families) are carefully 
cultivated and professionally oriented.  Chestnut Montessori School staff are not 
available to enrolled families for babysitting, nannying, or other professional services. 
 

Parent/Teacher Collaboration 
Parent/Teacher Collaboration is dedicated time each fall and spring when you and your 
child’s teacher can focus on your child’s interests, goals, and development. Dates are 
noted on the school calendar. 
 

Parent Visiting Days 
Special visiting days offer an opportunity to participate in the classroom with your child.  
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Visiting days include potlucks, birthdays, peace day celebration, pumpkin carving, 
performances, back to school with Mom and Dad, PJ and pancake breakfast, parent day 
tea, etc.  Please read your newsletter and check your calendar for upcoming Parent 
Visiting Days. 

 
Volunteer Opportunities 
There are many occasions for families to volunteer during the academic school year.  The 
Room Parent of your child’s classroom will let you know of upcoming volunteer 
opportunities.  Volunteer opportunities include Holiday celebrations, reading to the class, 
providing snack ingredients, celebrate STEAM, Earth Day gardening, field day, etc.      
 

Invitations 
Party invitations will not be distributed by CMS staff.  Please do not bring gifts, cards, or 
other party favors to school. 
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Chestnut Montessori School Traditions 
 
Traditions and special events add richness to our lives, build community, and provide 
lasting happy memories. 
 
We invite your family to join us in celebrating our school traditions throughout the year. 
 

Birthday Celebrations 
Your child’s birthday is a special day to celebrate with friends at school. The classroom 
teacher will plan a day and time for your child’s birthday ceremony and your family is 
invited to attend. Please contact the classroom teacher to schedule a Birthday Circle.  
Please send to school a picture of him/her for each year from birth to the current age.  
You may bring fresh fruit, napkins, and cups for the Birthday Circle. 
 

Birthday Book 
Children are invited to donate a children’s book to their classroom on their birthday. A 
nameplate honoring the donor will be placed on the front page. No cartoon characters or 
superheroes please. 
 

Holidays 
At Chestnut Montessori School, we celebrate some All-American holidays such as 
Halloween, Thanksgiving and Valentine’s Day.  Other cultural celebrations during the 
year will reflect the cultural diversity of our families. 
 

Potlucks 
Sharing food is a tradition enjoyed by all cultures.  School potlucks are scheduled in the 
fall and spring. 
 

Service Learning 
During the year, your family will be invited to participate in a variety of service activities. 
Examples include: community building on the campus of Chestnut Montessori School, 
Food Bank donations, Make a Wish Holiday Giving Tree, and winter clothing donations. 
 

Class Pictures 
Class and individual pictures will be taken for families to purchase. 
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Chestnut Montessori School Calendar 
and Events 

 
Seasonal Events 

 
 
Fall 
- Potluck Picnic 
- Parent Meeting 
- Parent Education 
- International Day of 

Peace Celebration 
- Class Pictures 
- Pumpkin Carving 
- Halloween Dress-Up 
- Diwali 
- Parent/Teacher 

Collaboration 
- Bring Mom and Dad 

to School 
- Thanksgiving Feast 
- Holiday Celebrations 
- Per fo rmances                                                  

 
 
Winter 
- Registration for the 

Next School Year 
- Curriculum Night for 

Parents 
- PJ and Pancake 

Breakfast 
- Valentine’s Day 

Celebration 
- Lunar New Year 
 
 
 
 
 
 
 

 
 
Spring 
- Parent/Teacher 

Collaboration 
- Celebrate STEAM! 
- Earth Day 

Celebration  
- Per fo rmances 
- Teacher Appreciation 

Week 
- Parent’s Day Tea 
- Spirit Week 
- Kindergarten and 

Elementary 
Recognition 

- End of Year Potluck 
Picnic 

 
Chestnut Montessori School Holidays  

 
Chestnut Montessori School is open Monday through 
Friday except for the following holidays and breaks:  
 

• Labor Day 
• Veterans Day 

• Thanksgiving Break 
• Winter Break 

• New Year’s Day 
• Martin Luther King Junior Day 

• President’s Day 
• Spring Break 

• Memorial Day 
• Fourth of July 
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Enrollment Process 
 

Enrollment at Chestnut Montessori School 
 

1. Tour our school 
2. Fill out an enrollment packet 

• Application Form 

• Annual Update Form 

• Parent Questionnaire 

• Immunization Form 
3. Submit all forms with Application Fee. 
4. Upon receipt of Application Packet, we will send notification of acceptance.  
5. Upon acceptance we will send the Parent Handbook and Enrollment Contract.   
6. Please read, sign and submit the Enrollment Contract along with your first deposit 

payment.  The deposit payment is 1/10th of the total tuition for the program you 
have chosen for your child.   

7. All the above is due by March 31st, or upon enrollment should you apply after that 
date.    

8. The second and final deposit is due by May 31st, or upon enrollment should you 
apply after that date.    
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Tuition 
 
Tuition is paid for the academic school year only.  Tuition is based on the academic 
school year and vacation days are taken into consideration.  Tuition does not include 
winter break, mid-winter break, spring breaks, holidays, or summer school.  For Extended 
Day children, tuition payments will be applied to Teacher Professional Days, and 
Parent/Teacher Collaboration Days.  All tuition payments are non-refundable.  There will 
be no exceptions. 
 
Tuition is due the first day of the month.   
 
A late payment fee of $35 per month is assessed after the 5th day of each month.  
  
Return checks are assessed a $35 service charge.  
 
If tuition and fees are not paid within 7 school days, attendance will be suspended until 
payment is current.   
 
Tuition and fees are calculated on an annual basis, without reduction for holidays, 
vacations, professional in-service days for our teachers, medical emergencies, 
inclement weather, student absences or illness. 
 
Tuition does not include fees for Summer School.  Holidays and professional in-service 
days for the School Year are shown on the School Calendar.  No credit/refund will be 
made to families if the school must close because of emergency or inclement weather. A 
$200 service charge is assessed for any change in school program, decreasing in 
schedule (ex. changing from Extended Day program to School Day program). 
 
 

Tuition Payment Plans 
 

Tuition is due regardless of absences or school closures 

 
Monthly Installments: 
Tuition and fees are calculated on an annual basis for the academic school year, payable 
in 10 monthly installments. The first two installments are nonrefundable Deposit 
Payments. Those may be paid at the time of enrollment, or may be paid in two 
installments, one in March and one in May.  The nonrefundable Deposit Payments go 
towards tuition for May and June of the following year.  The other 8 monthly payments are 
due at the beginning of each month, September through April.     
 

Annual Payment: 
Tuition is payable at one time and includes all tuition costs at the time of enrollment. 
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Tuition Payment Methods 
 
Pay-By-Bank 
You may pay by Bank (ACH) through our Parent Portal via Curacubby.  The ACH Authorization 
form does not bind you to an automatic recurring payment. 

 
Pay-By-Credit Card 
You may pay by Credit Card through our Parent Portal via Curacubby.  Please note that Paying 
by Credit Card incurs a convenience fee of 2.9% plus 55 cents.  This does not bind you to an 
automatic recurring payment. 

 
Autopay 
You may enroll in Autopay through our Parent Portal via Curacubby.  You can elect to pay 
through Autopay using bank transfer, or credit card. 

 

If you need technical help, please email: support@curacubby.com. 

 
Paper Check 
Parents/Guardians submit payment(s) as a paper check to the welcome office. 

 

2020-2021 Tuition:  
 

Early Childhood: 
 
Early Childhood: 5 Days, Monday-Friday:     Monthly  or   Annual 
         
 Half Day   (8:45-12:30 or 12:00-3:00)   $1,000  $10,000 

School Day  (8:45-3:00)     $1,390    $13,900 
 Extended Day  (8:00-6:00)     $1,770    $17,700 
 
Early Childhood: 3 Days, Monday/Wednesday/Friday:    Monthly  or   Annual 
 

Half Day   (8:45-12:30 or 12:00-3:00)   $780    $7,800 
School Day  (8:45-3:00)     $940      $9,400 

 Extended Day  (8:00-6:00)     $1,235    $12,350 
 
Early Childhood: 2 Days, Tuesday/Thursday:     Monthly  or   Annual 
 

Half Day   (8:45-12:30 or 12:00-3:00)   $555    $5,550 
School Day  (8:45-3:00)     $680      $6,800 

 Extended Day  (8:00-6:00)     $875    $8,750 

 

Elementary: 
          Monthly  or   Annual 
 School Day       (8:45-3:00)     $1,525    $15,250 
 Dawn to Dusk    (8:00-6:00)     $1,880    $18,800 
 
*Elementary students are also subject to a field trip fee to be determined at the beginning of the academic 

school year. 

mailto:support@curacubby.com
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Supplementary Fees 
 
Parents who have children enrolled in Half Day Morning, Half Day Afternoon, and School 
Day programs have the option to drop their children off early or pick them up late.  
Requests for an extended schedule must be made in writing and receive prior permission 
from the administration.  
 
The following supplementary fees will be applied in each case: 

Before School (prior to 8:30 AM)    $15 each day 

Half Day Extended Schedule (12:30-3:00 PM)  $54 each day 

After School (after 3:15 PM)    $6 per 15 minutes 

After 6:00       $30 per 15 minutes  

Change in School Program (decreasing in schedule) $200 

Late Tuition Payment (after the 5th of each month) $35 

*Pre-registered Childcare (see school calendar for dates) $70 each day 
 

* Students enrolled in the Dawn to Dusk program are not subject to pre-registered 
childcare fees. 
 

*Applicable supplementary fees will apply to students not enrolled in the Dawn to Dusk 
program that arrive prior to 8:30 AM or stay after 12:45 PM or 3:15 PM (depending upon 
their enrollment program) on days of pre-registered childcare.   
 

Supplementary Fees will be charged monthly through Curacubby.  You have the 
option to pay supplementary fees online, by check or by cash. 
 

Students enrolled in Half Day Morning programs that are picked up after 12:35 PM will 
rejoin their classroom and can be signed out through the office.  Supplementary fees will 
apply to Half Day Morning students beginning at 12:45 PM.   
 

Students enrolled in School Day or Half Day Afternoon programs that are picked up after 
3:05 PM will join Dawn to Dusk students.  Supplementary fees will apply to School Day 
and Half Day Afternoon students beginning at 3:15 PM. 
 

Change in School Program (Decreasing in Schedule)  
 

If you choose to change your child’s program, decreasing in days or hours of attendance, 
after the school year has begun, we require thirty days written notice prior to the first day 
of the month as well as a $200 fee.  Your prepaid nonrefundable deposit payments 
will not be reduced to reflect the decrease in schedule. 

 

Students Joining or Leaving Midyear 
 

We recommend students who join Chestnut Montessori midyear, start at the beginning of 
the month, as we do not prorate tuition for those who choose to start midmonth.  
Tuition will be prorated for the number of months the child will be in attendance.  For 
example, students that start in January will make 6 monthly tuition payments, instead of 
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the 10 payments that students who start in September will make.  The two nonrefundable 
deposit payments (which cover May and June tuition) are due upon enrollment. 

If you choose to withdraw your child before the end of the school year, we require thirty 
days written notice prior to the first day of the month.  If you fail to give written notice 
within thirty days, you will be responsible for the entire next month’s tuition regardless of 
whether your child attends school that month.  We recommend students that leave 
midyear, leave at the end of the month, as we do not prorate tuition for those who 
choose to leave midmonth.  Students that leave midyear will also forfeit the 
nonrefundable deposit payments; no exceptions will be given.  Students that leave 
midyear will not owe tuition for the months they do not attend, except for the 
nonrefundable deposits.  For example, if a student leaves at the end of January, they will 
not owe tuition for February, March or April.  
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School Closures 
 
Inclement Weather 
 
In the event of inclement weather, we follow the Lake Washington School District regarding 
closures and delays.  Information about closures and delays can be found by going 
to www.lwsd.org, www.flashalert.net or you can sign up to receive text alerts or emails 
from this service, or tune into local radio and television stations.  If you do not see any 
information regarding closures or delays, please assume that school is in session and 
following our regular schedule. 

 
Storms and Snow 
 
The Director will determine prior to opening hours whether or not to open the center.  
If the child care center must close during hours of operation because of snow or storm 
the Director will notify parents by telephone or email. If weather conditions prevent a 
parent or legal guardian from reaching the facility to recover a child, the center staff will 
care for the child (maintaining proper staff-to-child ratios) until such time as the parent, 
legal guardian, or emergency contact person can safely claim the child. The disaster 
supplies will be used as needed. 
If the above persons cannot claim the child within 72 hours of the center’s closing, the 
Director will contact police to transport the child to a Child Protective Services care site. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 

  

http://www.lwsd.org/
http://www.flashalert.net/
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Policies 

 
Confidentiality Policy 

 
Confidential and sensitive information about faculty, other parents and/or children will not 
be shared with parents. Confidential information includes, but is not limited to: names, 
addresses, phone numbers, disability information, and HIV/AIDS status or other health 
related information of anyone associated with Chestnut Montessori School.  
Confidential and sensitive information about a child will only be shared when the parent 
of the child has given express written consent, except where otherwise provided by law. 
Parents will be provided with a document detailing the information that is to be shared 
outside of Chestnut Montessori School, persons with whom the information will be 
shared, and the reason(s) for sharing the information. 
 
The only information teachers should share with parents, is information concerning his or 
her child. Conversations about other children, other parents, co-workers, and supervisors 
are unprofessional, a violation of our Confidentiality Policy. 
 

Photography opt out 
Parents may photograph only their own children at Chestnut Montessori School. The 
Administrator and teachers may take photographs of students to share with families via 
Transparent Classroom, newsletters, social media, etc.  You may opt out of having your 
child’s photo taken by submitting the Photo/Directory opt out Form. If you do not sign and 
submit the form, your child’s photo can be used at our discretion. 
 

School Directory opt out 
The school maintains a directory of parent email addresses and phone contact 
information, available to families enrolled in Chestnut Montessori School. You may opt 
out of having your contact information available to other families by signing and 
submitting the Photo/Directory opt out Form.  If this is not received by the school by the 
beginning of the school year, your contact information will be available for other CMS 
families. 
 
 

Children’s Records 
 
Policy statement  
We have record keeping systems in place that meet legal requirements; the means we 
use to store and sharing that information takes place within the framework of the Data 
Protection Act (1998) and the Human Rights Act (1998).  
 
This policy and procedure is taken in conjunction with the Confidentiality and Client 
Access to Records Policy and Information Sharing Policy. 
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Personal Records 
These include registration and admission forms, signed consent forms, and 
correspondence concerning the child or family, reports or minutes from meetings 
concerning the child from other agencies, an on-going record of relevant contact with 
parents, and observations by staff on any confidential matter involving the child, such as 
developmental concerns or child protection matters.  
 
These confidential records are stored in a lockable file or cabinet and are kept secure by 
the person in charge in an office or other suitably safe place.  
 
Parents have access to the files and records of their own children but do not have access 
to information about any other child.  
 
Staff will not discuss personal information given by parents with other members of staff, 
except where it affects planning for the child's needs. Staff induction includes an 
awareness of the importance of confidentiality in the role of the key person.  
 
We retain children’s records for three years after they have left the school. These are 
kept in a secure place and then shredded unless the School is advised by social services 
to retain confidential information for their purposes. Records that relate to an accident or 
child protection matter are kept in a secure place with restricted access until the child 
reaches the age of 21. 
 

Other Records  
Issues to do with the employment of staff, whether paid or unpaid, remain confidential to 
the people directly involved with making personnel decisions. 
We keep a daily record of the names of the children we are caring for, their hours of 
attendance and the names of their teachers.  
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Non-Discrimination Statement 
 
Chestnut Montessori School is licensed by the Department of Children, Youth and 
Families (DCYF) and we strive to offer a model program for children ages 2 through 12 
which assists the child’s social, emotional, physical and cognitive development. We do 
not exclude any child based on sex, race, color, religion, ability, orientation or national 
origin. 
 
We follow all requirements of DCYF and are mandated by state law to report any 
suspicion of child abuse or neglect to Child Protective Services or King County Police. 
Depending on the recommendations of Child Protective Services, we may not be able to 
notify parents. 
 

No Smoking Policy 
 
Smoking is prohibited anywhere on Chestnut Montessori School property. Parents are 
prohibited from smoking in the building, on the grounds, and in the parking lot. Parents 
who are smoking in their cars must dispose of the cigarette prior to entering the parking 
lot. 
 

Drugs and Alcohol Policy 
 
Children will not be released to a parent or any other person who is deemed by Chestnut 
Montessori School staff to be under the influence of drugs or alcohol. 
 
 

Pest Control Policy 
 
We are required by state law to inform you of our pest control policy. We strive to use 
non-toxic methods of pest control.  If needed, pesticides are applied on Saturday 
mornings when staff and families are not present. 
 
 

Health Care Policy 
 
Private schools are required to have immunization forms on file for each child, to be 
updated yearly. 
 
We may give medications to a child only with a written request by the parent. Please 
print, fill out, and sign a Medication Authorization Form. All medicines must be in their 
original containers labeled with the child’s name and with clear instructions for use. 
Please place the medication in a zip lock bag, labeled with your child’s first and last 
name, an attached photo of your child, and the Medication Authorization Form. We 
cannot administer medications that have not met these requirements. We do not 
administer non-prescription drugs or lotions. Sunscreen, cough drops, lip balm and 
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similar items must be treated as medications. Do not send medication with your child.  
Medication must be handed directly to your child’s teacher or to an administrator. 
 
Please help us to stay well at school by keeping ill children at home. 
 
Children with any of the following symptoms are not permitted to come to or 
remain at school: 
Fevers of 100 degrees F or higher must subside for a 24-hour period without the use of 
fever reducing medications before the child can attend. 
Vomiting on two or more occasions within the past 24 hours 
Diarrhea – three or more watery stools in a 24-hour period 
Excessive mucous that the child cannot manage on their own 
Draining rash 
Eye discharge or pink eye 
Fatigue that prevents participation in regular activities 
Lice or nits 
Excessive nasal congestion or discharge 
 
If a child is well enough to be in school, he/she must go outdoors for recess.  Please 
send a request from the physician if this is not advised. 
 
If at any time the school suspects a child is too ill to be at school, the school may require 
that the child be taken home. A parent/guardian or another person authorized by the 
parent must be available to pick up an ill child within 30 minutes of the school’s report of 
illness, or other needs your child may have. 
 
 

Food Allergies 
Parents must notify us in writing of all food allergies.  A form is available in the Welcome 
Office to ensure clear communication and appropriate remediation. 
 
 

Hygiene/Toileting 
All students attending Chestnut Montessori School must be toilet trained and able to use 
the restroom independently.  By enrolling your child at Chestnut Montessori, you are 
giving staff permission to assist them in meeting their hygiene needs. Teaching staff 
encourage students to be independent in the restroom and assist as needed.  If a child 
requires more than baby wipes, parents will be called to pickup their child. 
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Emergencies 
 
In the unlikely event of an emergency at school, we must be able to reach you promptly. 
Parents must be available in case their child becomes ill at school; if you travel please 
designate an emergency contact person and contact numbers before you leave.  (It is 
vital that parents’ phone number, email and home address are kept up-to-date by 
parents). In the event of a medical emergency, if we are unable to reach a parent, local 
911 personnel will be called and will make decisions regarding appropriate intervention 
and care. We will make every effort to keep your child comfortable and calm. 
 
 

Emergency Preparedness Plan 
 
Chestnut Montessori School has a detailed emergency preparedness plan which is 
provided for you. 
 
 

Safety 
 
We practice fire drills monthly and earthquake drills quarterly, following a disaster plan.   
 
 

Missing Child 
 
Call 911 immediately and provide the following information: 
Child’s name, age and address 
Physical and clothing description of the child, including any distinguishing marks such as 
visible scars or birthmarks 
Medical status, if appropriate 
Time and location the child was last seen, and person with whom the child was last seen. 
Notify the Director immediately and search the facility again. 
Have the child’s information, including picture, if possible, available for the police upon 
their arrival. 
The Director will notify parents of the missing child and attempt confirmation that child is 
with the family; if not, inform the parents of the situation and steps taken. 
The Director will report the incident to the Licensor and Child Protective Services. 
The Director will complete a written incident report at the earliest opportunity. 
 
 

Kidnapping 
 
Call 911 immediately, provide the following information: 
Child’s name, age and address 
Physical and clothing description of the child, including any distinguishing marks such as 
visible scars or birthmarks 
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Physical and clothing description of the suspect 
Medical status, if appropriate 
Time and location the child was last seen, and 
Vehicle information and direction of travel. 
Notify the Director immediately. 
Follow the Emergency Lockdown procedure 
Have the child’s information, including picture, if possible, available for the police upon 
their arrival. 
The Director will notify parents of missing child and inform the parents of the situation and 
steps taken. 
The Director will report the incident to the Licensor and Child Protective Services. 
The Director will implement the Crisis/Disaster Response Plan. 
The Director will complete a written incident report at the earliest opportunity. 
 
 

Child Abuse 
 
Report abuse or suspected abuse to the Director. 
The Director will make a report to Child Protective Services and the Licensor. 
The Director and appropriate staff will write down the following information on an incident 
report*** 
Date and time of calls to Child Protective Services and Department of Children, Youth 
and Families (DCYF) (Licensor) 
Child’s name 
Child’s age/birth date and address 
Name and address of parent or guardian and other children in the home (if known) 
Any statements made by the child (DO NOT interview child) 
The nature and extent of the injury or injuries, neglect, and/or sexual abuse 
Any evidence of previous incidences of abuse or neglect, including nature and extent 
Any other information which may be helpful in establishing the cause of the child’s injury 
or injuries, neglect or death, and the identity of the perpetrator or perpetrators. 
***Note: These reports may become legal documents. Confidentiality of these reports 
must be strictly observed. 
 
 

Assault on Child or Staff 
 
Call 911 if any medical treatment is needed or if police are required (if in doubt, go ahead 
and call). 
The Director will follow “Administrator Responsibilities – Intruder Alert” in the Emergency 
Lockdown procedure. 
Follow the Emergency Lockdown Procedure. 
A Staff member will stay with the victim. 
The victim’s family will be notified by phone when safe to do so. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
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Fire Alarm/Emergency 
 
Evacuate children, visitors, and staff, following the building evacuation procedure. Drop 
and crawl to avoid smoke, and close doors behind you. Take the following items with 
you: 
Disaster supplies, which are stored in the Welcome Office. 
Class/staff attendance sheets and visitor sign-in sheets 
Children’s emergency and medical information and supplies, and 
Cell phone, if available 
Call 911 from outside the building. 
Gather the children in the play-yard. 
Take attendance. If it is safe to do so, search the building for anyone who is missing. 
The Director or a staff member will check the area of concern and use fire extinguisher, if 
it is safe to do so. 
Have the following items ready for police and fire personnel: 
Number of children in care, staff, volunteers, and visitors 
Knowledge of anyone remaining in the building, and 
Floor plan and internal systems information. 
If it is determined that the building is unsafe, move the children to the alternate site 
location. Follow the site evacuation procedure. 
The Director will notify parents of the evacuation and alternate site location, if applicable. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
All parents will be notified of incident. 
 
 

Gas Leak 
 
DO NOT activate the fire alarm system or any other electrical equipment. 
Notify the Director. 
Evacuate the children and staff, following the building evacuation procedure, and close 
doors behind you but leave a window open. Take the following items with you: 
Disaster supplies which are stored the Welcome Office. 
Class/staff attendance sheets and visitor sign-in sheets. 
Children’s emergency and medical information and supplies. Cell phone, if available. 
Call 911 from outside the building. 
Move the children to the farthest end of the campus. 
Take attendance. 
Have the following items ready for police and fire personnel: 
Location of the leak, if known. 
Number of children in care, staff, volunteers, and visitors. 
Knowledge of anyone remaining in the building. 
Floor plan and internal systems information. 
The Director will notify parents immediately if evacuation looks to be long term or if 
children are moved to alternate site location. If it is necessary to move to the alternate 
site location follow site evacuation procedure. 
The Director will report incident to Licensor. 
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The Director will complete a written incident report at the earliest opportunity. 
All parents will be notified of incident. 
 
 

Earthquake 
 
Staff “DROP, COVER, and HOLD.” Direct all children to “DROP, COVER, and HOLD” 
and remain that way until the earth stops moving. Stay away from windows, bookcases, 
and filing cabinets. Hold onto the item you are using as a cover. If it moves, move with it. 
Keep talking to children until it is safe to move. 
If no items are available for cover, crouch by a load-bearing wall and cover your head 
with your arms. 
If outside, “DROP, COVER, and HOLD,” keeping away from glass, bricks, and power 
lines. If you are outside near a building and there is no safer location, take cover in a 
doorway to protect yourself and children. 
When the earthquake stops, the following procedures should be carried out: 
The Staff check themselves and children for any injuries. 
Check evacuation routes for damage. 
Evacuate children and staff, following the evacuation procedure and close doors. 
Take the following items with you: 
Disaster supplies, which are stored the Welcome Office 
Class/staff attendance sheets and visitor sign-in sheets 
Children’s emergency and medical information and supplies 
Cell phone, if available. 
Staff will render first aid to those who need it. 
Director will take attendance outside to account for all children and adults. 
Check utilities for disruption/damage (gas, water, sewer). If you smell gas, turn the gas 
off with the wrench stored in the lower office. 
Have a Building Team of two individuals (at least one trained in building assessment) 
inspect the exterior of the building and report findings to the Director. The Team consists 
of: Paul Hanson and Kirsten Wilson, who are trained in building assessment. 
Determine if it is safe for a rescue team to go into building to locate anyone missing or 
injured. 
Listen to regional radio station for information on the surrounding area. 
Determine status of emergency supplies and equipment. Call program’s out-of-area 
contact with information on the center’s status (injuries, evacuation, children remaining in 
care, children who have been picked up). 
Have the same team of two individuals (Building Team) assess the interior of the building 
and determine if it is safe to move children back into the building or whether it is best to 
evacuate. Report findings to the Director. 
If evacuating to an alternate location post a notice indicating your new location, and the 
date and time you left. Follow Site Evacuation Procedure. 
Call parents with center status information. If not possible, report center status 
information to local radio station for announcement over the air for parents to hear. 
If parents cannot be contacted after 4 hours, the child’s out-of-area contact will be called, 
if possible. 
Director will report incident to the Licensor. 
Director will complete a written incident report at the earliest opportunity. 
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“Drop, Cover, and Hold” should be taught and practiced with all the children. 
 
 

Flooding 
 
During severe weather, Director or designee will listen to regional or local radio station for 
flood watch and flood warning reports. 
If a flood warning is issued, move children and staff to the alternate site location. Follow 
Site Evacuation Procedure. 
Director will notify all parents immediately. 
Director will report incident to the Licensor. 
Director will complete a written incident report at the earliest opportunity. 
Director will call insurance company (if needed). 
 
 

Building and Site Evacuation Procedures 
 

Building Evacuation Procedure 
Staff makes a quick assessment of the situation in the classroom and of any 
injuries to the children or adults, and report findings to the Director. 
The Director evaluates the evacuation route to be sure that it appears clear of 
obstructions. 
The Director gives instructions to evacuate. 
If possible and time allows, have children take jackets and coats. 
Staff should take the following items: 
Disaster supplies, which are stored in the Welcome Office 
Class/staff attendance sheets and visitor sign-in sheets 
Children’s emergency and medical information and supplies 
Cell phone, if available. 
Staff should assemble children in pairs to evacuate the building (preferably with one 
teacher leading the children and one teacher following behind). 
Take attendance. If safe to do so, search the building for anyone missing. 
Have children sit down, if possible. 
If a gas leak or other incident requires individuals be located further away from the child 
care center, have teachers move children to the farthest end of the campus. 
The Director will evaluate the situation with the help of responding agencies (fire, police, 
etc.) or the Building Team and determine if it is safe to enter the building. If it is not safe, 
the Director will determine if it is necessary to move to the alternate site location, or if 
children and staff should stay where they are until it is safe to re-enter the building. 
The Director will notify parents immediately if evacuation looks to be long term or if 
children are moved to alternate site location. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
All parents will be notified of incident. 
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Site Evacuation Procedure 
If it is determined that staff and children will be moved to the alternate site location distant 
from the child care center, assign children to a designated staff member. 
Staff should bring the following items to the alternate sites: 
Disaster supplies which are stored in the Welcome Office 
Class/staff attendance sheets and visitor sign-in sheets 
Children’s emergency and medical information and supplies 
Cell phone, if available 
Children will be taken to the alternate site location by staff 
Once at the alternate site location, take attendance again. Staff must remain with their 
group of children until the children are picked up by parents or emergency contacts. 
The Director will continue to communicate with parents and coordinate pick-up of 
children. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
 
 

Power Outage 
 
The Director or designee will try to locate the problem and activate alternate lighting 
system. Flashlight and batteries are located in each classroom. 
Call 911 if concerned about a fire or safety hazard. 
Unplug all electrical equipment; turn off all but one light. 
The Director will contact property manager, if needed. 
The Director will call electrical utility, Puget Sound Energy. 
Call your Licensor, DCYF, or local health department to help determine if center needs to 
be closed. Also, consider the following items in making your decision: 
Can you safely prepare/store food? 
Do you have hot water to wash hands after diapering and toileting? 
All parents will be notified if power outage is prolonged. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 

 
 

External Hazardous Materials Incident 
 
Call 911 immediately. Have staff initiate a Shelter in Place Procedure unless directed to 
do otherwise by emergency personnel via the dispatcher. 
Have the following items ready for police and fire personnel: 
Location and description of hazard, if known 
Number of children in care, staff, volunteers, and visitors 
Floor plan and internal systems information 
Follow instructions given by responding agency for either Shelter in Place Procedure or 
Building and Site Evacuation Procedure. 
If evacuated, call on transportation resource to take children and staff to alternate child 
care site. 
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Our transportation resource is Metro. 
Notify parents of move to alternate site location. 
If Shelter in Place Procedure occurs and media attention is significant, the Director will 
call parents to let them know of situation. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
All parents will be notified of incident. 
 
 

Internal Hazardous Materials Incident 
 
In the event a person comes into contact with a suspected hazardous material, follow 
safety precautions posted on-site or listed on the container. Call the hospital emergency 
room for additional instruction. Contact poison control center for common household 
product poisonings. 
Call 911 if additional assistance is needed. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
All potentially Hazardous Materials must be stored separately, locked up, and stationary 
so they do not fall over in the event of an earthquake. 
 
 

Shelter in Place Procedure 
 
Shelter in Place Procedure should be conducted when you are instructed to do so by 
emergency personnel, your radio or television emergency broadcast, you see a vapor 
cloud, or if you smell an unusual odor outside. 
Gather all children inside. 
Call 911, if you have not already done so. The Director or designee should turn on and 
listen to the regional or local radio station. Listen for emergency information from your 
local fire or police department. 
The Director or facility maintenance person will turn off all fans, heating, cooling, or 
ventilation systems, & clothes dryers. Close and lock windows and doors (locked windows 
seal better) and close as many interior doors as possible. 
Close off non-essential rooms such as storage areas, laundry room, etc. 
Seal gaps around windows, doors, heating/air conditioning vents, bathroom and kitchen 
exhaust fans, stove, and dryer vents with pre-cut plastic sheeting, wax paper, or 
aluminum foil and duct tape. 
Stay alert to loudspeaker announcements. Emergency personnel from your local police 
or fire departments may give you specific instructions via loudspeaker or door-or-door. 
If determined necessary, you can provide a minimal amount of breathing protection by 
covering mouths and noses with a damp cloth. 
If you are told there is danger of explosion, close the window shades, blinds, or curtains. 
To avoid injuries, keep children away from windows. 
The Director should stay in touch with responding agencies/emergency personnel. 
The Director and emergency personnel in charge will determine whether to stay sheltered 
in place or to evacuate. 
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Children will not be released from the child care center until the incident is over. The 
presence of parents searching for their children will cause confusion and may lead to 
exposure to toxic chemicals. Once sheltered in place, you will not want to open the door 
to let parents in and out. 
Have emergency disaster supplies and emergency contact cards handy. 
Once the incident is over, inform parents, take down plastic, and turn ventilation system 
back on. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
 
 

Bomb Threat 
 
During the Bomb Threat Call 
DO NOT HANG UP! KEEP THE CONVERSATION GOING AND ATTEMPT TO GET 
THE FOLLOWING INFORMATION: 
Where is the bomb? 
What time will it go off? 
What kind of bomb is it? 
Who are you? 
Why is this going to happen? 
LISTEN FOR: 
Voice of male or female 
Speech impediment or accent 
What kind of background noise there is 
Cell phone or land-line 
NOTE: Time Date    
 

Immediately after the Call 
Notify the center Director. 
Call 911. 
Initiate a lockdown. Follow Emergency Lockdown procedure. 
Confer with fire and police about evacuation. 
Have floor plan ready for police/fire personnel. 
Have teachers and staff glance around their area for suspicious items. (DO NOT MOVE 
SUSPICIOUS ITEMS.) 
If the decision is made to evacuate, follow Building and Site Evacuation Procedure. 
The Director will notify parents if evacuated or moved to alternate location. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
All parents will be notified of incident. 
 
 

Suspicious Mail or Package 
 
Do not touch, smell, or taste unknown substances. 
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Cover substance with paper, trash can, clothes, or other material. 
Evacuate and seal off room. 
Wash hands thoroughly. 
Mark room as “Dangerous.” 
Call 911. 
Make a list of all staff and children present in the room at the time of the incident to 
provide to local health authorities and the police. 
The Director will inform all parents of the incident. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
 
 

Emergency Lockdown 
 
From time to time, schools and child care centers have been faced with the threat of 
unauthorized individuals entering the facility. An intruder is defined as any visitor who, 
through act or deed, poses a perceived threat to the safety and welfare of children and 
employees. If at any time you are dealing with a person you feel uncomfortable around, 
or who makes you fearful for your safety or the safety of others, then you may be faced 
with an intruder situation. 
 
Key recommendations to implement regarding a lockdown, including those conducted 
because of an intruder: 
It is important that all members of the building’s staff understand, support and participate 
in the Intruder Alert Procedure. 
It is important to practice the Intruder Alert Procedure in the facility several times per 
year, just as you practice fire drills. 
Lockdown information will be given to parents upon enrollment. Parents will be notified of 
all lockdown drills and events. The facility will provide written materials for parents to help 
children understand and cope. 
Parents will be given a pre-designated alternate pick-up site if children and staff are 
evacuated. Parents should not try to enter the facility during a lockdown and may be kept 
away from the child care center until authorities determine it is safe. 
 
 

Intruder Alert Procedure 
 
If a person(s) comes into the facility, the Director or designee will assess the situation. If 
they are uneasy or suspicious of the person(s) immediately have someone call 911. 
 
If a weapon is present, DO NOT CONFRONT – give another staff member the pre-
determined hand signal to call 911 immediately. 
If no weapon is suspected, the Director will confront the intruder in the following manner: 
Approach the individual in a non-confrontational manner with the assistance of another 
staff member. 
Introduce yourself and the person with you to the individual in a non- confrontational way. 
Ask the individual who he/she is and how you can be of assistance. 
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Inform the individual of the policy that all visitors need to sign in and guide him/her to the 
area where that is done. 
If the individual refuses, do not confront him/her. Give the other staff members the pre-
designated hand signal to call 911. 
If it is determined that the safety and health of children and staff are in jeopardy: 
If the intruder is already inside the building, a hand signal (which has been predetermined 
and is known by all staff) shall be made to the first staff member seen. That staff member 
will pass on the hand signal to others throughout the building and will call 911. 
If the suspected intruder is not yet in the building, an announcement will be made (or a 
bell sounded) to alert the staff of potential danger. The announcement will be “This is a 
Code Red Emergency, repeat, this is a Code Red Emergency” – or – write your own. 
If children are outside when a “Code Red” is called, or shots are heard/fired, teachers will 
quickly direct and move children back into the facility and into the nearest classroom for 
lockdown. 
Upon hearing the chosen lockdown announcement (example: Code Red), the following 
steps must be implemented: 
Staff should quickly check the hall and restrooms closest to their classrooms and get 
children into the rooms. 
Lock all doors, close and lock all windows, cover all windows and doors, and turn off 
lights. 
Keep children away from windows and doors. Position children in a safe place against 
walls or on the floor. Turn a classroom table on its side to use as a buffer. 
Staff will maintain (as best they can) a calm atmosphere in the room, keeping alert to 
emotional needs of the children. You may want to gather in a story circle behind the table 
and gather infants into one or two cribs (preferably on wheels) along with items to help 
keep them quiet, such as bottles, pacifiers, and small, quiet toys. 
Teachers will keep all children in the classroom until an all-clear signal has been given. 
The Director or designee will immediately call 911 and stay on the phone until help 
arrives. Await further instructions from emergency response personnel. You will be 
informed when it is safe to move about and release children from your rooms. Children 
should not be released to parents until an “all clear” has been called. 
Upon arrival, the local police, in conjunction with the Director, will assume controlling 
responsibility and may evacuate the building per police standard operating procedures. 
When “All Clear” is heard, the Director will apprise the staff of the situation and counsel 
with children. When the threat has been eliminated, normal activities should be resumed 
as soon as possible as instructed by the Director. 
The Director will apprise parents of all “lockdowns,” whether practice or real. 
The Director will report incident to the Licensor. 
The Director will complete a written incident report at the earliest opportunity. 
 
 

Crisis/Disaster Response Plan 
 
When a tragedy strikes, teachers and staff are torn between the need to deal with 
children’s reactions and the need to cope with their own reactions. With some advanced 
planning, this process can be much smoother than when tragedy takes a child care 
center by surprise. 
Crisis: A sudden, generally unanticipated event that profoundly and negatively affects a 
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significant segment of the child care population and often involves serious injury or death. 
The psychological and emotional impact will be moderate to severe. Outside assistance 
may be needed. 
 
Director responsibilities include the following tasks: 
Determine whether or not to maintain normal schedules or to set aside the normal 
schedule for an all-out effort to deal with the crisis. Depending on the crisis, it may be 
necessary to close the center for the day. 
Determine if parent notification becomes an item of priority or if it can wait for a letter to 
go home in the evening. 
If center-specific, keep the local radio station informed as to the status of the child care 
center so parents will have accurate information. 
Identify high risk children, staff, and parents likely to be most affected by the news (e.g., 
children of the teacher who is deceased/injured or parents whose children are in the 
same class as the deceased). 
Gather and inform closest friends of the victim(s), providing support and information to 
them before a general announcement is made. If close friends or classmates are absent, 
ensure that a supportive adult gives the news to them, so that they do not get initial 
information from the media. 
Prepare a formal statement for initial announcement, including minimal details and noting 
that additional information will be forthcoming. Also prepare statements for telephone and 
media inquiries. Have all staff members practice role plays answering calls so that 
whoever is assigned or is left with the task is able to follow through. 
Give teachers the facts about the tragedy and instructions on how to share the 
information with the children in their care as well as suggestions for assisting children to 
cope. 
Send a letter home to parents explaining the situation. Include specific factual information 
as well as information on how the child care center is dealing with the situation. Some 
parents will need to be contacted by phone, particularly if their child’s reaction to the 
crisis is severe. 
Determine if additional community resources are needed to be on “stand by” to manage 
the crisis effectively. It is essential to minimize the number of “strangers” standing around. 
Facilitate a staff meeting and, if possible, a parent meeting to provide information related 
to the crisis. The following are some suggestions: 
Assist with children’s processing of information about the crisis. 
Provide counselors to work with children/staff individually or in groups in a variety of 
locations. 
Provide support and counseling for parents. 
Provide helpful, factual information to parents. 
Have an individual assist with answering phones, providing information, and handling 
non-media inquiries. 
Maintain a record of offers of assistance and ensure that proper personnel respond. 
Deal with the “empty chair/desk” problem. For example, a counselor would provide 
therapy while sitting in the child’s chair. The chair would then be moved to the back of the 
classroom. Finally the chair would be removed. Make sure children are part of the entire 
process. 
Personally deal with or assign a staff member to talk with media/reporters promptly and 
factually. 
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Provide information as requested by police, hospital, or other agencies. 
When appropriate, contact the friends/family of the deceased to get information regarding 
funeral arrangements, and pass on information to child care staff and parents who may 
wish to attend. 
Report incident to the Licensor. 
Report incident to Child Protective Services if necessary. 
Arrange for a child care center/community debriefing 48-72 hours after the event. 
Complete a written incident report at the earliest opportunity. 
 
 
*The Staff of Chestnut Montessori School is committed to provide for your child’s 
well-being in case of an emergency. 
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Extra Copies of Forms for Student File 
 
The Department of Children, Youth and Families (DCYF) requires the following 
paperwork be kept in each student file: 
 

• Application Form 

• Annual Update Form 

• Certificate of Immunization* 

• Student Enrollment Contract  
 
*Please be sure to keep your Certificate of Immunization up to date.  When your child receives 
new immunizations, please submit a new Certificate of Immunization to CMS. 

 
 
The following paperwork is not required, but you may fill them out and submit them to the 
office if you choose: 
 

• Parent Questionnaire (optional) 

• Photo/Directory opt out Form (optional) 

• Medication Authorization Form (optional)* 
 
*Please fill out and submit the Medication Authorization Form if you would like CMS staff to 
administer any sort of medication to your child.  This includes, but is not limited to, EpiPens, 
inhalers, sunblock, eyedrops, cough drops, lozenges, ointments, etc.  If your child has allergies 
and you provide CMS with an EpiPen to use in case of emergency, be sure to provide a new one 
when it reaches its expiration date.   

 
 
  



 

44 
 

 



 

45 
 

 

Annual Update Form 
 

Student Information 

Child’s Name:       

Address:       

City:       State:       Zip:       

Home Phone:       

 
Parent Information 

Parent/Guardian 1: Name       

Day Phone:       Cell Phone:       

Parent/Guardian 2: Name       

Day Phone:       Cell Phone:       

 
Emergency Contact Information 

Emergency Person:       

Address:       

Day Phone:       Relationship:       

 
Physician Information 
 

Physician:       Phone:       

Address:       

Dentist (if any):       Phone:       

Address:       
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Medical Information 

Special Concerns:       

      

Date last seen by a doctor/last physical 
exam:       

Medical Concerns:       

      

Allergies:       

Recent Immunizations:       

 
People permitted to pick up child 
 
Name:       Phone:       

Address:       

Name:       Phone:       

Address:       

  
Family Updates 
 

New Sister or Brother?       

New family living arrangements?        

 
 
 
Parent/Guardian Signature: ____________________________________  
 
Date: _______________ 
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2020-2021 Student Enrollment Contract 
 

I understand that this contract is for the enrollment of __________________________________ (Child Name) in the 
 
 ____________________________ (e.g. Early Childhood, Elementary), ____________________________ (e.g. Half Day, 

School Day, Dawn to Dusk, M-F, M/W/F, T/TH) program at Chestnut Montessori School. 
 

Tuition for the 2019-2020 academic year is $ _______________________. 
 

Tuition Payment Plans: 
 

___ Plan A: I will make one payment of $ _______________________, paid at time of enrollment. 
 
___ Plan B: I will make one tuition deposit payment of $ ______________, due on or before March 31, 2019.  I 

will make a second deposit payment of $ ______________, due on or before May 31, 2019.  
Successive payments of $ _______________ will be made in eight installments, one payment due 
each month, from September 1, 2019 through April 1, 2020.   

 

A late charge will be assessed for payments received after the 5th day of each month. 
 

___I agree that all payments made to Chestnut Montessori School are non-refundable. 
 

___ Withdrawal from Chestnut Montessori School at any time, prior to the end of the academic year, requires 
thirty days written notice prior to the first day of the month and forfeiture of all tuition payments, including tuition 
deposits; no exceptions will be given.  Tuition will not be prorated for students leaving midmonth. 
 

___Enrollment at Chestnut Montessori School at any time, after the academic year has begun, requires tuition 
deposit payments be made upon enrollment.  Tuition will not be prorated for students beginning midmonth. 
 

___A change in School Program decreasing in days or hours of attendance, after the school year has begun, 
requires thirty days written notice prior to the first day of the month as well as a $200 fee.  Your prepaid 
nonrefundable deposit payments will not be reduced to reflect the decrease in schedule. 
 

___I agree to pay all regular charges, according to the published rates of the school and rates presented in the 
parent handbook. 
 

___I understand that a service charge of thirty-five dollars ($35) will be assessed for each check returned due to 
insufficient funds and agree to a thirty-five dollar ($35) per month late charge on all overdue accounts. 
 

___I agree to pay all fees, costs and expenses of any kind incurred for efforts conducted by the school or its 
agents in any collection procedures to enforce financial obligation arising out of this contract. 
 

___I understand that Chestnut Montessori School reserves the right to require involuntary withdrawal of any 
student when, in the judgment of the Director, such withdrawal is in the best interest of the school.  Tuition 
deposit payments are nonrefundable. 
 

___I have read and agree to all the terms and conditions of this contract and of the payment plan selected. 
 

This contract shall be interpreted in accordance with the laws of the State of Washington. 
 

I understand and agree to the terms and conditions of the 2020-2021 Student Enrollment Contract and the  

2020-2021 Chestnut Montessori School Calendar. 
 

I understand and agree to the terms and conditions of the 2020-2021 Parent Handbook. 
 

__________________________________________  __________________________________________ 
(Signature of parent/guardian) (Date) (Signature of parent/guardian) (Date) 
 

__________________________________________         __________________________________________  
(Please print name)           (Please print name) 
 

Accepted for Chestnut Montessori School: 
 

by _________________________________ Date _______________ 
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Enrollment Contract (please initial each section) 
 

Admission Procedures – Both you and your child must comply with all Chestnut Montessori School 
admissions policies and procedures.  Effectiveness of this Student Enrollment Contract is subject to final 
approval of your child’s admission in accordance with such policies and procedures, not-withstanding 
the “acceptance” of this Student Enrollment Contract. 

 

Tuition – The Chestnut Montessori School Year is from the First Day of school to the Last Day of school, as 
reflected on the School Calendar (each attached hereto and made a part hereof).  You agree to pay 
tuition and fees for your child for the entire School Year (or, if your child is starting after the First Day of 
School, from the starting date (as agreed in writing with us)) through the Last Day of School, subject to 
the Early Withdrawal policy set forth below.  You may pay tuition in any installment plan reflected as an 
option on the Student Enrollment Contract.  In addition to the tuition and fees set forth in the Fee 
Schedule, you will pay for any extra charges incurred by your child for care which are applicable. 

 

Tuition Due/Late Charges – Tuition and fee payments are due and payable at the times stated on the 
Student Enrollment Contract.  Tuition fees are considered delinquent on the day following the due date.  
Late charges will be assessed in amounts as reflected on the Student Enrollment Contract commencing 
at that time.  If tuition and any other outstanding charges are not paid within seven days of the date 
due, attendance at Chestnut Montessori School will no longer be permitted until tuition is paid in full for 
the past due amount and for the current period. 

 

Returned Checks – A $35.00 service charge will be assessed for each check returned due to insufficient 
funds.  In addition, a late charge will be assessed as reflected on the Student Enrollment Contract.  If 
your check is returned three times within a three month period, then for a period of one year, you must 
make all payments by money order or certified check, or by cash (subject to the policy on “Cash 
Payments”). 

 

Cash Payments – For your protection, cash payments may be only made to the Director or Assistant 
Director.  If the payment is for an amount of more than $5.00, it will be invalid unless you obtain a cash-
receipt from the school’s cash receipt book which is completed in full and signed by the Director or 
Assistant Director. 

 

Early Withdrawal - Withdrawal from Chestnut Montessori School at any time, prior to the end of the 
academic year, requires thirty days written notice prior to the first day of the month forfeiture of tuition 
deposits; no exceptions will be given.  Tuition will not be prorated for students leaving midmonth.  
 

Late Enrollment - Enrollment at Chestnut Montessori School at any time, after the academic year has 
begun, requires tuition deposit payments be made upon enrollment.  Tuition will not be prorated for 
students beginning midmonth. 
 

Change in School Program (Decreasing in Schedule) - A change in School Program decreasing in days 
or hours of attendance, after the school year has begun, requires thirty days written notice prior to the 
first day of the month as well as a $200 fee.  Your prepaid nonrefundable deposit payments will not be 
reduced to reflect the decrease in schedule. 

 

Holidays/In-Service Days – Tuition and fees are calculated on an annual basis, without reduction for 
holidays, vacations, professional in-service days for our teachers, inclement weather, or student 
absences or illness.  Holidays and professional in-service days for the School Year are shown on the 
School Calendar.  No credit/refund will be owed if the school must close because of emergency or 
inclement weather. 

 

Hours/Before and After School Care/Late Pick-Up Charge – The hours of Chestnut Montessori School are 
shown on the Fee Schedule and/or Daily Schedule, including: the time our Dawn to Dusk program starts 
in the morning, the time you may first drop off your child if he/she is registered for the Half Day or School 
Day program, the start of classes, the end of classes, the time by which you must pick up your child if 
he/she is registered for the Half Day or School Day program, and the time our Dawn to Dusk program 
ends (and the school building closes).  Dawn to Dusk requires registration and charges are reflected on 
the Fee Schedule.  Fees for early drop off and for late pick up are set forth on the Fee Schedule.  If your 
child is picked up several times after the school building’s scheduled closing time, we may increase the 
applicable fee. 

 

Suspension/Dismissal – We reserve the right to suspend or dismiss a child in our sole discretion for 
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unsatisfactory or inappropriate behavior, if we do not have adequate expertise or resources for the 
child’s educational, medical or other needs (subject to any applicable regulatory requirements), for 
violation of our policies, or if for any reason we determine it to be in the best interests of the school.  In 
our sole discretion, suspension or dismissal may be with or without notice.  All payments made to 
Chestnut Montessori School are nonrefundable. 

 

Student Illness/Emergency – We strive to maintain a healthy, safe environment for our children.  In that 
light, you may not bring to the school a child who is ill (determined in our discretion).  We will notify you if 
your child becomes ill, and you must then pick him/her up as soon as possible.  You give permission for 
your child to be given emergency treatment to include first aid and CPR by a qualified child care staff 
member at Chestnut Montessori School.  You authorize us to obtain immediate medical care if a 
medical emergency occurs and you cannot be located immediately.  Such care may be from a 
physician or hospital other than your child’s physician, if, in our judgment, there is insufficient time to 
contact your child’s physician.  You authorize us to make the decision of when an emergency exists, 
and when your child needs to be transported by ambulance. 

 

Pesticide Policy – I have read the Chestnut Montessori School Pesticide Policy in the Parent Handbook. 
 

Disaster Policy – I have read the Chestnut Montessori School Disaster Plan Policy in the Parent 
Handbook. 

 

Health Care Policy – I have read the Chestnut Montessori School Health Care Policy and understand it is 
on file in the Welcome Office. 

 

Renewal – Registration at Chestnut Montessori School is on a School Year basis.  Your child will not be 
guaranteed a reservation for the following school year, unless you enter into a new enrollment contract 
with Chestnut Montessori School for that school year and pay all applicable fees. 

 

Responsibility – You will be responsible for any loss, damage or destruction by your child of any property 
of Chestnut Montessori School and for any damages for which the school becomes liable or 
chargeable of your child’s actions. 

 

Student Records – All student records remain the property of Chestnut Montessori School, except as may 
otherwise be provided by law.  You authorize us to send academic records and confidential 
recommendations to schools your child attends after our school upon the request of such schools, and 
you will not seek access to confidential recommendations and evaluation materials.  Further, you 
release our school and our staff from any and all liability resulting from or pertaining to the furnishing of 
recommendations and records. 

 

Costs of Collection – If we refer your account for collection, you will pay all our costs of collection, 
including (but not limited to) attorney’s fees. 

 

At CMS our staff is dedicated to work in collaboration with families to promote the development of our 
students.  Please feel free to contact the administration about financial and administrative questions and 
concerns, and your child’s classroom teacher for day-to-day questions regarding the classroom. 
 

I agree to the above terms and conditions, including the obligation to pay Chestnut Montessori School all 
charges for tuition and fees, and in all events to be responsible for the financial obligations of my child. 
 
Name of Student _________________________________________________ Date ____________________ 
 
Parent Signature _________________________________ Print Name ________________________________ 
 
Parent Signature _________________________________ Print Name ________________________________ 
 

ACCEPTED BY 

 
_____________________________________________________        _______________________________ 

Administrator Signature                                               Date 
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Parent Questionnaire 
 
Child’s Name:       Parent’s Name:       

 
Please help us learn about your child by filling out this form and returning it with your child’s Application for Admission. 
 
About Your Child 
 

1. Please describe your child. 
      

2. What are your child’s interests and strengths? 
      

3. What previous group experience has your child? 
      

4. Does your child enjoy socializing with other children? What ages? 
      

5. What situations are most frustrating for your child? 

      

6. Does your child have any allergies or medical conditions we should be aware of? 
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Background Information 
 

1. Does your family have any previous experience with Montessori education? 
      

2. What would you like to share about your child’s cultural/ethnic background? 
      

3. What else would you like to share about your child? 
      

School Selection 
 

1. How did you learn about our school? 
      

2. What did you find appealing about Chestnut Montessori School? 
      

3. What is your understanding of Montessori education?  Would you like to know more? 
      

 
 
Chestnut Montessori School is licensed by the Department of Children, Youth and Families (DCYF) and we strive to offer a model early childhood 
program and elementary program for children ages 2 ½ through 12 which assists the child’s social, emotional, physical and cognitive development.  We 

do not exclude any child based on sex, race, color, religion, ability, orientation or national origin.  
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Parent Photo/Directory opt out Form 

 
 
I ___________________________ request that my child’s picture not be taken at all.  
I understand that I will not receive photos of my child via email or transparent 
classroom.  This includes any photos where my child’s face is shown.   
 
I ___________________________ request that my child’s picture not be shared on 
Chestnut Montessori School’s social media pages or website.  This includes any 
photos where my child’s face is shown.   
  
I ___________________________ request that my contact information not be 
shared with other families at CMS.  This includes email addresses and phone 
numbers. 
 
 
____________________________  ____________________ 
Student Name     Date 
 
____________________________  ____________________________ 
Parent Signature     Print Name 
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 Chestnut Montessori School  

Medication Authorization Form  

  

Child’s Name ______________________ Date of Birth __________  
  
Name of Medication ______________________________________  
  
Reason for Medication ____________________________________  
  
Start Date __________________ Stop Date __________________  
  
Times to be given _______________________________________  
(Can NOT be given “as needed”)  
  
Amount to be given ______________________________________  
  

Oral                     Topical                     Other 
  
Possible Side Effects _____________________________________  
  

o Above information consistent with label?  

  
Requires Refrigeration:   Yes    No  
  
Special Instructions:  
  
  
  
_________________________                              ______________________  
Parent/Guardian Signature                   Date  
  
_________________________  
Daytime Phone Number  
  
  
_________________________                              ______________________  
Physician Signature                     Date  
  
_________________________  
Physician Phone Number  
  

o Medications returned to parents or discarded  
(must be completed after stop date and before filling form in child’s file)  


