
 

  

EMPLOYEE HANDBOOK 
3428 West Arkansas Lane  |  Arlington, Texas 76016 

(817) 274-1548  |  FAX (817) 274-6951 

Hours: 8 am –  5pm  |  www.TMAonline.org 

The Montessori Academy does not discriminate on the basis of race, color, religion (unless it is 
required as a bona fide occupational qualification), sex, national origin, age, gender, sexual 
orientation, marital status, disability, genetic information, or any other characteristic protected by 
law. 

Revised August 2022 



 

TABLE OF CONTENTS 

INTRODUCTION 1 

WELCOME FROM THE HEAD OF SCHOOL 1 

ABOUT THE SCHOOL 2 

History of TMA 2 
Who We Are 2 
Accreditation and Professional Standards 3 
Our Organizational Structure 3 
The Role of the Head of School 4 
Organizational Chart 4 

The Montessori Academy Mission Statement 4 

To provide quality Montessori education to a diverse student population in partnership 
with parents.The Montessori Academy Belief Statements 4 
TMA Vision Statement for the Educational Program 5 
The Parent-Teacher-Child Triangle 5 
Vision Statement 7 

Code of Ethics of the American Montessori Society 7 

Principle I - Commitment to the Student 7 
Principle II - Commitment to the Public 7 
Principle III - Commitment to the Profession 8 

Expectations of a TMA Montessori Professional 8 

Attributes of a TMA Montessori Professional 9 

GENERAL EMPLOYMENT POLICIES 10 

Equal Employment Opportunity 10 
Non-Discrimination Policy 10 
Hiring Process 10 
Disability Accommodation 11 
Drug and Alcohol Free Workplace 12 
Drug Screening 13 
No Harassment 13 
Grievance Procedure 15 
Employment of Minors 15 

COMPENSATION & BENEFITS 16 

Your Pay 16 
Medical Insurance and Retirement Benefits 19 
Other Benefits for You 19 
Employee Tuition Discounts 20 
Time Away from Work 23 

POLICIES AND PROCEDURES 27 

At the Beginning of Your Employment 27 
The Basics 28 
Code ofConduct and Ethics 29 



 
 
 
 

ii 
 
 

Hours of Work and Work Schedules 33 
Insubordination 34 
Poor Performance 34 
Administrative Leave 34 
Off Duty Behavior 34 
Performance Evaluation 34 
Personal Conduct Standards 36 
Professional Development 37 
Staff Orientation 38 
Timekeeping 39 
Unlawful Activity 39 
School/Classroom-Specific Policies and Procedures 39 
Child Abuse and Molestation 49 

Communication Information 52 

Confidential Information 52 
External Communication 52 
Personal Information Changes 52 
Personnel Records 52 
Record Maintenance and Disposal Procedure 53 
Solicitation and Distribution 53 
Electronic Communications Policy 54 
Definition of School “Systems” 54 
Acceptable Uses of School Systems 54 
School Control of Systems and Electronic Communications 54 
Telephone Usage 54 
Personal Mail 55 
Monitoring and Protection of School Assets 55 
Personal Use of School Systems 55 
Prohibited Uses of School Systems 56 
Use of Employee-Owned Devices 56 
Electronic Forgery 56 
Intellectual Property Rights 57 
System Integrity, Security, and Encryption 57 
Responsibility for Student Internet and Computer Use 57 
End of Employment 57 
Compliance with Applicable Laws 57 
Consequences of Policy Violations 57 
Social Networking and Blogging Policy 58 

Protecting People and Property 60 

Accident Reporting Procedures 60 
Bodily Fluid Cleanup and Hygiene Policy 60 
Bomb Threats 61 
Crisis Management Plan 61 
Crisis Response Procedures 61 



 
 
 

iii 
 
 
 

Crisis Communication Procedures 63 
Crisis Management Team 63 
Post-Crisis Procedures 64 

Health Requirements and Services: Communicable Diseases 66 

Staff COVID-19 Policy (effective December 1, 2021) 68 
Confidentiality of Communicable Diseases 69 
Hazing/Bullying/Harassment among Students 69 
Injury and Illness on the Job 70 
Lock-Down Drill 70 
Maintenance Requests 71 
Misuse of Property 71 
Monitoring and Surveillance 71 
OSHA Policy – Hepatitis B Vaccinations 72 
Personal Property 72 
Safety Policy 72 
Tobacco Use 73 
Tornado Drills 73 
Use of Personal Vehicles for School Activities 73 
Weapons 73 
Whistleblower and Retaliation Policy 74 

The School’s Image 74 

Professional Image Standards 74 
Teaching Professionals’ Image 75 
At the End of Employment 76 

 



 
 
 

1 
 
 
 

INTRODUCTION 

This handbook is designed to acquaint you with The Montessori Academy of Arlington (The 
Montessori Academy or TMA) and provide you with information about the work environment, 
employee benefits, and some of the policies affecting your employment. This replaces and 
supersedes any previous version of the handbook. 

You should read, understand, and comply with all provisions of the handbook. The handbook 
describes many of your responsibilities as an employee and outlines the programs we have 
developed to benefit you. One of our objectives at The Montessori Academy is to provide a work 
environment that is conducive to both personal and professional growth. The policies in this 
handbook are intended for all employees of The Montessori Academy. Furthermore, nothing in this 
handbook should be construed to be an employment contract or create any contractual obligations 
whatsoever. This handbook shall in no way affect the at-will status of the employee.  

No employee handbook can anticipate every circumstance or question about every one of our 
policies. Further, there may be situations where the need arises for us to revise, add, or cancel 
policies. Therefore, The Montessori Academy reserves the right to add new policies, and to change 
or cancel existing policies at any time. We will notify you of any changes to the handbook as they 
occur. 

In addition to information contained herein, all employees must read and become familiar with all 
policies contained in the current TMA Family Guide. If employed in the licensed program, you also 
acknowledge and understand that you must comply with all Minimum Standards for Child-Care 
Centers. If you have any questions regarding your employment that are not addressed in this 
handbook or in the Family Guide, please consult with the Head of School.  

WELCOME FROM THE HEAD OF SCHOOL 

Our mission as a Montessori school is to equip children for life. The Parent-Teacher-Child Triangle 
graphically depicts the portrait of a TMA graduate; it also identifies that we choose to do our work in 
partnerships with families. In the school environment, professionals are expected to model the 
attributes daily and to provide opportunities within and outside of the classroom for children to 
develop the attributes. Likewise, in the home environment, parents are expected to model the 
attributes daily and to provide opportunities for children to develop the attributes. These attributes, 
developed in our students, are the outcomes of TMA’s educational program.  

Our vision is to extend our mission beyond children to integrate parents and professionals into a true 
learning community that impacts our neighboring communities and the greater Montessori 
professional community. So, the model is really three-dimensional. It is a triangular pyramid with 
three faces; each face depicting that each member is in the process of developing the attributes. 
Additionally, the surface of each triangle is mirrored representing that growth reflects outward and 
impacts others. Several years ago, I was kidded (very gently, of course) when I presented the 
“miramid” model of the vision. The mounted visual in the front office only displays the student face 
of the model; the other sides, professional and parent are equally important.  

All of us share responsibility for making the results of TMA’s educational program, as well as the 
“magic” of what goes on in Montessori classrooms, visible to parents. We all share the responsibility 
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of helping parents understand the value of the investment they are making; and we all share 
responsibility for equipping our children’s families so that they can continue the work we’ve begun. 

All of us in the school environment have responsibility to support student growth by: (1) modeling 
the attributes (to students, parents, and colleagues); (2) providing opportunities for students to 
develop the attributes; and (3) equipping parents to extend Montessori learning to the home 
environment.  

We must live the values in addition to getting results. Living these values is as important to TMA’s 
success as the excellence with which we, individually, execute our job responsibilities. In other 
words, living the values is a primary job responsibility that is shared by all job descriptions. 

 ̶  Pam Dunbar  

ABOUT THE SCHOOL 

History of TMA 

The Montessori Academy was formed as a not-for-profit 501(c)(3) private school in 1981 by a group 
of thirteen families. The school, originally named Arlington Cooperative Montessori School, was 
established as a parent cooperative that would provide high quality education at a reasonable price 
for preschool and elementary students. In January 1986, the name of the school was changed to The 
Montessori Academy (TMA).  

TMA has grown from two Preprimary classrooms and one Elementary classroom to its present 
enrollment of over 200 students, Infants through sixth grade. A Toddler classroom was added in 
1987, Extended Care in 1988, and full-day Preprimary and Preprimary Extension classes added in 
1991. The current Elementary schedule of four academic days and Enrichment Friday was added in 
1996. A middle school pilot was conducted between 1996 and 1999. In 2011, the Preprimary Bridge 
program was discontinued. In 2012, the Preprimary program name was changed to the Early 
Childhood program. Most recently, an Infant class was added in 2014. 

The physical home of TMA has changed several times since its formation. A church, a warehouse, 
and a vacated real estate appraisal building with a concrete playground provided housing for the 
educational program for eighteen years. While the outside facades of the buildings were 
nondescript, the classrooms within were always beautifully prepared learning environments. Three 
years of planning went into creating a new facility whose quality matches the quality of the 
educational programs. The current 10.29 acre-site was acquired in May 1997, groundbreaking was 
held on October 1, 1998, and the school moved into its present facility in August 1999. In 2019, we 
purchased an additional 3 acres of land fronting Arkansas Lane, which allows for future development 
and better visibility from the main roadway. 

Who We Are 

The Montessori Academy is a Montessori school consistent with the method of operation devised by 
Maria Montessori and approved by the American Montessori Society and other Montessori 
organizations. All employees must be able to endorse the purpose, ideals, and goals which are the 
foundation of TMA to ensure an environment which stimulates learning. The school shall adhere to 
the basic philosophy of Maria Montessori but remain mindful of other thinkers. TMA views 
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Montessori as an approach to childhood education - - a response to life, but not a "pure" or fixed 
method. Therefore, TMA possesses its own quality and uniqueness. The central criterion for its 
practices is the needs of the children it strives to serve.  

Accreditation and Professional Standards  

The school's educational program has met the exacting accreditation standards of the American 
Montessori Society (AMS) since 1994. TMA has also been recognized by the Texas Education 
Agency (TEA) as an accredited non-public school through Texas Association of Accredited Private 
Schools (TAAPS) accreditation since 1999 and the Southern Association of Colleges and Schools 
(SACS), part of Cognia, since 2007. Based on these accreditations, TMA was granted an exemption 
from childcare licensing in 2003 for Early Childhood and above. Since then, we have licensed all 
programs with the exception of the Elementary school day program through the Texas Department 
of Family and Protective Services. A copy of the Texas Minimum Standard Rules for Licensed 
Childcare Centers is available for review and is located in the front office area. 

The school has also sought to measure its educational program against national standards as well. In 
1999, TMA was recognized by the U.S. Department of Education as a Blue Ribbon School, the only 
Montessori school in the country to receive the award that year.  

 

Montessori professional employees continue to strengthen the educational program through an on-
going review and development process. Strong elementary grade-level standardized test scores, 
typically in the 90th percentiles (National School Percentile Rank), also attest to the strength of the 
school’s educational program and the teaching faculty.  

At minimum, all Infant, Toddler, Early Childhood, and Elementary classroom lead teachers have a 
Montessori teaching credential, for the age group they teach, from a MACTE (Montessori 
Accreditation Council for Teacher Education) accredited teacher-training center. In addition, all 
Elementary, and most Early Childhood, Toddler, and Infant lead teachers have a college degree. 
Our teachers have a sense of mission in working with children and demonstrate high standards for 
themselves and their students.  

The school promotes a culture of professional growth in a number of ways. As required by Childcare 
Regulation, all staff members are required to complete at least 24 hours of professional 
development each year. Teachers, in collaboration with the program administrator, identify areas of 
desired or needed professional development. In addition to workshops and study groups on-site, 
teachers are encouraged to attend workshops and conferences, locally and out-of-state. A number 
of TMA teachers and administrative employees also serve as AMS school consultants, members of 
school accreditation teams, teacher educators, and workshop presenters at local and national AMS 
conferences. During each re-accreditation cycle, AMS school consultants observe each teacher and 
work with Head of School as part of the formal re-accreditation process.  

Our Organizational Structure  

The Montessori Academy is chartered as a non-profit corporation in the state of Texas. All parents 
with currently enrolled children are automatically members of the corporation. The corporation is 
comprised of school community members. As defined by the Bylaws, parents and legal guardians of 

https://hhs.texas.gov/sites/default/files/documents/doing-business-with-hhs/provider-portal/protective-services/ccl/min-standards/chapter-746-centers.pdf
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enrolled students and employees all have voting power in Board member elections. A Board of 
Trustees is the governing body of the school and, as such, has ultimate responsibility for approving 
all matters of policy. The Board of Trustees hires, evaluates, and sets salary for the Head of School. 
The Head of School is held accountable for the day-to-day operation of the school. Simply stated, 
the Board only develops policy; the Head of School applies and implements policy in all day-to-day 
operations.  

The Role of the Head of School 

The Head of School is responsible for all aspects of the day-to-day operation of The Montessori 
Academy. The Head of School is held accountable for operations, budgets, and enrollment. The 
Head of School is also responsible for maintenance, finances, publicity, fund-raising, and student 
recruitment. The Head of School and teaching staff are responsible for specific classroom activities. 
Ultimately, the Head of School is responsible for ensuring the supervision of all TMA employees. 

Organizational Chart 

THE MONTESSORI ACADEMY MISSION STATEMENT 

To provide quality Montessori education to a diverse student population in 
partnership with parents.The Montessori Academy Belief Statements 

• We believe that Montessori classrooms are based on the principle of respect: respect for the 
child, respect between children, respect for individual and cultural differences, respect for the 
teacher, parents, and for the Montessori materials. 

• We believe that children learn best when they are active participants in their own learning and 
are expected to work to their potential. 
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• We believe that TMA students are in the process of becoming academic achievers with a love 
of learning, critical thinkers, creative problem-solvers who use technology as a tool, 
peacemakers, protectors of the environment and its resources, and responsible, productive and 
caring community citizens. 

• We believe that the triangle of child-parent-teacher working together facilitates optimal 
learning and high self-esteem. 

TMA Vision Statement for the Educational Program 

The Montessori Academy, in partnership with parents and community, is committed to providing an 
affordable, quality Montessori program for students of diverse abilities, economic, and cultural 
backgrounds in a way that: 

• Provides individualized learning and group experiences; 

• Integrates learning across all subjects and makes connections with real-world application of 
knowledge; 

• Infuses and integrates technology into the academic curriculum and classroom environment; 

• Promotes respect for all cultures; and 

• Develops a sense of community 
so that students become academic achievers with a love of learning, critical thinkers, creative 
problem-solvers who use technology as a tool, peacemakers, protectors of the environment and its 
resources, and responsible, productive and care community citizens. 

 

The Parent-Teacher-Child Triangle 
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Teacher’s Roles & Responsibilities Parental Roles & Responsibilities 

CLASSROOM ARCHITECT, BUILDER, AND 
GUARDIAN: Continually creates a classroom 
environment to meet the changing needs of 
the children (cognitive, physical, emotional, 
and social). Establishes and enforces classroom 
rules, routines, and procedures. Identifies 
volunteer opportunities and coordinates 
volunteer efforts to meet classroom needs. 

LIFETIME ROLE MODEL: Promotes development of 
independence, responsibility, and accountability of 
the child by modeling and reinforcing desired 
behaviors. Provides boundaries and choices; uses 
logical consequences in discipline. Applies 
Montessori principles in the home and to parenting. 

INSTRUCTIONAL DESIGNER, FACILITATOR, 
AND ASSESSOR: Passionate about meeting 
the child’s needs using Montessori philosophy 
and methodology. Provides individual children 
with appropriate, challenging work. Shares 
information with parents regarding academic 
and developmental progress. 

RESPECTER OF MONTESSORI PROFESSIONAL: 
Seeks to understand how things are done in a 
Montessori classroom. Actions reinforce the 
Montessori approach and support the fundamental 
Montessori tenet of the teacher’s authority in the 
classroom. 

CLASSROOM ROLE MODEL: Promotes 
development of independence, responsibility, 
and accountability of the child by modeling 
and reinforcing desired behaviors. Provides 
boundaries and choices; uses logical 
consequences in discipline. 

COLLABORATIVE PROBLEM-SOLVER: Partners with 
teacher in problem solving to improve the 
educational experience for the child. 

CLASSROOM AUTHORITY: Works with child 
in a manner consistent with Montessori 
philosophy; respects the child and provides 
freedom within limits. 

INSTRUCTIONAL SUPPORTER: Passionate about 
learning about the Montessori method. Reads 
Tomorrow’s Child magazine and newsletter articles; 
attends parent/teacher conferences and workshops. 
Asks the classroom teacher, “What can I do to 
support my child?” Follows through on agreed-upon 
steps. 

FACILITATOR OF PROBLEM-SOLVING: 
Promotes development of the child’s problem-
solving skills. Asks questions to help the child 
solve his/her own problems rather than solving 
problems for him/her. Allows child to 
experience consequences of his/her actions. 

FACILITATOR OF PROBLEM-SOLVING: Promotes 
development of the child’s problem-solving skills. 
Asks questions to help the child solve his/her own 
problems rather than solving problems for him/her. 
Allows child to experience consequences of his/her 
actions. 

COLLABORATIVE PROBLEM-SOLVER: 
Partners with parent in problem solving to 
improve the educational experience for the 
child. 

VOLUNTEER: Volunteers time, energy, and resources 
to identified school/classroom needs. Checks the 
TMA website or with staff for available community 
service opportunities. Asks teachers, “How can I 
help?” Parent follows the lead of the classroom 
teacher in working in the classroom and respects 
his/her classroom guidelines and processes. 
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Vision Statement 

To build TMA into a “great” Montessori learning community, sustainable and independent of any 
one person’s leadership, with impact beyond the school community to the local community and 
greater Montessori professional community.  

Strategic Priorities include the following: 

• Marketing 

• Administrative Leadership Capacity 

• Learning Community Development 

• Teacher Training Center 

• Funding the Future 

• Board Development 

• Facilities Development 

CODE OF ETHICS OF THE AMERICAN MONTESSORI SOCIETY 

Every employee of The Montessori Academy must follow the established American Montessori 
Society Code of Ethics. [Adopted 1969, AMS Board of Directors. Expanded 1975. Updated 2008 
and 2010.] 

As American Montessori Society members, we pledge to conduct ourselves professionally and 
personally in ways that will reflect our respect for each other and for the children we serve. We will 
do whatever is within our talents and capacity to protect the rights of each child to have the freedom 
and opportunity to develop his full potential. 

Principle I - Commitment to the Student 

In fulfillment of the obligation to the children, the educator: 

• Shall encourage independent action in the pursuit of learning. 

• Shall protect the opportunity to provide for participation in educational programs without 
regard to race, sex, color, creed, or national origin. 

• Shall protect the health and safety of students. 

• Shall honor professional commitments, maintain obligations and contracts while never soliciting 
or involving students or their parents in schemes for commercial gain. 

• Shall keep in confidence information that has been secured in the course of professional 
service, unless disclosure serves professional purposes or is required by law. 

Principle II - Commitment to the Public 

The Montessori educator shares in the responsibility for the development of policy relating to the 
extension of educational opportunity for all and for interpreting educational programs and policies 
to the public. 

In fulfilling these goals, the educator: 

• Shall support the American Montessori Society and not misrepresent its policies in public 
discussion. Whenever speaking or writing about policies, the educator should take the 
precaution to distinguish his private views from the official position of the Society. 

https://amshq.org/Educators/Membership/School-Membership/Member-Code-of-Ethics
https://amshq.org/Educators/Membership/School-Membership/Member-Code-of-Ethics
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• Shall not interfere with or exploit the rights and responsibilities of colleagues within the 
teaching profession. 

Principle III - Commitment to the Profession 

The Montessori educator makes efforts to raise professional standards and conditions to attract 
persons worthy of trust to careers in Montessori education. 

In fulfilling these goals, the educator: 

• Shall extend just and equitable treatment to all members of the Montessori profession. 

• Shall represent his own professional qualification with clarity and true intent. 

• Shall apply for, accept, offer, recommend, and assign professional positions and responsibilities 
on the basis of professional preparation and legal qualifications. 

• Shall use honest and effective methods of administrating his duties, use of time, and 
conducting business. 

Employees must be aware that the evaluation of a child’s progress or performance is the ultimate 
responsibility of the teacher alone. Inquiries must be referred to the child’s teacher. 

EXPECTATIONS OF A TMA MONTESSORI PROFESSIONAL 

The job description of a Montessori professional at TMA has expanded beyond traditional classroom 
responsibilities to include marketing and parent education. While parents choose private education 
for a myriad of reasons, they continue to choose to invest in private education year-after-year for one 
primary reason, the quality of the teaching professionals. Parents must understand the value and the 
outcomes of the Montessori education they are investing in for their children. Who is better 
equipped to tell the story or describe the “magic” that occurs within the classroom community than 
a Montessori teacher?   

As a result, TMA Montessori professional employees have the primary responsibility for the retention 
of students and are expected to actively participate in internal marketing efforts. The purpose of 
internal marketing (marketing to our current families) is to help parents understand the value of the 
Montessori education their child is receiving and to “strike the imagination” regarding what occurs 
at the next level of learning. Strategies include building strong relationships with classroom families, 
educating classroom families about Montessori philosophy and methodology at the classroom and 
program level, participating in school-wide parent education events, and posting classroom or 
student news that makes “visible” the Montessori learning experience and resulting outcomes. 
Montessori professionals should consider each conversation with a parent as a parent development 
opportunity. Using technology to facilitate communication with parents will continue to be an on-
going area of focus and skill development for Montessori professionals.  

In summary, “student” now has a broader definition. The TMA Montessori professional’s “students” 
include classroom children, classroom parents, and other TMA families. In addition to meeting the 
needs of student customers, the Montessori professional takes responsibility for communicating 
what goes on within the classroom walls and how parents can provide support at home to reinforce 
the development of their children. As “our” children will be with their families long after they leave 
our classrooms, investing in the education of their parents will multiply the return on our investment 
in the lives of the children we serve.  
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Attributes of a TMA Montessori Professional 

(based on the attributes within the Parent-Teacher-Child Triangle) 

A TMA Montessori professional is… 

• Observant, reflective, continuously learning and improving all facets of self and job 
performance. Is proactive in seeking professional development opportunities that will increase 
his or her educational expertise and ultimately enhance student achievement. 

• Dressed in such a way that reflects pride as a professional and confidence in self and abilities. 
(see TMA Professional Image, page 75)  

• Trustworthy; has integrity; and is responsible and accountable for actions. Readily 
acknowledges responsibility for actions. Acknowledges poor choices, articulates what he/she 
will “do differently,” and makes amends to restore relationships. Can be counted on to follow-
through on what he/she commits to do.  

• A confident, competent learner. Applies learning to self; classroom; and beyond. Shares 
knowledge with other Montessori professionals.  

• Academically prepared. Meets academic standards required by AMS to be a credentialed 
Montessori teaching professional. 

• Independent. Is committed to learning how to be self-sufficient professionally. Proactively seeks 
out opportunities for skill development in areas of needed growth.  

• Intrinsically motivated and autonomous. Able to work independently or collaboratively in a 
group. Does whatever it takes to get the job done – time, energy, etc. Meets deadlines.  

• Focused on work while at work. Does not allow personal circumstances to affect work quality or 
productivity.  

• A critical and creative thinker and problem-solver. Sees problems as an indication that 
something is not working or an individual’s need is not understood or being met, represents an 
opportunity for improvement. Takes ownership of problems by sharing possible solutions or 
next steps when discussing the problem with his/her supervisor. Learns from previous 
experience; anticipates possible problem and addresses it proactively. Always informs the 
supervisor to avoid blindsiding.  

• Socially responsible & compassionate. Demonstrates patience and kindness towards 
colleagues, children, and parents; seeks to understand another person’s perspective before 
judging; extends compassion; and is able to receive expressions of caring from others.  

• A peacemaker and relationship builder. Is committed to developing healthy relationships with 
children, parents, and other employees. Actively nurtures harmony among professional 
community; is proactive with problem solving, does not talk in a disparaging way about 
colleagues. Is willing to ask, “Have I done or said something that offended you?” Has the 
relational skills to work through conflict in a way that the relationship is strengthened, not 
damaged. Seeks win-win over compromise. Actions strengthen the professional community, not 
divide it.  

• Able to handle external authority. Follows school policies and procedures regardless of who’s 
watching; works constructively to change school policy if disagrees. Follows school guidelines 
for the use of school resources for personal work.  

• A protector of the environment and its resources. Takes ownership of the whole school; is 
fiscally responsible with budget resources; and a wise steward of other school resources.  
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• A respecter of all persons. Demonstrates through words and actions respect for diversity in all 
forms including individual and cultural differences as well as differences in beliefs and 
perspectives on issues. Seeks to understand another person’s point of view.  

• A productive, caring community citizen. Is actively involved in the school beyond classroom 
walls; includes serving on school committees and/or Board of Trustees.  

• A skilled communicator. Uses all forms of media – oral, written, and electronic –to effectively 
communicate. Sees every conversation with a parent as an opportunity to educate the parent 
about their child (development, needs, and progress) and Montessori philosophy. 

  

GENERAL EMPLOYMENT POLICIES 

Equal Employment Opportunity 

In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at The Montessori Academy will be based on merit, qualifications, and 
abilities. The Montessori Academy does not discriminate in employment opportunities or practices 
on the basis of  race, color, religion (unless it is required as a bona fide occupational qualification), 
sex, national origin, age, gender, sexual orientation, marital status, disability, genetic information, or 
any other characteristic protected by law. 

This policy covers all aspects of employment, including selection, job assignment, compensation, 
discipline, termination, and access to benefits and training. 

If you have a question or concern about any type of discrimination in the workplace, you are 
encouraged to bring the issue to the attention of the Head of School. At The Montessori Academy, 
be assured that you can raise concerns and make reports without fear of reprisal. Further, anyone 
found to be engaging in any type of unlawful discrimination will be subject to corrective action, up 
to and including termination of employment. 

Non-Discrimination Policy 

It is the policy of The Montessori Academy to maintain a school environment that is free from 
discrimination and to conduct its educational practices, admissions program, financial aid policies, 
hiring, and other school-administrative programs on the basis of an individual’s qualifications and 
abilities. The Montessori Academy does not discriminate on the basis of race, color, religion (unless 
it is required as a bona fide occupational qualification), sex, national origin, age, gender, sexual 
orientation, marital status, disability, genetic information, or any other characteristic protected by 
law. 

Hiring Process 

Applicants are required to complete an Application for Employment form. References and previous 
employers will be contacted with the applicant’s permission, to confirm and evaluate qualifications. 
The applicant may also submit written letters of reference. 

Upon request by the Head of School, TMA employees, Board members, and parents may be 
involved in the selection process by serving as members of a selection panel. TMA teachers may also 
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be asked to observe a prospective teacher candidate in his/her current teaching environment and 
provide information to the selection panel. The selection panel makes recommendations regarding 
the hiring of individual candidates, but the final decision is made by the Head of School. 

As with any appointment, a written Letter of Offer shall be extended to the prospective employee. 
This offer letter shall include position, date of employment, salary, and any special conditions of 
employment. However, this Letter of Offer does not constitute a contract or a promise of 
employment for a specific duration and in no way effects the at-will status of the employee. 

A written job description is provided for each position. This job description includes a statement of 
purpose, specific duties and responsibilities, and qualifications for employment.  

The Montessori Academy requires that all employees have a Tuberculin Test showing they are free 
of contagious TB prior to their first day of employment.  A written record of the test will be on file in 
the office. Employees must also pass a criminal history/central registry check. Required employment 
forms and documentation must also be completed and on file. Failure to do so may jeopardize or 
delay employment. The Montessori Academy subscribes to all health and safety procedures outlined 
by the federal, state, county, and city authorities (e.g., Health and Fire Departments). Negligence or 
disregard of health and safety procedures on the part of an employee may result in corrective action 
including separation from The Montessori Academy. 

Disability Accommodation 

The Montessori Academy is committed to complying fully with the Americans with Disabilities Act 
(ADA) and ensuring equal opportunity in employment for qualified persons with disabilities. 

All employment practices and activities are conducted on a non-discriminatory basis. Our hiring 
procedures have been reviewed and provide persons with disabilities meaningful employment 
opportunities. Pre-employment inquiries are made only regarding an applicant’s ability to perform 
the duties of the position. 

Reasonable accommodation is available to an employee with a disability if the disability affects the 
performance of job functions. We make all employment decisions based on the merits of the 
situation in accordance with defined criteria, not the disability of the individual. 

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or 
changes in compensation) as well as job assignments, classifications, organizational structures, 
position descriptions, lines of progression, etc. We make leave of all types available to all employees 
on an equal basis. 

The Montessori Academy is also committed to not discriminating against any qualified employee or 
applicant because the person is related to or associated with a person with a disability. The 
Montessori Academy will follow any state or local law that provides individuals with disabilities 
greater protection than the ADA. 

This policy is neither exhaustive nor exclusive. The Montessori Academy is committed to taking all 
other actions necessary to ensure equal employment opportunity for persons with disabilities in 
accordance with the ADA and all other applicable federal, state, and local laws. 
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Drug and Alcohol Free Workplace 

The Montessori Academy is committed to providing a safe, healthy, and efficient working 
environment for all employees. Employees are expected and required to report to work on time and 
in appropriate mental and physical condition for work. To help achieve this goal, employees are 
expected to report to work fit for duty and not under the influence of alcohol and/or drugs. 
Employees are prohibited from: 

• Possessing, distributing, selling, manufacturing, using, or being under the influence of any 
illegal drug on or off duty (including on school premises, while attending school activities or 
while on school business). Drugs can stay in the body and affect performance later on. 

• Consuming alcoholic beverages while on school premises, in school vehicles, or while on school 
business or time, bringing alcohol onto school premises; or being under the influence of 
alcohol while on school time or business or while attending school activities; and  

• Abusing prescription drugs or possessing prescription drugs that have not been prescribed for 
the employee by a physician.  

Employees using prescription drugs according to a physician’s instructions or using over-the-counter 
drugs for medicinal purposes should, in the event such drugs would impair their physical, mental, 
emotional, or other faculties, notify the Head of School.  

When there is evidence to reasonably suspect that an employee has reported to work or is working 
impaired due to alcohol or drugs, the employee may be asked to submit to alcohol and drug 
testing. Any employee involved in either a job-related accident or incident involving the apparent 
violation of a safety rule or standard, which did or could have resulted in serious injury or property 
damage, may be asked to submit to alcohol and drug testing.  

Violation of these rules, including: (1) a test indicating being under the influence of alcohol or the 
presence of unlawfully used drugs in an employee’s system; (2) refusal to cooperate with the school 
in any test, search, or investigation, or failure to execute any paperwork or consent forms necessary 
for examinations or tests; (3) possession of, distribution of, or consumption of unlawful or abused 
drugs, unauthorized alcohol, or drug paraphernalia; (4) tampering with or adulterating a test sample; 
or (5) unlawful conduct on or off duty will result in discipline, including immediate termination of 
current employees or disqualification of an applicant. 

Employees who refuse to submit to a test, or test positive for alcohol or unlawful drugs may be 
disqualified for unemployment compensation benefits and/or workers’ compensation benefits.  

All information relating to drug and/or alcohol screens is to be kept strictly confidential. Under no 
circumstances may the results of a drug and/or alcohol screen be discussed with individuals that do 
not have a work-related need to know. 

While the school does not condone the abuse of alcohol, prescription drugs, and/or use of illegal 
drugs, it does recognize that addiction to drugs and/or alcohol can be treated. If an employee 
recognizes a personal addiction or abuse problem, he or she is encouraged to use the school’s 
health insurance plans, as appropriate. Conscientious efforts to seek help for an alcohol or substance 
abuse problem will not jeopardize your job and will not be noted in your personnel records. In 
addition, the confidential nature of the employee’s counseling and rehabilitation for drug and/or 
alcohol abuse will be preserved. 
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All employees of The Montessori Academy must, as a condition of employment, abide by the terms 
of this policy, submit to drug and alcohol testing, and report any conviction under a criminal drug 
statute for violations occurring on or off school premises or while conducting school business. A 
report of a conviction must be made to the Head of School within five days after the conviction. For 
more detailed information, employees may consult with the Head of School. 

Drug Screening 

Drug screening is not part of the pre-employment process at The Montessori Academy. Should the 
need arise, The Montessori Academy’s drug screening policy is intended to comply with all state 
laws governing drug testing and is designed to safeguard employee privacy rights to the fullest 
extent of the law. Additionally, the school reserves the right to require that employees injured at the 
school submit to a drug screen.  

A laboratory licensed by the state will conduct any drug testing required or requested by the school. 
The school will incur all expenses related to the test. If the employee receives notice that the 
employee's test results were confirmed positive, the employee will be given the opportunity to 
explain the positive result. In addition, the employee may have the same sample retested at a 
laboratory of the employee's choice (at the employee’s cost). 

If there is reason to suspect that the employee is working while under the influence of an illegal drug 
or alcohol, the employee will be placed on administrative leave until the results of a drug and 
alcohol test are made available to The Montessori Academy by the testing laboratory. Where drug 
or alcohol testing is part of a routine physical or random screening, there will be no adverse 
employment action taken until the test results are in. 

All testing results will remain confidential. The employee must sign a consent form prior to the 
release of results. Test results may be used in arbitration, administrative hearings, and court cases 
arising as a result of the employee's drug testing. Results will be sent to federal agencies as required 
by federal law. If the employee is to be referred to a treatment facility for evaluation, the employee's 
test results will also be made available to the employee's counselor.  

Failure to submit to a drug test or drug screening, when requested, may result in corrective action, 
up to and including, termination of employment. 

No Harassment 

We do not and will not tolerate unlawful harassment of our employees or students. The term 
"harassment" includes, but is not limited to, slurs, jokes, and other verbal, graphic, or physical 
conduct relating to an individual's  race, color, religion (unless it is required as a bona fide 
occupational qualification), sex, national origin, age, gender, sexual orientation, marital status, 
disability, genetic information, or any other characteristic protected by law.. "Harassment" also 
includes, but is not limited to, sexual advances, requests for sexual favors, offensive touching, and 
other verbal, graphic, or physical conduct of a sexual nature such as: 

• Unwanted sexual advances.  

• Offering employment benefits in exchange for sexual favors.  

• Making or threatening reprisals after a negative response to sexual advances.  
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• Visual conduct that includes leering, making sexual gestures, or displaying of sexually 
suggestive objects or pictures, cartoons, drawings, or posters.  

• Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.  

• Verbal sexual advances or propositions.  

• Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, 
sexually degrading words used to describe an individual, or suggestive or obscene letters, 
notes, or invitations.  

• Physical conduct that includes touching, assaulting, or impeding or blocking movements. 

Violation of this policy will subject an employee to disciplinary action up to, and including, 
immediate discharge. 

If you feel that you are being harassed in any way by a coworker, parent, student, or by an employee 
of a vendor, you should notify one of the individuals designated below immediately. In addition, if 
you believe that a student is being harassed in any way by an employee, parent, student, or by an 
employee of a customer or vendor, you should notify your supervisor or one of the individuals 
designated below immediately. Any such matter will be thoroughly investigated, and where 
appropriate, disciplinary action will be taken. 

You should also be aware that no supervisor or other member of our administrative team is 
authorized to make any employment decision based in any way on an employee's submission to or 
rejection of sexual conduct or advances. No supervisor or other member of our administrative team 
has the authority to suggest to any employee that the employee's continued employment or future 
advancement will be affected in any way because the employee enters into or refuses to enter into 
any form of sexual or other personal relationship with the supervisor or member of our administrative 
team. No supervisor or member of our administrative team may coerce an employee into a sexual 
relationship and then reward the employee. No supervisor may take disciplinary action against an 
employee or deny a promotion, transfer, award, etc. to an employee because he or she has rejected 
sexual advances. 

In addition, no faculty member or other employee is authorized to make any academic or disciplinary 
decision based in any way on a student’s submission to or rejection of sexual conduct or advances. 
No faculty member or other employee has the authority to suggest to any student that the student’s 
continued attendance or future advancement will be affected in any way because the student enters 
into or refuses to enter into a form of sexual or other personal relationship with the faculty member 
or other employee. If you believe that a supervisor, member of our administrative team, employee, 
parent, customer, or vendor has acted inconsistently with this policy, please immediately contact 
either (1) Head of School, or (2) another administrator.  

You will not be penalized in any way for making a good faith report of improper conduct. If you 
believe that you have been retaliated against for making a report under this policy in good faith, 
please immediately contact one of the above individuals. 

Please do not assume that the School is aware of your problem. Please bring your complaints and 
concerns to our attention so that we can resolve them. 
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Grievance Procedure  

Whenever possible, grievances should be resolved by discussion between the parties directly 
involved. When such discussion does not result in a satisfactory resolution, the following procedures 
will be followed: 

1. Discuss the grievance with the appropriate administrator. 
2. If this discussion does not result in a satisfactory solution, discuss the grievance with the 

Head of School. 
3. If this discussion does not result in a satisfactory solution, a written complaint should be sent 

to the attention of the Board Secretary who will bring the grievance to the attention of the 
Executive Committee. The TMA Board Executive Committee will review the grievance and a 
resolution will be effected within fifteen (15) school days of the initial presentation. Should 
the individual be dissatisfied with the decision, he/she may present the grievance to the full 
Board of Trustees. 

Employment of Minors 

Occasionally, The Montessori Academy may hire students or other minors to perform tasks at the 
school or work various summer camps and programs. The school will use the following guidelines 
when employing a minor: 

No persons under the age of fourteen may be employed by The Montessori Academy.  

Minors who are between the ages of fourteen and eighteen may be employed under the following 
conditions:  

• This employment must not interfere with the minor’s health or well-being.  

• If the minor is enrolled in school, this employment may not be during those hours when the 
minor is required to attend classes.  

• The employment must conform to the periods and conditions of employment as specified in 
the Child Labor Provisions of the Fair Labor Standards Act.  

Minors must not be employed in connection with any of the prohibitive work activities outlined in the 
Child Labor Provisions of the Fair Labor Standards Act or appropriate State Labor Law.  

The provisions of this policy shall not apply to any minor who:  

• has graduated from high school or has the equivalent of a high school diploma; or  

• is or has been lawfully married, or is a parent.  

Copies of documents to support these exceptions must be in the minor’s personnel file maintained 
by the business office.  

Before any minor is employed, The Montessori Academy will obtain from the minor a verification of 
age by requiring the minor to provide the school with an age certification provided by the last 
school attended.  
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COMPENSATION & BENEFITS 

Your Pay  

Salary Scale and Revision Policy 

The Montessori Academy’s salary scale is based on the average full-day and half-day monthly 
salaries (relative to years of experience) published in the American Montessori Society (AMS) Salary 
Survey. The salary scale is reviewed periodically and adjusted when a new AMS salary survey is 
published. The Board of Trustees approves the salary scale. The Head of School uses the salary scale 
to set salaries of individual teachers. Factors considered when determining an individual teacher’s 
salary include years of experience, Montessori teaching credentials, and education. 

Periodically the Head of School will revise the TMA Salary Scale using the results from the published 
AMS Salary Survey. The average full-day and half-day monthly salaries from the Salary Survey are 
used as the median for each scale. Adding 10% to and subtracting 10% from the median determine 
the high and low figures. The Board of Trustees approves all revisions of the salary scale.  

Employee Categories and Classifications 

The Fair Labor Standards Act requires all employees to be classified according to the overtime 
provisions of the law. For the purpose of paying any compensation, all employees are classified as 
either “Exempt” or “Non-Exempt” from overtime compensation in compliance with federal law. 
Exempt employees receive a salary to cover all hours worked and are not eligible for overtime pay.  

The Head of School is responsible for classifying all employees into one of three categories for 
eligibility to receive certain benefits offered by The Montessori Academy. These categories are 
defined as: 

• FULL-TIME – An employee who is regularly scheduled to work thirty hours or more per week. 
These employees are typically eligible for most employee benefits, subject to the terms and 
conditions written in each benefit plan document.  

• PART-TIME – An employee who is regularly scheduled to work less than thirty hours per week. 
Part-time employees are typically not eligible to participate in employee benefit plans but are 
eligible for tuition discounts based on the number of hours they work per week.  

• TEMPORARY [or SEASONAL] – An employee, such as a Substitute Teacher, who is hired for a 
specific period of time and is not expected to establish a continuity of service. These 
employees are not eligible to participate in employee benefit plans. 

Salaried-Exempt Employees and Deductions 

The school treats certain employees as being “salaried-exempt,” meaning among other things that 
they are executive, administrative, or professional employees (teachers are exempt under a different 
FLSA standard other than the salary test) paid on a “salary basis” who are exempt from the 
minimum-wage, overtime, and timekeeping requirements of the federal Fair Labor Standards Act. 
Note that this policy regarding deductions does not apply to teachers even though they are exempt, 
regardless if they are paid on a salary basis. 
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General Rule: Being paid on a “salary basis” means that generally the employee regularly receives a 
predetermined amount of pay which is not subject to reduction because of variations in the quality 
or quantity of work performed. Subject to the exceptions listed below under Permissible Deductions, 
such a salaried-exempt employee will receive the full salary for any workweek in which the employee 
performs any work, without regard to the number of days or hours worked. Under this general rule, 
deductions from the employee’s predetermined salary will not be made for absences occasioned by 
the school or by the operating requirements of the business. (Note: If an employee does not work 
for an entire workweek, the employee need not be paid the salary for that workweek. If an employee 
is absent for part of a workweek and receives paid leave for the absence, such leave pay is deemed 
to be part of the salary payment.) 

Permissible Deductions: In the following circumstances, a salaried-exempt employee’s salary may 
be reduced:  

1. Proportional deductions may be made for whole-day absences due to personal reasons, 
professional leave, sickness, or disability (including accidents) in accordance with the school’s 
policy of providing compensation for loss of salary due to personal reasons, sickness, or 
disability. For example, deductions for such full-day absences may be made when the 
employee has not yet qualified for benefits under the personal/professional/sick/disability plan 
and when the employee has exhausted such benefits.  

2. The school may offset against the employee’s salary any amounts received by the employee as 
jury fees, witness fees, or military pay for the particular workweek. Other than such offsets, 
salary deductions will not be made for absences within a workweek caused by jury duty, 
attendance as a witness, or temporary military leave. 

3. Salary deductions may be made for penalties imposed in good faith for infractions of safety 
rules of major significance. Such deductions are for violations of major safety rules including 
those relating to the prevention of serious danger in the workplace or to other employees. 

4. Salary deductions may be made for unpaid disciplinary suspensions of one or more full days 
imposed in good faith for infractions of workplace conduct rules. This refers to suspensions 
imposed pursuant to the school’s written policy applicable to all employees regarding serious 
work-related misconduct.  

5. The school may pay a proportionate part of the employee’s full salary for the time actually 
worked in the first week of employment or the last week of employment. 

Prohibited Deductions/Complaint Procedure: In accordance with the General Rule, the school 
prohibits any other kind of salary reductions based upon the quantity or quality of work performed 
(i.e., such reductions other than those described under Permissible Deductions). If a salaried-exempt 
employee experiences a salary reduction and believes that it violates this policy, the employee is 
expected to report this promptly to the Accountant. The employee will not be penalized in any way 
for making such a complaint. It is the school’s policy to reimburse the employee for any such 
improper salary reduction.  

This policy is intended solely to implement FLSA regulatory requirements and is not to be 
considered any type of contract. 
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Additional Compensation for Exempt Employees 

Teachers at TMA may also be compensated for special types of curriculum development and/or 
additional responsibilities. Hours must be pre-approved by the Head of School or program 
administrator and documented as such on the employee’s timesheet. 

Overtime and Overtime Pay 

There may be times when the workday must be extended past regular working hours to meet the 
needs of The Montessori Academy. If this happens, we may schedule nonexempt employees to work 
overtime hours. When possible, we will try to let you know in advance of a mandatory overtime 
assignment. 

All nonexempt employees will be paid overtime compensation in accordance with federal and state 
wage and hour restrictions. Overtime pay is based on actual hours worked. For this reason, time off 
for sick leave, vacation, and other paid or unpaid leaves of absence is not considered hours worked 
for the purpose of calculating overtime pay.  

If you fail to work scheduled overtime or work overtime without receiving your administrator's prior 
authorization, you may be subject to disciplinary action, up to and including possible termination of 
employment. 

Paydays and Paychecks 

Employees are paid every two weeks and may choose to have their pay distributed either over 21 or 
26 pay periods. In the event that an employee loses a paycheck, a replacement check will be 
reissued. However, the cost for reissuing a check, including the stop payment charge on the original 
check, will be deducted. Each paycheck includes earnings for all work performed through the end of 
the previous payroll period and deductions as required by law or by employee designation. 

Employees who have chosen to be paid by direct deposit will have these funds deposited into their 
selected accounts on the actual payday. 

Deductions from Pay 

The Montessori Academy is legally required to make certain deductions from every employee's 
compensation. Among these deductions are federal, state, and local taxes as appropriate. We are 
also legally required to deduct Social Security taxes on your earnings up to a maximum amount, 
which is called the Social Security "wage base." The Montessori Academy contributes to your Social 
Security as mandated by federal law. 

The Montessori Academy offers programs and benefits to eligible employees beyond those required 
by law. You may voluntarily authorize deductions from your paycheck to cover your portion of the 
cost of these programs.  

If you have questions concerning why a deduction was made from your paycheck or how your 
paycheck is calculated, contact the Accountant immediately. 
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Medical Insurance and Retirement Benefits 

Medical Plan 

We provide medical insurance coverage for our full-time employees who meet the eligibility 
requirements and who elect coverage. Coverage normally begins on the first day of the month 
following your employment provided that you have completed all necessary paperwork. It is your 
responsibility to notify the Business Office if you desire insurance coverage. The school currently 
pays a portion of the insurance premiums for our employees. Family coverage is also available. 
Contact the Accountant for more information. 

Our medical insurance plan is an excellent one. It provides the type of coverage needed to protect 
our employees and their families from catastrophic losses due to illness or injury. The Montessori 
Academy does not provide dental or vision insurance. You may obtain additional information about 
this plan through the Business Office. For specific details concerning eligibility and coverage, please 
be sure to consult the insurance contract itself. 

As with all other policies and benefits, the school reserves the right to change or eliminate benefits 
and/or contributions amounts at any time, as allowed by law.  

Optional 403B Plan 

There is a 403B plan available to all employees. Participation is voluntary; there is no matching of 
employee contributions by the school.  

Other Benefits for You 

Social Security Insurance 

Each pay period, we deduct a percentage of your pay, match it with the percentage mandated by 
federal law, and send it to the government to be deposited in your Social Security account. If you 
are not familiar with the retirement and disability benefits provided under Social Security, check with 
your local Social Security Office for a more complete explanation. 

Workers’ Compensation  

The Montessori Academy of Arlington provides Workers’ Compensation insurance to protect you in 
the event of a work related injury or illness. If you are involved in a work related accident or illness, 
notify your supervisor immediately on the same day the accident occurs. 

COBRA 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 
qualified dependents the opportunity to continue health insurance coverage under our health plan 
when a "qualifying event" occurs that would normally result in the loss of eligibility.  

Under COBRA, the employee, spouse, or dependent(s) pays the full cost of coverage at The 
Montessori Academy's group rates plus an administration fee. When you become a participant in 
The Montessori Academy’s health insurance plan, you will receive a written notice describing the 



 
 
 
 

20 
 
 

rights granted under COBRA. Because the COBRA notice contains important information about your 
rights and your obligations, please read it carefully. 

AMS Membership 

TMA pays annual AMS membership dues for Montessori classroom teachers and program 
administrators. 

Employee Tuition Discounts 

Tuition is discounted based on the number of hours worked by the employee on a weekly basis and 
on the number of children or grandchildren enrolled in The Montessori Academy. The tuition 
discounts are as follows:  

HOURS WORKED DESCRIPTION OF TUITION DISCOUNT 

1-15 hours per week 25% tuition discount on the first child; no second child discount* 

16-30 hours per week 25% tuition discount on the first child; 15% discount on second* 

31-40 hours per week 50% tuition discount on the first child; 25% discount on second* 

*Tuition discounts are not applicable for the Infant program.  

The Board of Trustees can change employee tuition discounts at any time. Employees are not 
eligible for the multi-child discounts noted in the Family Guide under Tuition Discounts. 

Financial Aid 

Families and staff who are eligible for tuition discounts must choose between the discount OR 
financial aid and may not receive both. If there are more children than there are discounts, the 
children not eligible for the discount may apply for financial aid. For instance, if there are 3 children 
in a family eligible for discounts and there are more than 3 children, the other children are eligible to 
apply for aid (see Financial Aid Policy). 

Extended Day 

Children and grandchildren of employees of The Montessori Academy are entitled to use Extended 
Day from 7:00-8:30 am and from 3:30-6:00 pm free of charge while employees are on the premises 
fulfilling their duties as employees of TMA or off-site attending training (with prior approval by Head 
of School). Employees are not required to pay the Extended Day Registration Fee. Employees 
needing Extended Day during non-working hours will be charged standard drop-in rate. 

Children who are not enrolled in a program at TMA may utilize this benefit based on space 
availability. Prior approval by the Extended Day program administrator and additional paperwork are 
required before utilizing this benefit. 

https://indd.adobe.com/view/53b669c4-445e-4ea3-86ca-051dec2a3ea1
http://marketing.tmaonline.info/acton/attachment/22371/f-f80dee93-84d1-4a87-a2e1-8d45cc2b8bb7/1/-/-/-/-/Financial_Aid_Policy_online.pdf?sid=TV2:3DqRIXqJE
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Community Service Fee Waived 

The Community Service Fee is waived for all employees who have children enrolled in The 
Montessori Academy. 

Other Fees 

Employees who have children enrolled in The Montessori Academy are responsible for paying the 
Application Fee and Tuition Refund Plan Premium. Employees receive a 50% discount on the initial 
application fee. The Tuition Refund Plan Premium payment will be calculated based on the 
discounted annual tuition amount. 

College Tuition 

The Montessori Academy is committed to assisting employees further their formal education 
through the completion of college degrees. Employees may request assistance for tuition costs for 
coursework related to their job or the need of the school. This request must be submitted by 
December preceding the anticipated coursework to be completed in the next fiscal year which 
begins September 1. Reimbursement for college coursework must be pre-approved by the Head of 
School. A receipt showing payment made and a copy of the grade report, with a grade of “C” or 
better, will serve as proof of course enrollment and completion. Related fees and books required by 
the college are not covered and are the responsibility of the employee. In return, the employee is 
expected to complete a three-year commitment to continue working at TMA, from the time that 
payment was made, or the employee must reimburse the school for tuition paid. Reimbursement will 
be prorated in the event that the three-year commitment is partially fulfilled. The Head of School has 
the discretion to distribute budgeted funds as seen fit. 

Conferences and Workshops 

Employees will submit requests, in writing, to the Head of School for approval to attend conferences 
or workshops. If approved, the employee will complete the required enrollment paperwork and 
submit it to the Head of School. The Head of School will ensure payment is made to cover 
enrollment fees. Employees may request that the school pay or reimburse related expenses, such as 
transportation or room and board. The Head of School has the discretion to distribute budgeted 
funds as seen fit. If the employee is unable to attend the conference and no refund is available, the 
employee may be asked to reimburse the school. 

Montessori Teacher Training 

The school may pay for some expenses for an employee’s AMS Montessori teacher training which is 
considered taxable income for any amount over $5,250. Approval must be obtained from the Head 
of School prior to enrollment in an AMS Montessori teacher training program. In the event that the 
school pays a portion or all of the employee’s Montessori teacher training tuition, the employee is 
expected to obtain the credential and complete a three-year commitment to continue working at 
TMA, from the time that payment was made, or must reimburse the school for tuition paid. Books 
required by the training are not covered and are the responsibility of the employee. Reimbursement 
will be prorated in the event that the three-year commitment is partially fulfilled. If the employee is 
participating in an “employer-sponsored training,” as defined by the Texas Workforce Commission, 
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the school will pay 100% of the tuition costs and the employee will not be required to reimburse the 
school by means of “cash, production of work without pay, or any other means.” The Head of School 
has the discretion to distribute budgeted funds as seen fit.  

Cultural Exploration Sabbatical 

The TMA Cultural Exploration Sabbatical (CES) was established in May 2011 to honor TMA teacher 
Sheryl Lanford for 23 years of passion in bringing the cultures of the world into TMA classrooms. 

The purpose of the CES is to provide TMA Montessori professionals with first-hand experience in 
another culture so that teachers can enrich the cultural experiences of not only their students, but all 
TMA students; and to increase the collective knowledge of world cultures and resources for 
cultural/continent studies. Resources include tangible tools such as individual and group activities, 
reference books, recipes, art, music, games, research projects, and books for oral reading to 
students. 

The CES is aligned with the following key TMA tenets:  

• Mission: To provide a quality Montessori education to a diverse student population in 
partnership with parents. 

• Vision: Create a Montessori learning community with impact beyond TMA. 

• POG Connection: Attributes of respecter of all persons, peacemaker, and caring, community 
(global) citizen. Key Strategy for preparing students for success in the 21st century. 

• Alignment with key TMA differentiator: Celebrating diversity 

Participating teachers will be expected to create: 

• A portfolio with concrete documentation of sabbatical experiences – journal, video, photo 
album, slide show, etc.; and 

• Lessons/projects/activities/units of study to be piloted in participants’ classrooms and then 
introduced as an action research project in all classrooms. 

Two teachers per year will be selected for CES. Cross-program teams are recommended; co-teacher 
or same-program teams are allowed if the sabbatical is scheduled during the summer months. 
Teachers must have a minimum of 3 years tenure at TMA to apply.  

Each teacher will be provided with two weeks paid leave for CES. TMA will pay up to $5,000 per 
teacher for approved CES expenses. The Head of School is the final decision maker regarding CES 
expenses.  

Paid leave will be funded from the operational budget; expenses funded from the Annual Fund if 
available. 

The selection process is as follows: 

• A team applies for CES by developing and submitting a proposal at least 6 months prior to the 
desired sabbatical dates. The proposal must include evidence of research done or to be done 
prior to sabbatical, identify country(ies) to be visited, describe experiences, provide a trip 
budget, and delineate expected outcomes as well as a method for socializing their learning 
with other TMA teachers. 

• Proposals are reviewed and recommendations are developed by a CES Committee, which is 
composed of a teacher from each program level and may include a program administrator. 
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Recommendations are made to HOS, who has the final approval regarding a team’s selection 
for CES. 

• Proposal submission deadlines are August 1 and January 1. A determination will be made and 
communicated to applicants within 30 days. 

• Teachers may apply for CES on consecutive years, without limit, provided their proposals are 
approved. 

Please remember: 

• Teachers are held to professional standards contained in Employee Handbook and expected to 
be ambassadors for Montessori and TMA. 

• This is not a benefit, right, or privilege. It is essentially a professional development opportunity 
that will enhance all TMA teachers’ ability to provide authentic cultural experiences for 
students. 

• This is not a family trip or vacation. 

In order to increase parent interest and our return on investment, please: 

• Solicit ideas from parents about countries to visit, areas to visit/things to experience within 
country(ies), people to talk to/connect with in a given country, possible host families, etc. A 
database will be maintained as a resource to strike the imagination of teachers. 

• Incorporate sharing at Annual Meeting (post trip) / Stepping Up Ceremony (sending off) 

Time Away from Work 

Personal Leave without Pay 

There may be the rare occasion when an employee is faced with an emergency or special 
circumstance and needs to take an unpaid personal leave of absence. The Head of School may grant 
a personal leave of absence without pay. Each request for a leave of absence will be evaluated on an 
individual basis, taking into consideration length of service, work record, staffing needs, and reason 
and length of the leave. To qualify for a personal leave of absence, the employee must be classified 
as a full-time employee and must have completed at least three months of full-time service at the 
time of the request. 

Employees may apply for a personal leave of absence to their administrator at least two weeks prior 
to the start date of the leave requested, unless there are emergency or unusual circumstances, 
describing the nature of the leave, the dates the employee expects to be away from work, and the 
date the employee intends to return. If the leave is emergency in nature, the two-week requirement 
may be waived.  

Employees who are granted personal leaves of absence are expected to exhaust any paid time off 
they have accrued before their leave status changes from paid to unpaid. Employees will not accrue 
additional paid time off while on an unpaid leave of absence. 

If an employee is granted and takes a personal leave of absence, his or her other benefits may be 
affected. The school cannot guarantee employees their original or equivalent position will be 
available when they return. 
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Unpaid Time Off 

There may be times when non-exempt employees will work less than their contracted number of 
hours for a variety of reasons, including the number of children in attendance on a given day. Paid 
time off will be used, on a weekly basis, to cover the scheduled hours.  

Ongoing use of PTO to cover contracted hours may result in a schedule change. An employee 
desiring a schedule change should contact his or her supervisor. An approved schedule change 
should be communicated to TMA’s Accountant as an adjustment in paid time off will need to be 
made commensurate with the revised hours.  

Paid Time Off (PTO) 

Paid time off (PTO) is provided to eligible exempt and non-exempt, salaried, and hourly employees. 
Categories of paid time off include vacation and paid leave days that can be used for illness or 
scheduled professional or personal leave days. Vacation days may not be combined with paid leave 
days and used consecutively. 

Eligible employees receive paid time off as follows: 

• Ten month employees receive ten paid leave days that can be used for illness or as professional 
or personal leave days. Twelve month employees receive twelve paid leave days that can be 
used for illness or as professional or personal leave days. An employee must submit a 
completed Employee Request for Time Off form, as soon as possible and not less than two 
weeks in advance, for professional and personal leave. All paid time off must be approved by 
the Head of School or designee. 

• Two weeks paid vacation for full-time 12 month employees. These days are earned the year 
prior to their use and do not carry over.  

• Full-time employees are eligible to receive holiday pay if they are normally scheduled on the 
day that the holiday is observed. Employees will be paid for the number of hours they are 
normally scheduled up to 8 hours per day. Non-exempt employees who work  on an 
established holiday, will be eligible for ‘equal time-off’ based on hours worked not to exceed 
regularly scheduled hours; exempt employees will receive their hourly rate for hours worked. 
Equal time-off must be used following the holiday worked and approved by the employee’s 
supervisor.  

Established Holidays  

The following are established holidays (please see school calendar for exact dates): 

• Memorial Day 

• Juneteenth 

• ndependence Day 

• Labor Day  

• Thanksgiving Break 

• Winter Break 

• Martin Luther King Day  

• Spring Break 

• Good Friday 

• If Holiday Care is offered on any of these holidays, employees may be asked to work. 
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Guidelines for scheduling and use of PTO are as follows: 

• Vacation and scheduled PTO requests for personal or professional leave must be submitted on 
the Staff Request for Time Off form and be given to the employee’s supervisor a minimum of 
two weeks prior to the date of requested time off. Requests are to be submitted with the 
understanding that approval is not automatic or guaranteed; that leave may be denied. Leave 
will not be approved without sub arrangements for teaching staff or coverage of key job duties 
for administrative staff, which is the responsibility of the staff member requesting time off. 

• Scheduled use of PTO (other than illness, surgery, or family emergency-related) must be spread 
throughout the year with no more than a total of 2 consecutive weeks scheduled in the months 
of June and July. 

• Black out Periods: Paid time off, including vacation, may not be scheduled during the months 
of August (last week of summer, staff work week, and the first two weeks of school) and May 
(final weeks of school and staff work week), or on scheduled professional development days 
without the written approval of the Head of School. 

• Scheduled use of Paid Time Off must be coordinated within classroom teams, program teams, 
or individuals that share related responsibilities or cover for each other (HOS/AHOS). In 
classrooms, only one person/classroom can be scheduled out at a time.  

• Staff members must prepare for their scheduled absences. Those taking time off must provide 
the designated substitute or responsible individual with detailed information about 
responsibilities that must be covered and other pertinent information.  

• Employees must note on their time sheets whether the time off is PTO or vacation. 
• If an employee is out for more than three consecutive days due to illness, a doctor’s note must 

be submitted to the employee’s supervisor. 

Vacation for Twelve (12) Month Employees 

Full-time employees who work in a twelve-month position receive two weeks paid vacation. These 
days are earned the year prior to their use and do not carry over. Vacation days may not be 
combined with Paid Time Off and used consecutively. Black out periods are consistent with those 
listed under Paid Time Off. All vacation days must be scheduled, following the Guidelines for 
scheduling and use of PTO, and be pre-approved by the employee’s supervisor.  

Family Leave 

A family leave of absence may be granted to eligible employees for medical reasons related to 
giving birth or adoption of a child and initial nurturing of the infant or child. To be eligible for family 
leave an employee must have been employed full-time for at least 12 consecutive months in the 12-
month period preceding the request for leave.  

Eligible employees may receive up to a maximum of twelve (12) workweeks of family leave with 
proper medical certification. Employees who have accrued sick leave or vacation or other paid leave 
time must use that leave in conjunction with family leave. After the utilization of any paid leave, any 
additional family leave taken will be unpaid.  

TMA will maintain health care coverage during family leave on the same terms as if the employee 
had not taken leave. Employees taking family leave must make arrangements to pay the employee’s 
share of health care premiums while on leave, if any. In some instances, TMA may recover premiums 
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it paid to maintain health coverage or other benefits for an employee and/or family if an employee 
fails to return from family leave. 

Upon returning from family leave, TMA may, but is not required to, restore an employee to the job 
position held immediately prior to the commencement of family leave.  

Employees seeking family leave must provide at least thirty (30) days advance notice of the need to 
take family leave, including the dates the leave is expected to commence and to end. Employees 
requesting family leave may be required to provide medical certification that the leave is necessary. 
Employees on family leave may be required to provide periodic reports regarding status and intent 
to return to work. 

Family and Medical Leave Act Policy (FMLA) 

The Family and Medical Leave Act does not apply to The Montessori Academy of Arlington. 
Employees requiring leave must comply with TMA’s Personal Leave Without Pay policy or other 
applicable leave or time off policies.  

Military and Reserve Leave (USERRA) 

The Montessori Academy will abide by all the provisions of the Uniformed Services Employment and 
Re-Employment Act (USERRA) and will grant military leave to all eligible full-time and part-time 
employees in compliance with federal law. As with any leave of absence, employees must provide 
advance notice to their immediate supervisor of their intent to take military leave and must provide 
appropriate documentation. For additional information, please contact the Business Manager. 

Leave for Civic Duty 

We encourage each of our employees to accept his or her civic responsibilities. As a good citizen, 
we are pleased to assist you in the performance of your civic duties. 

Jury Duty: If you are called to jury duty by official order during regular school days, please notify 
your administrator immediately so we can plan the department's work with as little disruption as 
possible. You must also furnish him/her with a copy of the official notification to service. 

If you are released from jury service before the end of your regularly scheduled shift or you are not 
asked to serve on a jury panel, you are expected to report to work if a reasonable period of time 
remains in the work day. You must present papers from the court clerk reflecting the dates you spent 
on jury duty. 

Voting: We want every full-time employee to have the opportunity to vote in every election. 
Generally, there will be sufficient time to vote either before or after your scheduled shift. Any 
employee whose work schedule does not provide him/her two consecutive hours to vote while polls 
are open, will be granted reasonable time off in order to vote. This time off will be paid. Notify your 
supervisor of the need for voting leave as soon as possible. We reserve the right to select the hours 
you are excused to vote. When you return from voting leave, you must present a voter’s receipt to 
your administrator as soon as possible. 
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Witness Leave: Employees are given the necessary time off without pay to attend or participate in a 
court proceeding in accordance with state law. We ask that you notify your administrator of the need 
to take witness leave as far in advance as is possible.  

Lactation Break 

The school will provide a reasonable amount of break time to accommodate a female employee’s 
need to express breast milk for the employee’s infant child for up to one year after the birth of the 
child. The break time should, if possible, be taken concurrently with other break periods already 
provided. Non-exempt employees should clock out for any time taken that does not run 
concurrently with normally scheduled rest periods, and such time generally will be unpaid. The 
school will also make access to a refrigerator available for the storage of breast milk and will ensure 
that the break room is both private and has access to an electrical outlet.  

Employees should notify their administrator or the Head of School to request time to express breast 
milk under this policy. The school does, however, reserve the right to deny an employee’s request 
for a lactation break if the additional break time will seriously disrupt operations. 

POLICIES AND PROCEDURES 

At the Beginning of Your Employment 

Employment-at-Will 

Employment at The Montessori Academy is at-will. Either an employee or the school can terminate 
an employment relationship at any time, with or without cause and with or without notice. Nothing 
contained in this handbook or in any other materials or information distributed by the organization 
creates a contract of employment between an employee and The Montessori Academy. No 
statements to the contrary, written or oral, made either before or during an individual’s employment 
can change this. No individual supervisor, manager, or department head can make a contrary 
agreement, except for the Head of School, and even then, such an agreement must be set forth in a 
written employment contract with the employee, signed by the Head of School. Furthermore, the 
Letter of Offer issued to an employee does not constitute a contract or any express or implied 
agreement that the employee will be working for any particular duration or under a contract of 
employment.  

Verification of Employment Eligibility 

The Montessori Academy is committed to employing only United States citizens and aliens who are 
legally authorized to work in the United States. We also do not unlawfully discriminate on the basis 
of citizenship or national origin. 

In order for us to comply with the Immigration Reform and Control Act of 1986, all new employees, 
as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and 
provide documentation that establishes their identity and eligibility for employment. Former 
employees who are subsequently rehired must also complete an I-9 and provide appropriate 
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documentation if 1) they have not completed an I-9 with The Montessori Academy within the past 
three years, or 2) their previous I-9 is no longer valid or was not retained. 

If you have questions or want more information on immigration law issues, you are encouraged to 
contact the Head of School. At The Montessori Academy you can raise questions or complaints 
about immigration law compliance without fear of reprisal. 

Documentation for Employment 

The employee must hold all licenses and certifications current and in good standing with the issuing 
agency or other authority, as may be required under Texas law for performance of the employee’s 
duties and responsibilities. The employee also must complete an application for employment by 
TMA in which he/she truthfully and fully discloses to TMA his/her educational and professional 
qualifications, training, and experience. Any misrepresentations or omissions in the application or 
pre-employment process is grounds for immediate dismissal.  

The employee must file any health-related certificates or other documents required by law. 
Employees accepting employment from TMA must be able to perform the essential duties and 
responsibilities of employment. 

The Basics 

Attendance and Punctuality 

Satisfactory attendance and punctuality are conditions of employment. As an employee of The 
Montessori Academy, we expect you to be reliable and punctual by reporting for work on time and 
as scheduled. When you are absent or late, it places a burden on other employees and can impact 
productivity and the service we provide.  

We recognize that occasionally you may not be able to report to work on time or at all. It is your 
responsibility to notify your administrator before your usual starting time, stating why you will be late 
or absent, when you expect to report to work, and who will be substituting for you (if applicable).), 
and a telephone number where you can be reached. If you are unable to find a substitute, direct 
acknowledged contact with your supervisor is required.Leaving a voice mail message or a message 
with a coworker is not acceptable.You may be subject to corrective action if you: 

• fail to timely notify the school as specified above. 

• are absent excessively. 

• do not have an acceptable excuse for being late or absent. 

The school may require you to provide a physician’s statement documenting your absence relating 
to illness or injury which is more than three working days and cases in which your attendance has 
become unsatisfactory. 

You are subject to termination of employment if you are absent without acceptable notification or 
without satisfactory reason for such absence. 
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Criminal Background Checks 

All employees are subject to the criminal background process. The school will perform criminal 
background checks (which may include fingerprinting checks) on all new employees at the time of 
hire. For existing employees, the school will periodically update the criminal background check. The 
school will determine, at its discretion, whether the employee’s background makes him/her fit for 
employment or continued employment. All employees must report any arrests or changes to their 
criminal background to the Business Manager and/or the Head of School within 24-hours of the 
occurrence so that the school can determine whether the employee’s status should change. Failure 
to do so may result in termination of employment. 

In addition, as a part of every employee’s obligation to keep children and our campus safe, if you 
have received information reflecting that any person who may regularly or periodically visit the 
school’s campus (student, employee, parent, spouse of an employee, family member, volunteer, or 
contractor) has been arrested or convicted of any type of an offense reflecting violence, abuse, or 
sexual misconduct toward any other person, you must immediately report such information to the 
Head of School. 

Employment Outside of TMA 

The Montessori Academy employees may hold outside jobs as long as they can satisfactorily 
perform their TMA job and there is no interference with our scheduling needs or is not in direct 
competition of a service offered at TMA. 

All employees will be held to the same standards of performance and scheduling expectations, 
regardless of any outside job. If we determine that outside work is impacting your performance or 
the ability to meet our requirements, which may change over time, you will be asked to terminate 
the outside job in order to stay employed at The Montessori Academy.  

If your outside employment has an adverse impact on The Montessori Academy, it will be 
considered a conflict of interest. 

Employee Absence Procedure 

Each employee will be provided access to a list of substitutes to contact in case the employee must 
be absent. It is the responsibility of the employee to contact the substitute and arrange for the 
substitute to take their place on the day he or she will be absent. If possible, the employee should 
leave a list of instructions for the substitute. After arranging for the substitute, the employee should 
contact their teaching team members and then the appropriate administrator.  

Code of Conduct and Ethics 

The school has adopted this Code of Conduct and Ethics applicable to all employees. In 
implementing this code, it is the school’s intention to take all measures necessary to promote and 
ensure honest and ethical conduct, including the ethical handling of conflicts of interest; full, fair, 
accurate, timely, and understandable disclosure in all financial reports prepared or distributed by the 
school; and compliance with applicable laws and governmental regulations. This code also is 
intended to provide the school’s directives and procedures that: (1) protect the school’s legally 
protectable interests, including any business-related opportunities, assets, and/or confidential 
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information of the school; (2) protect the school from incurring unauthorized or unnecessary 
contractual or other liability; (3) deter any employee from the commission of any wrongful act 
associated in any way with the school; and (4) provide a mechanism for prompt and consistent 
enforcement of the provisions of this code. All employees are expected to be familiar with this code 
and to adhere to the principles and procedures set forth in this code that apply to such employee.  

Honest and Candid Conduct 

Each employee owes a duty to the school to act with integrity. Integrity requires, among other 
things, being honest and candid. Deceit and subordination of principle are inconsistent with 
integrity. Each employee must at all times: 

• act with integrity, including being honest and candid, while still maintaining the confidentiality 
of information where required, consistent with the school’s policies; 

• observe both the form and spirit of all applicable laws and governmental rules and regulations, 
accounting standards and the school’s policies; and 

• adhere to a high standard of ethics in all matters associated with the interests of the School. 

Conflicts of Interest 

Conflicts of Interest Defined. A “conflict of interest” occurs when an individual’s private interest 
interferes with, or appears to interfere with, the interests of the school, such as when an employee 
takes actions or has interests that may make it difficult to perform his or her work for the school 
objectively and effectively. For example, a conflict of interest would arise if an employee, or a 
member of his or her family, receives improper personal benefits as a result of his or her position 
with the school. Any transaction or relationship that could reasonably be expected to give rise to a 
conflict of interest should be discussed with the Head of School. Such situations may include: 

1. influencing or attempting to influence anyone who is involved in making or administering a 
contract or arrangement with the school, 

2. soliciting or receiving any gift, reward or promise for recommending, influencing, or 
attempting to influence the award of a contract or arrangement with the school, 

3. drafting, negotiating, evaluating, administering, accepting, or approving any contract or 
subcontract or procurement or arrangement of any type on behalf of the school if he/she has, 
directly or indirectly, any financial interest in such a contract or subcontract or arrangement, 

4. non-school employment which adversely affects the employee’s availability or effectiveness in 
fulfilling job responsibilities, 

5. any type of private business, except for Head of School approved student services, during 
school time or on school property, 

6. the receipt of excessive entertainment or gifts of more than nominal value of $25 from any 
person, entity, or organization with whom or with which the school has current or prospective 
dealings, 

7. being in the position of supervising, reviewing, or having any influence on the job evaluation, 
pay, or benefit of any immediate family member employed by or otherwise associated with 
the school, and 

8. selling anything to the school or buying anything from the school on terms and conditions 
that are not pre-approved by the Head of School. 

This is not an exhaustive list of all possible situations which would constitute conflicts of interest. 
Further, any relationship or action which creates an expectation of benefit or profit beyond an 
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employee’s normal employment relationship with the school can impair an employee's ability to 
exercise good judgment on behalf of the school, and therefore creates an actual or potential conflict 
of interest. It is the school’s policy that all school employees must scrupulously avoid all such 
situations. 

Any such transaction or relationship that would present an actual or potential conflict of interest for 
an employee also would likely present a conflict if it is related to a member of such person’s family, 
including without limitation, spouse, parent, child, or spouse of a child, brother, sister, or spouse of a 
brother or sister. 

Duty to Disclose. In connection with any actual or potential conflict of interest, an employee must 
disclose the existence of the conflict in writing and all facts material to the conflict to the Head of 
School. 

Determining Whether a Conflict of Interest Exists. After disclosure of the conflict and all material 
facts, the Head of School shall determine whether a conflict exists and if so, whether the employee 
needs to be removed from the matter.  

Financial Disclosures 

Each employee involved in the school’s financial disclosure process is required to be familiar with 
and comply with the school’s disclosure controls and procedures and internal control over financial 
reporting, to the extent relevant to such employee’s area of responsibility, so that the school’s public 
reports and documents comply in all material respects with the applicable federal, state, and local 
laws, rules and regulations. In addition, each such employee having direct or supervisory authority 
regarding the school’s communications with the public concerning its financial condition should, to 
the extent appropriate within the employee’s area of responsibility, consult with other employees of 
the school and take other appropriate steps regarding these disclosures with the goal of making full, 
fair, accurate, timely, and understandable disclosure. 

Each employee who is involved in the school’s financial disclosure process also must: 

• become familiar with the disclosure requirements applicable to the school and the business and 
financial operations of the school; 

• not knowingly misrepresent, or cause others to misrepresent, facts about the school to others, 
whether within or outside the school, including to the school’s independent auditors, 
governmental regulators, and self-regulatory organizations; and 

• properly review and critically analyze proposed disclosure for accuracy and completeness (or, 
where appropriate, delegate this task to others). 

Legal Compliance 

At all times, it shall be the school’s policy to comply with all applicable laws, rules, and regulations. It 
is the personal responsibility of each employee to adhere to the standards and restrictions imposed 
by such laws, rules, and regulations. 

It is against the policy of the school and in many circumstances may be unlawful for an employee to 
profit from undisclosed information relating to the school or any other entity or organization with 
which the school has a business relationship.  
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Reporting and Accountability 

The Head of School is responsible for the application and interpretation of this code. Issues that 
involve allegations against or involving the Head of School may be reported directly to the President 
of the Board of Trustees. 

Any employee who becomes aware of any existing or potential violation of this code is required to 
promptly notify the Head of School in the manner provided by the school’s Employee Whistleblower 
Policy as in effect from time to time. The failure of any employee to notify the Head of School of any 
such existing or potential violation will be considered a separate and independent violation of this 
code subject to discipline up to and including termination of employment. Any questions relating to 
how this code should be interpreted or applied should be addressed to the Head of School. 

Retaliation against any person for making a good faith report of any actual or potential violation of 
this code will not be tolerated. Such retaliation will be considered a separate and independent 
violation of this code subject to discipline up to and including termination of employment. No 
employee should attempt to determine for himself or herself when a report of a violation of this 
code was made “in good faith.” Rather, all such questions should be referred to and resolved by the 
Head of School. 

The Head of School shall take all appropriate action or cause such action to be taken (through the 
Head of School or otherwise) to investigate any potential violations of the code that are reported. 
When it is determined that a violation has occurred, the school will take such disciplinary, preventive, 
or corrective action as it deems appropriate under the circumstances (to include discipline up to and 
including termination of the employment of culpable individuals). 

Outside Business or Financial Opportunities 

All employees owe a duty to the school to act solely in the school’s interests when faced with 
business or financial opportunity associated with the school. Employees are prohibited from taking 
advantage of (or directing to a third party) any business or other financial opportunity that is 
discovered through the use of any of the school’s property, or with the use of information obtained 
from the school, or by virtue of such person’s position with the school. Employees are further 
prohibited from using any such property, information, or position for personal gain or in any way 
detrimental to the interests of the school. Any employee who intends to make use of any of the 
school’s property, information, or services in a manner that is not solely for the benefit of school 
must first consult the Head of School and obtain the written approval of the Head of School before 
proceeding with any such use. 

Confidentiality 

Employees must maintain the confidentiality of all trade secrets and other confidential information of 
the school, its students, parents and other family members, customers, suppliers, or joint venture 
parties that is entrusted to them, except when disclosure is legally mandated or expressly authorized 
by the school. “Confidential information,” for this purpose, includes any proprietary or other non-
public information of the school, or of other entities or organizations, or of any of the students, 
parents and other family members that, if disclosed to persons not authorized to receive it, would be 
harmful to the relevant individual, entity, or organization or detrimental to the school’s interests. Any 
employee who believes that any other confidential information must be disclosed because of legal 
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requirements must consult with the Head of School and receive written confirmation that his or her 
understanding of the law is correct, before any such information is disclosed. 

Fair Dealing 

The school has succeeded in its purposes as a non-profit organization and has made its reputation 
through consistently fair and honest dealings. Under no circumstances will the school tolerate efforts 
by any employee to seek any personal advantage or to seek any advantage on behalf of the school, 
through illegal or unethical practices. Each employee must endeavor to deal fairly at all times with 
other employees, faculty, students, parents, contributors, business associates, the general public, 
and all others with whom the school deals or has contact or communication. No employee should 
take unfair advantage of anyone through manipulation, concealment, abuse of privileged 
information, misrepresentation of material facts, or any unfair dealing practice. 

Use of School Assets 

All employees should protect the school’s assets and ensure their efficient use. All of the school’s 
assets should be used only for legitimate business purposes. 

Liability Prevention 

All employees have a duty to avoid, whenever possible, any act or omission that would subject the 
school to unnecessary liability, contractual or otherwise. This duty includes not only the obligation to 
comply with all applicable laws, rules, and regulations but also ensure that any representations to 
other employees, or to faculty, students, parents, contributors, vendors, suppliers, and/or business 
associates, or other third parties, are made in good faith. It shall be a violation of this code for any 
employee to enter into any agreement that is legally binding upon the school without authority or 
without following required internal procedures for the approval of such agreements. Any questions 
concerning such procedures should be directed to the Head of School. 

In addition, as a part of every employee’s liability avoidance obligation to keep children and our 
campus safe. If you have received information reflecting that any person who may regularly or 
periodically visit the school’s campus (student, employee, parent, spouse of an employee, family 
member, volunteer, or contractor) has engaged in behavior that could constitute abuse, has been 
accused, arrested, or convicted of any type of potential abuse or sexual misconduct toward any 
other person, you must immediately report such information to the Head of School. 

Waivers 

In special circumstances, it may be appropriate for the school to waive some provisions of this code. 
Any request for a waiver of any provision of this code must be submitted in writing to the Head of 
School. Only the Head of School shall have authority to grant such a waiver, and such a grant will not 
be effective unless communicated in writing to the requesting person. 

Hours of Work and Work Schedules 

The workweek begins on Sunday morning at 12:01 a.m. and ends the following Saturday evening at 
midnight. Nonexempt employees’ work schedule will be determined by their administrator. Workday 
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lengths for exempt employees are determined primarily by their responsibilities and current 
workloads. Business Office hours are from 8:00 am to 5:00 pm, Monday through Friday.  

An unpaid meal period is provided to any employee who works a minimum of six hours per day. The 
normal meal period should occur approximately halfway through the workday. However, certain 
departments may require alternate meal periods. The length of the meal period may vary from thirty 
minutes to one hour according to the needs of the department. Non-exempt employees should note 
their lunch periods on their time sheet.  

The Montessori Academy reserves the right to modify an employee’s starting and ending time as 
well as the number of hours worked to accommodate the school’s needs. 

Insubordination 

We expect every employee to follow the reasonable and lawful instructions of supervisors and other 
management officials. Failure to do so constitutes insubordination and may result in immediate 
dismissal. 

Poor Performance 

Every employee is expected to make every effort to learn his or her job and to perform that job at a 
satisfactory level. Any employee who fails to maintain a satisfactory level of performance is subject to 
termination. 

Administrative Leave 

Administrative leave is a general term for temporary removal from a job assignment by the Head of 
School. An employee on administrative leave may continue to receive pay and benefits during the 
leave, which can be as short as a day or as long as several months, depending on the circumstances. 
Examples of administrative leave include, but are not limited to an internal review or investigation or 
for an investigation of an external event, such as an arrest. 

Off Duty Behavior 

The Montessori Academy’s prestige and reputation in the community will be determined by the 
work we do and by the employees who represent us. We are proud of those who work for us, and 
employees can be proud of the positions of trust they hold. We must continue to earn that trust in 
everything we do.  

We expect that employees will maintain the highest degree of integrity and honesty both on and off 
campus. Employees who engage in illegal, immoral, or unethical behavior when off duty or off 
campus (whether on duty or not) may be subject to corrective action up to and including termination 
of employment when their behavior reflects poorly upon or has the potential to endanger or 
damage the reputation of the school.  

Performance Evaluation 

Performance evaluation is a collaborative process designed to facilitate on-going development that 
strengthens professional competence, enhances professional self-esteem, and continuously 
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improves the quality of services provided to TMA student and parent customers. The annual process 
consists of self-assessment by the professional and performance review by the administrative 
employee responsible for supervision. A classroom observation is added to the evaluation process 
for employees with teaching responsibilities. Performance evaluations are used to make decisions 
regarding salary and continued employment with The Montessori Academy.  

The primary responsibility for all TMA professionals, shared across all job descriptions, is living the 
values of TMA, as defined by the attributes listed in our Portrait of a Graduate. Additionally, all 
employees share responsibility for making “visible” the benefits and value of a TMA education. 

All in the school environment have a responsibility to support student growth within our sphere of 
influence by: 

• Modeling the attributes (to students, parents, and colleagues) 

• Providing opportunities for students to develop the attributes 

• Equipping parents to extend Montessori learning to the home environment. 

Every interaction with a student, parent, or colleague presents an opportunity to fulfill these 
responsibilities.  

The evaluation tool for Montessori professionals and teaching staff consists of four sections: 
1. Self-assessment 
2. Performance review narrative by the Head of School or Assistant Head of School 
3. Goals/professional development ideas for the next year 
4. Support needed from the Head or Assistant Head. 

The self-assessment portion may include, but is not limited to, reflections on any or all of the 
following four areas: 

1. Living the Values 
2. Providing opportunities for students to develop the attributes listed in the Portrait of a 

Graduate 
3. Making results visible to parents; equipping parents to reinforce Montessori in the home 

environment 
4. Personal and Professional Growth 

Prior to the conference, the professional completes the self-assessment portion, and the Head or 
Assistant Head complete the performance review section. Prior to or during the conference, the self-
assessment and administrator’s narrative are exchanged; sections (3) and (4) are discussed and 
completed. 

The evaluation tool for administrative team members is similar to the one used with Montessori 
professionals. The tool contains the same components; the areas in the self-assessment portion are 
different. The self-assessment section typically consists of reflections on: 

1. Living the Values 
2. Performing Job Responsibilities 
3. Adding Value: Providing Customer Service Based on Montessori Philosophy and Making 

“Visible” to Parents the Value of a TMA Education 
4. Personal and Professional Growth 

The process is the same as described above. 
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There is mutual responsibility in facilitating on-going professional development. A professional 
needing support is expected to talk, as needed, with his or her supervisor; a supervisor is expected 
to share feedback, affirmation as well as suggestions for improvement, on an on-going basis. The 
supervisor may develop a written performance plan, including goals, performance indicators, and 
timelines for review and achievement, with a professional at any time the supervisor deems 
necessary.  

Personal Conduct Standards 

The Montessori Academy expects all employees to observe certain standards of behavior while at 
work and at school-sponsored events. Employees shall be responsible for ensuring that the conduct 
of any of their guests at a school-sponsored function is respectful and not offensive to anyone in 
attendance. These standards are not intended to restrict employees but to ensure a consistent 
application of the policies and procedures for all employees. 

These standards include, but are not limited to: 

• Completing all documents and records accurately; 

• Maintaining satisfactory attendance and punctuality; 

• Performing duties and operating equipment with care to protect the safety of the employee, 
co-workers, students, and the public; 

• Carrying out assigned duties and following reasonable instructions or requests from 
administrators and/or functional heads; 

• Not posting any literature, handbills, petitions, posters, or other materials on the premises 
without the prior approval from the Business Office; 

• Refraining from soliciting funds or selling any item, commodity, or service (Fundraising projects 
associated with employees’ children are allowed in the teachers’ lounge and/or teachers’ 
workroom.) 

• Not possessing weapons on the premises; 

• Refraining from any manner or form of discrimination and/or harassment, regardless of whether 
it is sexual, racial, religious, or related to another’s gender, age, sexual orientation, or disability; 

• Using school property or that of another employee without authorization or in an inappropriate 
manner; 

• Obtaining authorization to remove school property or another employee’s property from its 
location; 

• Refraining from misuse, theft, or destruction of school property or another employee’s 
property; 

• Remaining in your work area, on the job, and awake during working hours;  

• Reporting to work fit for duty and not under the influence of alcohol and/or drugs and 
refraining from using, selling, or possessing illegal drugs on or off duty (including on school 
premises, while attending school activities or while on school business). While working, 
employees should only possess and take drugs that are medically authorized, approved, and 
determined by the employee, the employee’s physician, and the school not to impair job 
performance or cause a safety hazard. Employees are responsible for notifying the Head of 
School that they are taking prescription medication if it would affect their performance on the 
job; 

• Passing a mandatory drug and/or alcohol test or not refusing to take a drug and/or alcohol test; 
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• Refraining from fighting, threatening, intimidating, or coercing fellow employees during 
working hours or at school-sponsored functions; 

• Refraining from the use of foul or offensive language; 

• Disclosing or using confidential or proprietary information only with proper authorization; 

• Using school telephones for school purposes only and not for personal business other than 
emergency local calls;  

• Not accepting full-time employment elsewhere while you are still employed full-time by The 
Montessori Academy; and 

• Maintaining professionalism at all times and refraining from insubordination, improper conduct, 
or inappropriate behavior. 

Failure to observe the above standards could lead to corrective action up to, and including, 
termination. 

Professional Development 

Our vision is to “create a Montessori learning community” at TMA. Professionals are expected to be 
observant, reflective, continuously learning, and improving all facets of self and job performance. 
They are to be intrinsically motivated and, as a result, proactive in seeking professional development 
opportunities that not only “strike their imagination” and increase their expertise, but also hold 
potential for improving student success and/or organizational performance. Professionals should 
model “confident, competent learners” and be committed to learning skills, particularly in the area 
of technology, that will increase their independence as professionals.  

Montessori professionals are to keep abreast of new developments in the field of Montessori 
education and to continually update his/her knowledge of the Montessori method. In addition, they 
are to be aware of current research and trends in child development. TMA encourages its faculty to 
belong to at least one professional organization, to attend professional meetings, and to read 
professional journals related to the fields of Montessori education and child development. AMS 
membership is provided for all classroom teachers and administrators.  

To support professional development, TMA provides a program for growth and development, which 
includes, but is not limited to the following: 

• A self-assessment instrument as well as performance review conferences; 

• Individual curriculum and classroom observations and consultation provided by the Head of 
School or designated employee; 

• A professional development day at the beginning of the school year; 

• Paid leave days that can be used to attend workshops, conferences, professional meetings, and 
observe at other schools; 

• Budgeted professional development funds to defray, and in many cases, completely cover the 
costs of attending professional meetings, workshops, and conferences; 

• CPR and first-aid training; 

• Full staff and team meetings for the purpose of planning, discussion, problem solving, 
curriculum review and development, and professional development; 

• Release time on Fridays for elementary teachers for the purpose of team planning, curriculum 
development, and professional development; 

• Assistance with expenses associated with AMS Montessori teacher training; and 
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• Assistance with tuition costs for college coursework related to a specific job or the need of the 
school. 

Accrediting associations require a minimum of 16 hours of professional development annually for 
full-time teaching professionals. Employees working in the licensed programs are required to meet 
professional development standards as specified in the Minimum Standards for Licensed Childcare 
Centers. 

Teachers are responsible for documenting their hours on their individual Professional Development 
Record, contained in the Employee Timesheets and Professional Development Records notebook 
located in the Staff Workroom, and providing copies of training certificates.  

The expectation is that professional learning must be applied in the classroom; it must also be 
shared with other TMA professionals so that the impact is multiplied. It is not enough that it enriches 
the professional, children and families must benefit as a result. “Knowledge that is not socialized has 
no power compared with knowledge that is dispersed throughout the school” (Bill Simmer). There 
are many ways for knowledge to be “socialized.” The point is that it must be shared and impact 
more than an individual. The return on investment of organizational resources in professional 
development is measured by benefits to professionals and students and their families, not by a 
tabulation of activities, topics, and hours.  

TMA is deeply committed to professional development and increased funding for these 
opportunities. The following is expected from those attending national conferences and may be 
required by the Head of School for attending other training that is paid for with TMA funds: 

• A commitment to apply what’s learned in your classroom; 

• A commitment to share what’s learned with other TMA professionals; 

• Commitments to attend not only workshops in which you are interested, but also a willingness 
to attend workshops in an “information-gathering” mode on topics that are of interest not just 
to the level you teach, but school-wide. 

• A commitment to share a hotel room with teachers from other program levels within the school.  

• A commitment to provide documentation of benefits to yourself, your class, and the school 
community in the form of a professional development portfolio that will be shared during your 
annual performance review. 

Questions about professional development opportunities should be directed to the Head of School. 
The Head of School approves funding of all professional development activities and related 
expenses.  

Staff Orientation 

All new employees are required to complete orientation. Staff Orientation includes the following: 

• Employee paperwork 

• Review of policies, procedures, and position information, including the Minimum Standards for 
Licensed Childcare Centers 

• Review of administrative procedures 

• Introduction to faculty and staff; tour of facility 

• Review of payroll, accounting procedures, and benefits 

• Review of computer usage, security procedures, and communication guidelines 
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Timekeeping 

All employees are responsible for accurately recording the hours they work. This information also 
helps The Montessori Academy comply with the laws that require us to keep accurate records of 
“time worked” in order to correctly calculate employee pay and benefits. “Time worked” is defined 
as all the time nonexempt employees spend performing assigned duties. 

The Montessori Academy expects all employees to accurately record the time you begin and end 
your work, as well as the beginning and ending time of any meal periods, or if you leave the 
workplace for personal reasons.  

We consider attempts to falsify timekeeping records a very serious matter. Therefore, any of the 
following actions may result in disciplinary action, up to and including termination: altering, 
falsifying, or tampering with time records, or recording another employee’s time record. 

Unlawful Activity 

No employee may engage in any unlawful activity (whether prosecuted or not) either on or off the 
job. 

School/Classroom-Specific Policies and Procedures 

Class Budget and Reimbursement 

At the beginning of each year, the Accountant will set up individual classroom, enrichment, and 
Extended Day budgets. Employees may use their allocated funds to make purchases for their classes 
with the approval of the program administrator. Employees make decisions regarding how monies 
are spent within budget to meet the needs of their class. Prior approval of the Head of School is 
needed to use funds across budget categories. When school checks are used to make a purchase, 
members will turn in the copy of the check along with a receipt for items purchased. Only the Head 
of School or a staff member on the bank signature card may sign checks. The Head of School or 
Business Manager may make purchases for you with the TMA credit card. 

The Montessori Academy believes that it is important that all employees have some assurance that 
any monies they expend on behalf of the school will be reimbursed to them. In addition, the school 
wishes to ensure that equitable standards and effective procedures are in place for controlling costs.  

Teachers may be reimbursed for materials purchased for The Montessori Academy using a Texas 
State Sales Tax Exemption form that can be obtained from the front office. Fill out the 
Reimbursement Form and return to the office. Reimbursement will not be made for tax if the 
employee fails to use a tax exemption form. In the event that an employee loses a reimbursement, a 
replacement check will be reissued. However, the cost for reissuing a check, including the stop 
payment charge on the original check, will be deducted. 

Employees will be reimbursed for reasonable business expenses or expenses incurred on behalf of 
the school. Once expenses are incurred, employees must submit a completed expense report to the 
Business Office, accompanied by receipts for all expenses. The Head of School approves all requests 
for reimbursement. 
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Class Closing Procedures  

Parent Conference forms should be completed. Submit signed End of Year checklist to the Head of 
School by the last day of the May employee work week. Do not remove records from the premises. 

Classroom Visitors 

Under no circumstances are non-employed adults permitted to be visiting in a classroom without 
prior permission from an administrator. Parents need teacher and administrator approval to visit a 
classroom. All visitors should report to the office, be checked in, and receive a label indicating that 
s/he is a "Visitor." If you notice any visitors who are not wearing this label, please direct them to the 
school office and notify the school office as well. If you see personnel with children in an 
inappropriate location, notify the school office immediately. 

Communication Flow: Classroom to Home 

• From Teacher to Class Parents: Use Bloomz or RenWeb/FACTS SIS 

• From Teacher to Individual Class Parents: Use Bloomz, TMA email, or RenWeb/FACTS SIS 

• From Room Parents to Class Parents: Use Bloomz 

Field Trips and Family Trips 

Field Trip: Any activity, conducted off of TMA property, where TMA employees are responsible for 
making arrangements and share responsibility for transporting/supervising children with approved 
volunteer chaperones and/or drivers. 

Family Trip: An activity, conducted off of TMA property, where parents are responsible for 
transporting and supervising their own child(ren). In the event that a parent is unable to attend a 
Family Trip, the parent is responsible for making arrangements for transportation or ensuring that 
the child is picked up if the class is not at school. TMA employees may not transport or supervise 
children whose parents are not able to attend. 

Communication Flow: There should be at least one month advance notice to classroom parents to 
allow for planning. Teachers are to submit field trip ideas to the program administrator for approval. 
Once approved, teachers will complete the appropriate form and send the notification to parents via 
RenWeb/FACTS SIS and to the front desk administrators, who will post on the school calendar. 

Curriculum Development 

Curriculum development is an on-going process at The Montessori Academy and is the 
responsibility of classroom teachers. The Head of School provides support and accountability to 
ensure that TMA curriculum meets state and AMS standards. In addition, a process of peer 
observation provides written feedback to teachers and suggestions for enhancement.  

Workshops and study groups are offered throughout the year to further enhance the curriculum 
expertise of TMA employees. Time is also provided during staff meetings and the school day for 
curriculum development. Teachers can be compensated for special types of curriculum 
development..  
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Facility Use by Outside Parties 

The Board of Trustees and/or Head of School of The Montessori Academy may permit the public use 
of the buildings and grounds of the school, and may make such school property available for public 
use for civic or public purposes, as the Board or Head of School deems reasonable. It is the belief of 
the Board and Head of School that the school is an important part of the community and, to the 
extent practical efforts should be made to allow their use by that community. Such use shall not 
interfere with the primary use of such school property for school purposes. The purpose for which 
such property is to be used must be legal. The Board of Trustees and/or Head of School shall 
reserve the right to cancel the use of any school property at any time. 

When the Board and/or Head of School permits the use of such school property by a non-school 
organization or group, information and notice that the sponsoring agency of such organization or 
group is using the school property and that it is a non-school sponsored activity, function or 
program, shall be communicated and disseminated in whatever manner the Board or Head of 
School deems appropriate. 

An application for the use of the school facilities must be completed and approved before any 
bookings can be made. Application for the use of school facilities must be made at least 10 days 
before use through the Business Office. 

The Head of School must approve all dates and times for the use of the facilities. The Head of 
School or his/her Designee shall see that appropriate procedures and fee schedules are established 
and maintained. 

Interaction and Communication with Students 

As employees of an educational institution, you are held to a higher standard by parents, students, 
colleagues, and members of the public. We support and endorse a strict policy of respect toward 
students and expect employees to act at all times as adult role models. In addition, students 
typically respond better to faculty and administrators and evidence greater levels of respect when 
appropriate expectations are established right from the beginning of the relationship. Therefore, you 
should ensure that you do not engage in any interaction or communication that may reflect even the 
appearance of impropriety or make students feel uncomfortable in your presence. If you are not sure 
whether a particular comment or action may be appropriate, it is far better to avoid the behavior 
than risk negative consequences.  

The following are examples of inappropriate interactions and communications with students. This list 
is not all inclusive and other, similar activities should also be avoided: 

• Calling students on their cell or at home for non-school related matters; 

• Encouraging or allowing students to call you by an inappropriate nickname; 

• Touching students or their clothing in non-professional ways or inappropriate places, or 
touching a student with aggression, in frustration, or when you are highly emotional;   

• Giving your phone number or asking for other students’ phone numbers for use in situations 
other than for legitimate school reasons; 

• Being alone with a student in a room, vehicle, or other area; 

• Sending e-mails, texts, or writing notes to students of a personal nature; 

• “Friending” a student on a social networking site; 
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• Giving students rides, except in emergency situations; 

• Suggesting or permitting elementary students to sit on your lap at any time; 

• Engaging students to complete personal errands for you; 

• Discussing the personal affairs of other students or your colleagues; 

• Speaking with innuendo to suggest a relationship or sexual subjects; 

• Flirting; 

• Visiting students to “hang out” in their hotel rooms when on field trips or sporting events; 

• Swearing, making inappropriate sexual, racial/or ethnic comments; 

• Creating a social networking site and then inviting students to view or participate in the site; or 

• Telling off-color jokes 

In addition, employees should never physically move, grab, or touch a student, or grab something 
from a student, with aggression or because of frustration. You should never treat a student with 
anything less than respect and dignity. If a student does not follow directions as expected, you 
should communicate clearly your instructions and, if the student does not listen or respond 
appropriately, you should take appropriate action, which could include any number of responses, 
such as separating the student from the group; walking up to the student and ensuring that the 
student clearly sees you communicate with him/her; removing the student from the activity; 
communicating with the parent after the event; writing a counseling report; etc. 

Moreover, if you are an employee who is also a parent of a student at our school, you are expected 
to address perceived problems or alleged inequities by other students (bullying, etc.) in the same 
way all other parents are to address such actions. Report the problem to the appropriate 
administrator. Do not take personal action to address the situation. 

We certainly encourage close relationships between faculty and students. However, all after-school 
and away from campus contact with students (including transporting students in an employee’s 
vehicle, babysitting, going to dinner, etc.) must first be cleared with the Head of School in each 
specific instance.  

All employees are responsible for the safety and welfare of our students. If you observe any 
employee engaging in any type of inappropriate or questionable behavior with a student, or 
violating any aspect of this policy, please report the information immediately to the Head of School. 

Any employee who engages in behavior that violates this policy or who fails to report such activity 
by others will be subject to disciplinary action, up to and including termination of employment. 

Responsibilities to Students 

TMA professionals, as teachers, scholars, counselors, mentors, and friends, faculty, and 
administrators, can profoundly influence students' attitudes concerning professional competence 
and responsibility. Faculty and administrators should assist students to recognize their responsibility 
to advance knowledge, practice, and justice. Because of their inevitable function as role models, 
faculty and administrators should be guided by the most sensitive ethical and professional 
standards. 

Faculty and administrators should aspire to excellence in teaching and administration and to mastery 
of their subjects and responsibilities. They should prepare conscientiously for class and employ 
teaching methods appropriate for the subject matters and objectives of their courses. The objectives 
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and requirements of their courses, including applicable attendance and grading rules, should be 
clearly stated. Classes should meet as scheduled; or when this is impracticable, classes should be 
rescheduled at a time reasonably convenient for students, or alternative means of instruction should 
be provided. 

Faculty and administrators have an obligation to treat students with civility and respect, and to foster 
a stimulating and productive learning environment in which the pros and cons of debatable issues 
are fairly acknowledged. Faculty and administrators should nurture and protect intellectual freedom 
for their students and colleagues. 

Evaluation of student work is one of the fundamental obligations of faculty and administrators. 
Examinations and assignments should be conscientiously designed, and all student work should be 
evaluated with impartiality. Grading should be done in a timely fashion. A student, who so requests, 
should be given an explanation of the marked errors. 

Faculty and administrators should be reasonably available to counsel students about academic 
matters, career choices, and professional interests. In performing this function, faculty and 
administrators should make every reasonable effort to ensure that the information they transmit is 
timely and accurate. When in the course of counseling, a faculty member or administrator receives 
information that the student may reasonably expect to be confidential, the faculty or administrator 
should not disclose that information, unless required to do so by a school rule or applicable law. 
Faculty and administrators should inform students concerning the possibility of such disclosure. 

Discriminatory conduct based on such factors as race, color, religion (unless it is required as a bona 
fide occupational qualification), sex, national origin, age, gender, sexual orientation, marital status, 
disability, genetic information, or any other characteristic protected by law. Faculty and 
administrators should seek to make the school a hospitable community for all students, and should 
be sensitive to the harmful consequences of professional or student conduct or comments in 
classroom discussions or elsewhere that perpetuate stereotypes or prejudices involving such factors.  

Supervision of Children 

No child should be left unsupervised at any time. If you need assistance, use the telephone to call 
the office. Teachers are responsible for the health and safety of their pupils. Teachers must be aware 
at all times of the number of children they have. Head counts should be taken each time children are 
taken from one area to another.  

School-Owned Materials 

All materials donated by parents, assistants, libraries, schools, etc., are the property of The 
Montessori Academy. Materials donated to a teacher as a gift for that teacher’s classroom are to 
remain the property of the school. If the teacher uses his or her position with the school to solicit 
grants, donations, discarded books, rock specimens, etc., then these are also the property of the 
school. 

Teacher-Made Materials 

All materials made by the employee in connection with the employee’s performance of his/her 
duties and responsibilities will become the property of The Montessori Academy, unless the 
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employee pays for such materials exclusively. In this case, the employee agrees to make all such 
materials available to TMA for purposes of copying or duplication. Upon termination of employment 
or whenever requested by TMA, the employee will promptly deliver to TMA all property and 
materials in his/her possession belonging to TMA, including but not limited to books, supplies, and 
equipment. 

Teacher-Owned Materials 

When the teacher provides raw materials (i.e., paper, cardboard, etc.) and assembles the materials 
on personal time without parent or assistant labor, he or she may keep the materials without 
qualification. 

Teachers may laminate such materials at school expense, providing the materials are in the 
classroom for student use for a minimum of six months. In the case of teacher-owned materials that 
have not received minimum student use of 6 months, the teacher must pay for the lamination. It is 
the responsibility of the teacher to maintain an updated personal inventory log that is approved by 
and filed with the Business Manager. 

Playground Policy 

The school shall inform all employees of the ground rules for the playground to secure the welfare of 
children and/or adults when on the playground area. 

Procedures for implementation: 

• Employees will maintain TMA child/employee ratios and grouping guidelines. If an adult needs 
to leave the playground area temporarily, another adult should be notified.  

• Children will walk quietly to and from the playground area. 

• Employees will maintain an accurate count of their children when they go out to the 
playground, while they are on the playground, and when they come back into the classroom. 

• All students must be escorted by an adult when going in and out during playground time, with 
the following exceptions: 
o An elementary child may go inside during playground time with an adult or with another 

child if the adult feels it is necessary. 
o Children leaving the playground area must have permission from an adult. Two children 

may leave together to enter the building only with permission of the adult. 

• Children are required to stay in the boundaries of the playground area where an adult can see 
them.  

• Employees will monitor gated areas of the playground to ensure children do not leave the 
playground area unsupervised. 

• Children may not enter the wildscape without adult supervision. An adult needs to walk in front 
of students in the wildscape to assess safety concerns. Employees shall carry a cell phone or 
two-way radio with them to the wildscape. 

• Employees will immediately stop any fighting or other inappropriate behavior. 

• In the event that there is someone who looks suspicious in the playground area or anywhere on 
the premises of the school, move everyone inside the building and call the police immediately. 
Do not jeopardize your own safety. 
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• Supervision is basic to the prevention of harm. Employees on the playground are to interact 
with the children, supervise the children, and maintain all safety requirements. Employees will 
ensure that children only play on age-appropriate play structures. 

• Supervising children at all times means that the assigned caregiver is accountable for each 
child’s care. This includes responsibility for the ongoing activity of each child, appropriate visual 
and/or auditory awareness, physical proximity, and knowledge of activity requirements and 
each child’s needs (Minimum Standards 746.1205). 

• Employees must supervise in zones; zones are defined as any area of play that the children are 
in. Employees should be in separate zones to maximize supervision. 

• Playground tables and benches are to be used at snack and lunchtime. Tables may be used as 
resting and social areas of the children. Employees must not use the tables as resting or social 
areas while supervising children; employees who are standing and walking around the 
playground area are generally quicker to respond to safety concerns. 

• Cell phones shall not be used while supervising children unless it is an emergency (i.e., a severe 
injury, a suspicious person on the playground, etc.). 

• Children may not sit on top of play structures or throw gravel, sand, or other fall zone materials.  

• Employees shall report any playground safety concerns or maintenance needs to the front 
office. 

Employee Child Policy 

Children of employees who attend TMA must be either in Extended Day or attending one of the 
after school extracurricular programs after 3:30 pm to alleviate the problems caused by lack of 
supervision while parents are working at The Montessori Academy. 

Children of employees who are not enrolled in The Montessori Academy may not be in their parent’s 
classrooms during school hours unless approved, in advance, by the Head of School.  

Under no circumstances should an ill child be brought to school. Children of employees who 
become ill during school hours must stay in the infirmary area and not in their parent’s classrooms. 
Children are permitted to stay in the infirmary area until a responsible adult can pick them up or a 
substitute teacher can be found for their parent’s classroom. Children not well enough to be in their 
own classroom (at TMA or other school) should not be brought to The Montessori Academy. 

Student Discipline and Guidance 

Philosophy: We believe children are in the process of becoming “moral beings who are accountable 
and responsible for their actions.” We want children to respect external authority, but not be 
“controlled” by it. Ultimately, the goal is for them to become self-controlled, self-assessing, and self-
correcting. We talk about “good” and “poor” choices, not “good” and “bad” children. A poor 
choice represents an opportunity for a child to improve his or her problem solving and critical 
thinking skills; the Montessori professional guides the process.  

Discipline and guidance is a tool the Montessori professional uses to facilitate the development 
process. “Freedom within limits” is the guiding principle. Adults are the limit setters and provide 
children with choices within those limits. As children make appropriate choices, more freedom may 
be given. When children make inappropriate choices, the Montessori professional first restates 
and/or clarifies the expected behavior. Using questions, we “think out loud” and help the child 
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acknowledge what’s happened, what actions led up to the poor choice, and identify what needs to 
be done differently next time. If the behavior continues, the teacher may choose to immediately 
implement the consequence, choose a different consequence, and/or involve the parent or an 
administrator in the problem solving process. Logical consequences are used to “teach,” not to 
punish; they are most effective when related to the situation and must always be age-appropriate. 
The Montessori professional is expected to model respect for the child in their words and actions. 

Use of time out: Asking a child to take time to calm down, separate from the group and/or observe 
how others are playing or working is appropriate; forcing a child to sit for a given length of time is 
not. The goal is changed behavior, not forced compliance. The phrase “as soon as…” sends a 
clearer message to the child that there is a expectation for behavior and that they control how 
quickly they are assimilated back into the group. Montessori professionals should refrain from using 
the phrase “time out” when talking with children and parents as there are many practices viewed as 
“time out” that are not respectful of the child and work at cross purposes of developing self-control 
in the child.  

Prohibited Discipline Procedures: According to state law, discipline associated with food, naps, or 
toilet training is prohibited. Children who are awake after resting or sleeping for one hour must be 
allowed to participate in an alternative, quiet activity until the nap/rest time is over for the other 
children (Minimum Standards 746.2907).  

There must be no harsh, cruel, or unusual treatment of any child. The following types of discipline 
and guidance are prohibited (Minimum Standards §746.2805): 

1. Corporal punishment or threats of corporal punishment; 
2. Punishment associated with food, naps, or toilet training; 
3. Pinching, shaking, or biting a child; 
4. Hitting a child with a hand or instrument; 
5. Putting anything in or on a child’s mouth; 
6. Humiliating, ridiculing, rejecting, or yelling at a child [High]; 
7. Subjecting a child to harsh, abusive, or profane language [High]; 
8. Placing a child in a locked or dark room, bathroom, or closet [High]; 
9. Withholding active play or keeping a child inside as a consequence for behavior, unless the 

child is exhibiting behavior during active play that requires a brief supervised separation or 
time out that is consistent with §746.2803(4)(D) of this subchapter (relating to What methods 
of discipline and guidance may a caregiver use?); and 

10. Requiring a child to remain silent or inactive for inappropriately long periods of time for the 
child’s age, including requiring a child to remain in a restrictive device. 
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Discipline Process Chart 

The chart below shows the steps involved and who’s involved in/responsible for each step of the 
process. 
 
 Teacher Student Parent Administrator 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

End 

End 

End 

T S P 

Makes poor choice of 
behavior. 

Recognizes poor 
choice of behavior & 
restates expectation. 
 

Problem 
solved? 

Engage in problem solving; 
identify logical consequence(s). 

Engage in problem solving; identify 
logical consequence(s). 

All parties engage in 
problem solving; identify 
logical consequences; 
develop action plan 
(involving student as 
appropriate); and monitor 
progress. 

Note: Peer Mediation may 
also be used with 
elementary students prior 
to involving administrative 
staff. Referral to Peer 
Mediation may come from 
students or staff. 

Sets expectations for 
classroom behavior. 

Yes 

Yes 

No 

No 

Yes 

Problem 
solved? 

Outside professional 
assistance may be required. 
Lack of demonstrated 
improvement may lead to 
removal of the child from the 
school. 

No Problem 
solved? 
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Student Lunch Policy 

Lunchtime should promote the physical, social, and emotional development of children. Meal-
related activities provide opportunities for decision making, learning to take responsibility, sharing, 
communicating with others, and learning grace and courtesy. 

Interesting and pleasant table conversation centered around or on children’s total experiences (not 
limited to food and nutrition) should be encouraged. Discourage talk about personal dislike of food. 
If an employee chooses to bring a lunch, it should model good nutrition. Therefore, items such as 
carbonated beverages, candy, etc., are not to be consumed while having lunch with the children 
(save these for break time). 

Release of Children 

A record of parents and other authorized persons to whom the child may be released shall be 
maintained through RenWeb/FACTS SIS. Any unknown individual picking up a child must provide a 
driver’s license. If an individual not listed in RenWeb/FACTS SIS is to pick up a child, parents will 
need to inform the school office by completion of the Child Pick-Up Authorization form, by email, or 
by phone (providing the last four digits of their social security number for verification purposes). The 
individual must provide a driver’s license identification. If identification cannot be verified, the 
employee must contact the child’s parent or guardian. 

Employees must be aware of people whose behavior and/or health status poses an immediate threat 
or danger to the health or safety of the child. If an employee deems that the person the child is to 
be released to poses an imminent risk to the child, the employee must notify the administrator in 
charge who will determine the next course of action. 

Substitute Teachers and Other Temporary Employees 

All substitute teachers and temporary employees are responsible to the Head of School. The 
Montessori Academy does not discriminate on the basis of race, color, religion (unless it is required 
as a bona fide occupational qualification), sex, national origin, age, gender, sexual orientation, 
marital status, disability, genetic information, or any other characteristic protected by law. Substitute 
teachers will receive no fringe benefits, holiday pay, sick pay, or personal leave. Reimbursement for 
services will be on a per hour basis. The school will withhold all appropriate taxes and deductions 
from the wages of the employee. The school will also provide a substitute training class at the 
beginning of each school year. 

Substitute teachers and temporary employees must sign in on the form behind the Substitute 
Teacher tab in the timesheet notebook located in the Workroom. 

While at The Montessori Academy, substitute teachers and temporary employees will devote his/her 
entire time, attention, efforts, abilities, and energies to the fulfillment of his or her duties and 
responsibilities in a competent, professional manner and in such a way as to further and promote the 
business and best interests of The Montessori Academy. The employee shall not render business, 
commercial, professional or other personal services to any other person or organization, whether or 
not for compensation, without TMA’s prior knowledge and consent. Employees may not engage in 
any other employment that adversely affects the employee’s availability or usefulness to The 
Montessori Academy. In addition, engaging in any other employment that directly contradicts the 
interest and public image of The Montessori Academy is prohibited.  
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Child Abuse and Molestation  

Abuse Policy 

It is the responsibility of all TMA personnel (which includes, but is not limited to, teachers, 
administrators, employees, and others providing or performing services at The Montessori Academy, 
whether volunteer or paid) to protect the health and safety of students, as stated in the Code of 
Ethics of the American Montessori Society. Abuse of a child, whether through neglect or physical, 
emotional, verbal, sexual, or other actions, can cause physical and mental harm to that child and 
therefore, will not be tolerated in any manner at TMA. The safety and well-being of children is a 
serious concern for educators and schools. The Montessori Academy’s policy is that all employees 
share the responsibility of the prevention and reporting of suspected child abuse and sexual 
molestation. The school intends to comply with the provisions of the laws of the State of Texas and 
the guidelines established by the Texas Department of Family and Protective Services.  

Child abuse and neglect are against the law in Texas, and so is the failure to report it. Abuse and 
neglect are defined in Chapter 261 of the Texas Family Code as the following: 

Abuse includes the following acts or omissions by a person: 

• Mental or emotional injury to a child that results in an observable and material impairment in 
the child’s growth, development, or psychological functioning; 

• Causing or permitting the child to be in a situation in which the child sustains a mental or 
emotional injury that results in an observable and material impairment in the child’s growth, 
development, or psychological functioning; 

• Physical injury that results in substantial harm to the child, or the genuine threat of substantial 
harm from physical injury to the child, including an injury that is at variance with the history or 
explanation given and excluding an accident or reasonable discipline by a parent, guardian, or 
managing or possessory conservator, that does not expose the child to a substantial risk of 
harm; 

• Failure to make a reasonable effort to prevent an action by another person that results in 
physical injury that results in substantial harm to the child; 

• Sexual conduct harmful to a child’s mental, emotional, or physical welfare; including conduct 
that constitutes the offense of continuous sexual abuse of young child or children under Section 
21.02, Penal Code, indecency with a child under Section 21.11, Penal Code, sexual assault 
under Section 22.011, Penal Code, or aggravated sexual assault under Section 22.021, Penal 
Code; 

• Failure to make a reasonable effort to prevent sexual conduct harmful to a child; 

• Compelling or encouraging the child to engage in sexual conduct as defined by Section 43.01. 
Penal Code; 

• Causing, permitting, encouraging, engaging in, or allowing the photographing, filming, or 
depicting of the child if the person knew or should have known that the resulting photograph, 
film, or depiction of the child is obscene as defined by Section 43.21. Penal Code, or 
pornographic; 
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• The current use by a person of a controlled substance as defined by Chapter 481, Health and 
Safety Code, in a manner or to the extent that the use results in physical, mental, or emotional 
injury to the child;  

• Causing, expressly permitting, or encouraging a child to use a controlled substance as defined 
by Chapter 481, Health and Safety Code; or 

• Causing, permitting, encouraging, engaging in, or allowing a sexual performance by a child as 
defined by Section 43.25, Penal Code. 

Neglect includes: 

• The leaving of a child in a situation where the child would be exposed to a substantial risk of 
physical or mental harm, without arranging for necessary care for the child, and the 
demonstration of an intent not to return by a parent, guardian, or managing or possessory 
conservator of the child; 

• Placing the child in or failing to remove a child from a situation that a reasonable person would 
realize requires judgment or actions beyond the child’s level of maturity, physical condition, or 
mental abilities and that results in bodily injury or a substantial risk of immediate harm to the 
child; 

• Failing to seek, obtain, or follow through with medical care for a child, with the failure resulting 
in or presenting a substantial risk of death, disfigurement, or bodily injury or with the failure 
resulting in an observable and material impairment to the growth, development, or functioning 
of the child; 

• Failure to provide a child with food, clothing, or shelter necessary to sustain the life or health of 
the child, excluding failure caused primarily by financial inability unless relief services had been 
offered and refused;  

• Placing a child in or failing to remove the child from a situation in which the child would be 
exposed to a substantial risk of sexual conduct harmful to a child; 

• Placing a child in or failing to remove the child from a situation in which the child would be 
exposed to acts or omissions that constitute abuse related to sexual conduct; or 

• Failure by a person responsible for a child’s care, custody, or welfare (which includes school 
personnel) to permit the child to return to the child’s home without arranging for the necessary 
care for the child after the child has been absent from the home for any reason, including 
having been in residential placement or having run away. 

Prevention & Reporting Child Abuse or Neglect 

Any employee suspecting child abuse or neglect is expected to use the following procedure to 
report the child abuse and/or neglect: 

• Do not confront the suspected abuser or molester.  

• Report the details to your administrator immediately, including notes of the following:  
o All incidents and observations, including dates and times.  
o Any information you have about the relationship between the child and the suspected 

abuser.  
o Pertinent information that TDFPS will need for its investigation:  
o Name, age, and address of the child  
o Current injuries, medical problems, or behavioral problems  
o Parents’ names and names of siblings at home 

• The administrator will then notify the Head of School of the report.  
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• Maintain confidentiality. Information about suspected child abuse is only to be given out or 
discussed on a “need to know” basis and is not to be shared with fellow employees, parents, 
students, or anyone outside the school other than law enforcement.  

• Make a report to the Texas Department of Family and Protective Service (TDFPS) or local law 
enforcement and let them investigate. 

Anyone who suspects a child has been abused or neglected is required to report it to TDFPS as 
soon as possible, but no later than 48 hours. According to state law, you may not delegate this task 
or rely on another person to make this report. The report can be made using the Texas Child Abuse 
and Neglect Hotline (1-800-252-5400) on online at 
https://www.dfps.state.tx.us/Contact_Us/report_abuse.asp. 

Your report to TDFPS is confidential and not subject to public release. The law provides immunity 
from civil or criminal liability for innocent persons who report even unfounded suspicions, as long as 
the report is made in good faith. Your identity is kept confidential. 

Upon notification that a report of suspected child abuse/neglect has been made against any TMA 
personnel, that person may be removed from all contact with children at The Montessori Academy, 
and may be suspended from employment or further service pending further investigation with or 
without pay. The action to be taken will be determined by the Executive Committee of the Board of 
Trustees and the TMA Head of School. The employment or services of any TMA personnel convicted 
of, or otherwise found to have committed, an act of child abuse and/or neglect will be terminated 
immediately. 

The Montessori Academy and all TMA personnel must fully cooperate with all appropriate 
authorities and agencies in the investigation of any incident of suspected or alleged child abuse 
and/or neglect. 

Molestation and Abuse Prevention at School  

The Montessori Academy expects all employees to limit the opportunities for molestation and/or 
abuse, respond quickly and appropriately to suspicious situations, and take actions or make reports 
when warranted. The school reserves the right to investigate employee or volunteer misconduct, 
even if no complaint has been made. 

Employees are expected to adhere to the following guidelines of behavior: 

• Limit occasions of being alone with a child and be suspicious of anyone who is. Whenever 
possible have another teacher or adult present or be in an open, public area.  

• Monitor volunteers and visitors to ensure they are never alone with a child unless visitor is a 
therapist with consent from a parent.  

• Report any known misconduct or questionable behavior on the part of fellow employees, 
volunteers, visitors, and students.  

• Do not touch a child unless it is for a clear educational purpose.  

• At least two chaperones (preferably a male and a female) should accompany students on trips 
away from school.  

• The school prohibits consensual sexual relationships between an employee or volunteer and 
students, including students who have reached the age of consent.  

• Report any personal criminal convictions immediately to your administrator. 
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• The Montessori Academy will not knowingly employ anyone who has been convicted of child 
abuse or sexual molestation. The school requires as part of its pre-employment process a 
background check be conducted on all applicants before an offer of employment is extended. 
Periodic follow-up background checks are also conducted as part of continuing employment. 

COMMUNICATION INFORMATION 

Confidential Information 

It is vital to the interests and success of The Montessori Academy that we protect our confidential 
business information. Confidential information includes, but is not limited to, the following examples: 

• compensation data  

• computer processes  

• computer programs and codes  

• student and parent lists and contact information  

• student grades 

• student and employee health information 

External Communication 

The Head of School is the official spokesperson for The Montessori Academy. Employees who 
receive a request from the news media for information (whether written or oral) or for an interview 
relating to the school or its business, should directly refer the inquiry to the Head of School. Any 
appearances on behalf of The Montessori Academy or public comments about the school by others 
require the advance approval of the Head of School. 

Personal Information Changes 

To help us keep records and benefit program information accurate, please notify the Business 
Manager of any changes to your personal information within 30 days of the change. The information 
we need includes your mailing address, telephone numbers, your marital status, changes to your 
dependents' information, who to contact in case of an emergency, educational accomplishments, 
and other possibly relevant information. Contact the Head of School to make changes or if you have 
questions about what information is required. 

Personnel Records 

A confidential file shall be kept for each employee. Files include required employment forms, 
documentation of education and credentials, professional development and required safety training 
records, and performance reviews. I-9 forms are kept in a separate file.  

Personnel files are the property of The Montessori Academy. Because this information is highly 
confidential and we respect your privacy, only persons with a legitimate business reason will be 
allowed access to personnel files. As such, it is The Montessori Academy’s policy that access to 
information contained in this file be limited to the employee, employee’s immediate supervisor, 
Head of School, Business Manager, and Board of Trustees. If you wish to see your personnel file, 
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contact the Head of School. With reasonable advance notice, you may review your own personnel 
file in our offices and in the presence of a person authorized by The Montessori Academy. 

Record Maintenance and Disposal Procedure 

Following the close of each school year, records will be maintained per the records retention policy. 
Documents containing confidential information will be destroyed by shredding on-site or by a 
document destruction company. 

Records Retention 

Records will be retained following School Office Services Business (SOS Business, Inc.) 
recommendations unless otherwise noted.  

Student Records: Student files will be retained for a period of seven years after the student has left 
the school. Standardized test results and student accident reports will be maintained permanently. 
Health records will be kept for two years after the student leaves the school. 

Financial Aid: Scholarship applications and Financial Aid Committee records will be retained for 
three years. Scholarship award information will be retained permanently. 

Financial Records: Financial records will be retained in accordance with Internal Revenue Service 
(IRS) requirements. Please see the TMA Accountant for additional information. 

Electronic Records (specifically email): Email will be deleted from your inbox after 6 months. Emails 
can be saved in folders and preserved. However, it is recommended that they not be saved beyond 
6 months. 

Solicitation and Distribution 

The Montessori Academy wants every employee to work in an environment free from unnecessary 
and inappropriate distractions. Solicitation by an employee of another employee is prohibited 
during the working time of either person. Working time is defined as time when an employee’s 
duties require that he/she be engaged in work tasks. Employees are prohibited from selling 
merchandise, requesting financial contributions, distributing any pamphlets or literature not related 
to your job, or any other type of solicitation or distribution not related to your job. This includes the 
unauthorized posting of bulletins, notices, or advertisements on school bulletin boards, or on any 
other school means of communication, including its e-mail and internet systems. 

No literature shall be posted anywhere on the premises without the authorization of the Head of 
School or designee and a copy placed on file in the office before dissemination. Solicitation and/or 
distribution of material on school property by persons not employed by The Montessori Academy 
are prohibited at all times. Employees are expected to notify the Head of School if they are solicited 
or subjected to prohibited distribution of literature, whether in person, through the company’s mail 
system or by email. 

Fundraising projects associated with employees’ children are allowed in the teachers’ lounge and/or 
teachers’ workroom. Employees may not solicit to TMA parents. 
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Electronic Communications Policy 

This section sets forth the School’s policies for use of its Electronic Systems (as defined below). 
Employees are required to read and review these policies, comply with and consent to their 
application, and to acknowledge receipt of them by signing the acknowledgement form provided. 

Definition of School “Systems” 

This policy covers any Electronic Communications created, sent, received, used, transmitted, or 
stored using any School communication systems or equipment and employee provided systems or 
equipment used either in the workplace, during working time, or to accomplish work tasks. 
“Electronic Communications” include, among other things, messages, images, sounds, text data, or 
any other information used in e-mail, instant messages, text messages, voice mail, fax machines, 
computers, two-way radios, personal digital assistants (including Blackberry, iPhone, Android or 
similar devices), pagers, telephones, cellular and mobile phones including those with cameras, audio 
recorders, intranet, internet, back-up storage, GPS capability, information on a memory or flash key 
or card, jump, thumb, or zip drive or any other type of internal or external removable storage drives 
(collectively referred to as “Systems”).  

Acceptable Uses of School Systems 

Employees may use the School Systems to communicate internally with co-workers or externally with 
parents, suppliers, vendors, advisors, and other business acquaintances for the purpose of 
transacting the School’s business and serving our students.  

School Control of Systems and Electronic Communications 

All Electronic Communications contained in School Systems are School records and/or property. 
Although an employee may have an individual password to access the School’s Systems, the 
Systems and Electronic Communications belong to the School. The Systems and Electronic 
Communications are accessible to the School (and its representatives) at all times including periodic 
unannounced inspections. The School’s Systems and Electronic Communications are subject to use, 
access, monitoring, review, recording, and disclosure without further notice. Employees should have 
no expectation that their communications on School Systems are confidential or private.  

All communication with parents should be sent through school approved methods only 
(RenWeb/FACTS SIS, TMAonline account, etc.). No correspondence should be through personal 
emails, social networking sites, texts, or other personal means. 

The School’s right to use, access, monitor, record, and disclose Electronic Communications without 
further notice applies equally to employee-provided systems or equipment used in the workplace. 

Telephone Usage 

The Telephone Systems (including voicemail) at the School are the property of the School and are 
provided for business or school purposes. On rare occasions when you are expecting an important 
call, please notify the front office. An employee will be called from the class otherwise only in the 
event of an emergency. Otherwise, the caller will be transferred to voicemail. Employees are 
responsible for checking their voicemail for messages. 
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The School may periodically monitor the usage of the Telephone Systems to ensure compliance with 
this Policy. Therefore, employees should not consider their conversations on the School’s telephone 
systems to be private. If an employee receives a message that is not addressed to him/her, he or she 
is not authorized to use the information contained in the message. 

Personal Mail 

All mail that is delivered to the School is presumed to be related to School business. Mail sent to 
you at the School may be opened by the office personnel and routed to you. 

Monitoring and Protection of School Assets 

The School will use various technologies to control, review, and monitor the use and location of its 
Systems or other assets and compliance with this Policy, including but not limited to software 
monitoring of all systems, GPS or similar telemetric systems, and software programs that may be 
developed or utilized from time to time. 

Electronic devices (iPad, iTouch, laptops, etc.) are issued to teachers to assist in checking email, 
finding student information, taking attendance, taking photographs and video, using the internet, 
etc., and are to be treated in the same manner as all other school electronic devices set forth within 
this Policy. These devices are not be removed from the building at any time without approval and 
should always be secured when not in use or in the classroom. If you want to leave your assigned 
device in the care of the administrative team after school or on the weekends, those arrangements 
can be made. All devices are secured with a passcode or password and the front office will maintain 
these for security purposes. After 10 incorrect passcode attempts, all data is automatically deleted 
from iPads and iTouches for security purposes. If you forget your passcode, please contact the front 
office. 

Special care should be given to the protection of electronic devices. These type of devices are 
especially prone to damage and do not necessarily have warranty protection. Always place these 
devices on a flat surface for storage or use and handle them carefully when using or moving them, 
especially laptops that will be leaving school grounds and be transported in vehicles. Technology 
use expectations are the same whether used on campus or off campus. Electronic devices should 
only be cleaned with products provided by the front office. 

Personal Use of School Systems 

Personal communications in the School’s Systems are treated the same as all other Electronic 
Communications and may be used, accessed, recorded, monitored, and disclosed by the School at 
any time without further notice. Since all Electronic Communications and Systems can be accessed 
without advance notice, employees should not use the School’s Systems for communication or 
information that employees would not want revealed to third parties. Personal use of the School’s 
System should be limited to non-working time. Personal use of the School’s System must be 
conducted in such a manner that it does not interfere with an employee’s supervision of children, 
productivity on the job, affect the smooth operation of our Systems, or use a disproportionate 
amount of the System’s functional capacity. 
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Prohibited Uses of School Systems 

Employees may not use the School’s Systems in a manner that violates the School’s policies 
including but not limited to its No Harassment, Equal Employment Opportunity, Confidential 
Information, and No Solicitation policies. Employees may not use the School’s Systems in any way 
that may be seen as obscene, offensive, malicious, threatening, intimidating, or bullying. Examples 
of prohibited uses include, among other things, sexually explicit messages, images, cartoons, or 
jokes, propositions or love letters, ethnic or racial slurs, threats of violence, or any other criminal 
activity or any other message or image that may be in violation of School policies.  

In addition, employees may not use the School’s Systems:  

• To  download, save, send, or access any defamatory, discriminatory, harassing, threatening, or 
obscene material;  

• To download, save, send, or access any music, audio, or video file for personal use; 

• To download anything from the internet (including shareware or free software) without the 
advance permission of the systems supervisor; 

• To download, save, send, or access any site or content that the School might deem “adult 
entertainment;” 

• To access any non-work-related blog or otherwise post a personal opinion during working time; 

• To text or instant message for non-work related or non-business purposes on the School’s 
System; 

• To attempt or to gain unauthorized or unlawful access to computers, equipment, networks, or 
Systems of the School or any other person or entity; 

• In connection with any infringement of intellectual property rights, including but not limited to 
copyrights; and, 

• In connection with the violation or attempted violation of any law. 

Use of Employee-Owned Devices 

Employees may own various types of personal electronic devices such as iPods, iPads, ear buds, 
wireless ear pieces, MP3 players, music players, video devices, pagers, cell phones, etc. Employees 
may only use such items during working time in a manner appropriate for the employee’s job duties 
and expected productivity. Certain activities are never appropriate during an employee’s working 
time. For example, listening to music, watching videos, wearing ear buds or listening devices or text 
messaging which is not work or business related, etc., are not appropriate during working time. 
Given the extent of devices and technology available, no list of unprofessional conduct will be 
complete and you should know that the School may prohibit the use of any device at any time while 
you are working for the School. The School expects employees to be focused on working, working 
safely, appearing professional at all times, and being as productive as possible. If you have TMA 
email on your personal electronic device, a password is required. In addition, connecting a personal 
device to the School’s Systems gives the School consent to access that device. Please inform the 
school if your personal electronic device is lost or stolen. 

Electronic Forgery 

An employee may not misrepresent, disguise, or conceal his or her identity or another’s identity in 
any way while using the School’s Systems or Electronic Communications; make changes to any 
School System or Electronic Communications without clearly indicating such changes; or use another 
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person’s account, mailbox, password, etc., without prior written approval of the account owner and 
without identifying the actual author.  

Intellectual Property Rights 

Employees must always respect all copyright and all other intellectual property laws. For the 
employer’s protection as well as your own, it is critical that the employee show proper respect for 
the laws governing copyright, fair use of copyright material owned by others, trademarks and other 
intellectual property, including the employer’s own copyrights, trademarks, and brands. 

System Integrity, Security, and Encryption 

All Systems passwords and encryption keys must be available and known to the School. Employees 
may not install password or encryption programs without the written permission of our Systems 
Supervisor. Employees may not use the passwords and encryption keys belonging to others. 

Responsibility for Student Internet and Computer Use 

Students are provided standards and rules for proper internet and computer use while at school. 
Teachers are responsible for being familiar with these student standards and rules and ensuring 
student compliance with those guidelines. Any teacher that discovers a student is in violation of the 
Student Computer and Internet Acceptable Use Policy should immediately report the matter to the 
Head of School. 

End of Employment 

At the time of leaving the School’s employment, employees must return all School Systems and 
property in their possession and promptly delete from any employee owned devices any and all 
records, data, notes, reports, proposals, lists, correspondence, specifications, materials, documents, 
or other information or property belonging to the School, its successors or assigns. Employees agree 
not to keep such School property and information in their possession, re-create such information or 
deliver it to anyone else. 

Compliance with Applicable Laws 

Numerous laws apply to Electronic Communications. The School will comply with all applicable laws 
and we expect our employees to do the same. 

Consequences of Policy Violations 

Violations of the Electronic Communications Policy may result in disciplinary action up to and 
including immediate termination of an employee’s employment as well as possible civil liabilities or 
criminal prosecution. Where appropriate, the School may advise legal officials or appropriate third 
parties of policy violations and cooperate with official investigations. Such cooperation may include, 
but is not limited to, providing access to our Systems or recordings or copies on information in our 
Systems. The School will not, of course, retaliate against anyone who reports possible policy 
violations or assists with investigations. 
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Social Networking and Blogging Policy 

This section sets forth the School’s policies regarding social networking and blogging. Employees 
are required to read and review these policies, comply with and consent to their application and to 
acknowledge receipt of them by signing the acknowledgement form provided. 

The School understands that social media can be a fun and rewarding way to share your life and 
opinions with co-workers, family, and friends around the world. However, use of social media also 
presents certain risks and carries with it certain responsibilities. To assist employees in making 
responsible decisions about their use of social media, the School has established these basic 
guidelines for use of social media. 

Guidelines 

In the rapidly expanding world of electronic communications, social media can mean many things. 
Social media includes all means of communicating or posting information or content of any sort on 
the Internet, including to your own or someone else’s blog, journal, or diary, personal website, social 
networking site, bulletin board or a chat room, whether or not associated or affiliated with the 
School, as well as any other form of electronic communications. 

The same principles and guidelines found in School policies apply to your activities online. 
Ultimately, you are solely responsible for what you post online. Before creating online content, 
consider some of the risks and rewards that are involved. Keep in mind that any of your conduct that 
adversely affects your job performance, the performance of fellow employees or otherwise adversely 
affects members, suppliers, people who work on behalf of the School or the School’s legitimate 
business interests may result in disciplinary action up to and including immediate termination of 
employment. 

Know and Follow the Rules 

Carefully read these guidelines and the policies contained in our Employee Handbook and ensure 
your postings are consistent with these policies. Inappropriate postings that may include 
discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful 
conduct will not be tolerated and may subject you to disciplinary action up to and including 
immediate termination. 

Be Respectful 

Always be fair and courteous to fellow employees, members, vendors, suppliers, or people with 
whom you work on behalf of the School. Also, keep in mind that you are likely to be able to resolve 
work-related complaints by speaking directly with your co-workers. Nevertheless, if you decide to 
post complaints or criticism to social media sites, avoid using statements, photographs, video, or 
audio that reasonably could be viewed as malicious, obscene, threatening or intimidating, that 
disparage our families, employees, suppliers or vendors, or that might constitute harassment or 
bullying. Examples of such conduct might include offensive posts meant to intentionally harm 
someone’s reputation or posts that could contribute to a hostile work environment on the basis of 
race, sex, disability, religion, or any other status protected by law or School policy. 
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Be Honest and Accurate 

Make sure you are honest and accurate when posting information or news, and if you make a 
mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the 
internet archives almost everything, therefore, even deleted postings can be searched. Never post 
any information or rumors that you know to be false about the School, employees, members, 
suppliers or vendors, or other people with whom you work on behalf of the School. 

Post Only Appropriate and Respectful Content 

Maintain the confidentiality of School trade secrets and private or confidential information. Trade 
secrets may include information regarding the development of systems, processes, products, know-
how, and technology. Do not post internal reports, policies, procedures or other internal business-
related confidential communications. Do not post confidential information relating or belonging to 
our members, suppliers, vendors, or other third parties with whom you work on behalf of the School. 

Do not create a link for your blog, website, or other social networking site to a School website. 
Never represent yourself as a spokesperson for the School. If the School is a subject of the content 
you are creating, be clear and open about the fact that you are an employee and make it clear that 
your views do not represent those of the School, or its members, suppliers or third parties with 
whom you work on behalf of the School. If you do publish a blog or post online related to the work 
you do or subjects associated with the School, make it clear that you are not speaking on behalf of 
the School. It is best to include a disclaimer such as “the postings on this site are my own and do not 
necessarily reflect the view of The Montessori Academy of Arlington.” 

“Friending” Students, Alumni, and Parents 

Do not initiate or accept social media relationship requests (also known as “friend” requests) from 
current students of any age or former students under the age of 13.  

Use professional discretion when “friending” alumni 13 and over. Please recognize that many former 
students have online connections with current students (including younger siblings and 
underclassmen friends), and that information shared between recent alumni is likely to be seen by 
current students as well.  

Employees are discouraged from “friending” parents of current or prospective students, due to the 
inherent conflicts of interest that this may raise (perceptions of favoritism, influencing grading, or 
student treatment, etc.).  

Please be aware that “friending” staff or parents preclude any expectation of privacy. 

Using Social Media at Work 

Refrain from using social media while on work time or on equipment the School provides, unless it is 
work-related as authorized by your supervisor or consistent with the School’s Electronic 
Communications Policy. Do not use School email addresses to register on social networks, blogs, or 
other online tools utilized for personal use. 
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Retaliation is Prohibited 

The School prohibits taking negative action against any employees for reporting a possible violation 
of this policy or for cooperating in an investigation. Any employee who retaliates against another 
employee for reporting a possible deviation from this policy or for cooperating in an investigation 
will be subject to disciplinary action, up to and including immediate termination. 

Consequences of Policy Violations 

Violations of the Social Networking and Blogging Policy may result in disciplinary action up to and 
including immediate termination of an employee’s employment as well as possible civil liabilities or 
criminal prosecution. Where appropriate, the School may advise legal officials or appropriate third 
parties of policy violations and cooperate with official investigations. Such cooperation may include, 
but is not limited to, providing access to our Systems or recordings or copies on information in our 
Systems. The School will not, of course, retaliate against anyone who reports possible policy 
violations or assists with investigations. 

Questions 

If you have questions about the Electronic Communications Policy or the Social Networking and 
Blogging Policy, contact the Business Manager or the program administrator. 

PROTECTING PEOPLE AND PROPERTY 

Accident Reporting Procedures 

At The Montessori Academy, if a child or employee is injured, the supervising teacher must assess 
the severity of the injury. In the case of a head injury, parents must be notified immediately. With 
severe injuries of any kind, parents are notified and children either taken to the hospital or cared for 
by paramedical personnel. Less severe injuries may be treated according to standard first aid 
procedures. An Accident Report Form must be completed when a child is injured at TMA; one copy 
goes to the parents, one to the child’s file, and one to the First Aid Log. 

Bodily Fluid Cleanup and Hygiene Policy 

All TMA personnel should comply with the following procedures for the cleaning of bodily fluids:  

• Routine and standard procedures should be used to clean up after a child has an accident or 
injury at school.  

• Blood or other body fluids emanating from any child should be treated cautiously.  

• Gloves should be worn when cleaning up blood spills.  

• These spills should be disinfected with our disinfectant solution.  

• Persons coming in contact with the spills should wash their hands afterwards.  

• Blood-soaked items should be placed in leak proof bags for washing or further disposition. 
Similar procedures are recommended for dealing with vomitus and fecal or urinary incontinence 
in any child.  

• Hand washing with soap and warm water after contact with a child is routinely recommended 
only if physical contact has been made with the child’s blood or body fluids, including saliva. 



 
 
 

61 
 
 
 

Bomb Threats 

Students must follow the same procedures as in a fire drill. Routes for the nearest fire exit are posted 
in each room. Students should vacate the building in an orderly manner in a single file, and should 
remain with the class in the designated safe area so that the teacher may call roll. Students and 
faculty are to remain outside until local safety officials have swept the campus and declared safe. 

Crisis Management Plan 

The Montessori Academy is committed to ensuring the safety of all students and employees. TMA 
works closely with the City of Dalworthington Gardens (DWG) police, fire, and rescue personnel. In 
the event of a crisis, school personnel would follow DWG emergency personnel’s instructions. 

When a crisis occurs, the Head of School or designee will implement the following process: 
1. Assess life/safety issues immediately. 
2. Provide immediate emergency medical care. 
3. Call 911 and notify police/rescue. 
4. Implement the appropriate Crisis Response Procedures (I). 
5. Evaluate available and needed resources. 
6. Activate the Crisis Communication Procedure (II). 
7. Secure all areas. 
8. Implement evacuation (as needed) and other procedures to protect students and employees 

from harm. Release students only to authorized persons. 
9. Notify Board President, members of the Crisis Management Team (III), and parents. 
10. Implement Post-Crisis Procedures (IV). 

Crisis Response Procedures 

It is the responsibility of the Head of School to make the decision regarding the appropriate 
emergency response procedure to implement and to coordinate efforts with emergency personnel. 
The primary responsibility of all TMA employees is to ensure the safety of the children who are in 
their care. During a crisis, parents are expected to follow established TMA policies and procedures. 
Information will be provided to parents, as circumstances allow, through the  Parent Alert system. 
School closing information will be sent through the Parent Alert system. 

Depending on the nature of the crisis, the building will either be locked down or evacuated and the 
appropriate emergency procedure implemented.  

Lockout  

• A PA announcement of “Lockout! Secure the perimiter,” will be made 2 times. 

• Any students who are outside should immediately be led back into the classroom. 

• Teachers will lock their perimeter door. Interior doors do not need to be closed. 

• Teachers will close the blinds located on the outside perimeter walls. 

• Teachers will take attendance to ensure all students are accounted for. Notify the office of any 
missing or extra students. 

• The all-clear signal will be given over the PA system when the lockout is complete.  
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Lockdown  

• A PA announcement of “Lockdown! Locks, lights, out of sight!” will be made 2 times. 

• Classroom teachers will get their first aid bag, lock their hallway and courtyard doors, close 
mini-blinds, turn off all lights, and move students out of the line of sight. Please be aware of any 
students/teachers that may be in a courtyard or on the playground and inform them of the lock-
down. Students are to be kept as quiet as possible. Teachers will take attendance to ensure all 
students are accounted for.  

• Elementary teachers and students who are outside will be notified and relocate, depending on 
proximity to the classroom or the wildscape and follow lock-down procedures. Early Childhood 
teachers and students who are outside will be notified and relocate, depending on proxmity, to 
the red storage building or the wildscape and follow lock-down procedures. Toddler teachers 
and students who are outside will be notified and relocate to the classroom and follow lock-
down procedures. Teachers will take attendance to ensure all students are accounted for. 
Teachers and students who are in the wildscape will be notified and will remain in the 
wildscape. 

• Enrichment teachers will follow lock-down drill procedures in their areas. Teachers will take 
attendance to ensure all students are accounted for.  

• No one will be allowed to leave or enter the building while a lock-down is in effect.  

• The all-clear signal will be given over the PA system when the lock down is complete. The all-
clear signal will be for an administrator to unlock each door and give a verbal “all clear” to each 
classroom. Those in the wildscape will be notified in person.  

Severe Weather 

• A PA announcement of “Shelter for tornado,” will be made 2 times. 

• If students are outside, immediately lead them inside the classroom.  

• Classroom teachers will get their first aid bag, and lead students to the designated safey 
location in the hallway and assume the duck and cover position. Infants and Toddler are not 
required to duck and cover, just sit up against the wall. Close the classroom door as you exit. 

• At the designated relocation area, teachers will: 
o Take attendance to ensure that all students are accounted for.  
o Check to make sure your flashilight is working. 
o Hold up appropriate SRP status card: Green–OK / Red–Help / White–Medical Help 
o Ensure that everyone will remain at the designated relocation area until the all-clear signal 

is given or further directions are given. 

• When the all-clear signal is given over the PA, everyone will return to the classroom.  

Evacuation 

• A PA announcement of “Evacuate. Fire safety location,” will be made 2 times. 

• Students and adults will exit classrooms and other building areas, closing the door as you exit, 
following the designated primary evacuation route shown on the Fire Escape Map (posted on 
the wall in each area), unless directed by front office staff to use the secondary evacuation 
route, and proceed to the designated relocation area away from the building. At the 
designated relocation area, teachers will: 
o Take attendance to ensure that all students are accounted for.  
o Check to make sure your flashilight is working. 
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o Hold up appropriate SRP status card: Green–OK / Red–Help / White–Medical Help 
o Ensure that everyone will remain at the designated relocation area until the all-clear signal 

is given or further directions are given. 

• When the all-clear signal is given over the PA, everyone will return to the building.  

• In the event that emergency personnel direct that students be evacuated to another location, 
TMA employees will: 
o Follow emergency personnel instructions regarding relocation to a safe place; 
o Provide relocation through the Parent Alert system.  and on signs posted on the front 

doors;  
o Notify parents once students are safely relocated; and 
o Release students according to TMA procedures. 

Crisis Communication Procedures 

In the event of an emergency, the following actions will be taken: 

• ALWAYS RESPOND TO THE EMERGENCY FIRST. If first aid or emergency personnel are 
needed, the school employee will take the necessary steps to handle the situation. The injured 
person should never be left unattended by a school employee. Actions taken will be 
documented following TMA procedures. 

• NOTIFY THE HEAD OF SCHOOL. Once initial first aid has been administered, the school 
employee will notify the Head of School of the situation. When necessary, the Head of School 
will ensure that 911 is called. 

• NOTIFY THE PARENTS. Once the Head of School is apprised of the situation, the parents or 
guardian of the injured student will be notified following TMA procedures. In the event of 
evacuation from the site, parents will be notified once students are safely relocated.  

• NOTIFY THE BOARD PRESIDENT. The Head of School will notify the Board President. 
Updates will be provided to the Board President on a regular basis. 

• ACTIVATE CRISIS TEAM. The Board President will activate the Crisis Management Team, 
should the need arise. 

• COMMUNICATING WITH THE MEDIA. The Head of School is in charge of building-level 
communications and is the most likely source of reliable and accurate information.  

The Board President and the Head of School are the official spokespersons for TMA. All inquiries 
from the media should be directed to them. The Board President may direct the Head of School to 
assume the role of chief communicator to the news media. 

Crisis Management Team 

Members of the Crisis Team 

The Crisis Management Team will consist of the Executive Committee: The Board President, Vice-
President, Secretary, Treasurer, and the Head of School. The Board President and Head of School 
will serve as official spokespersons for the school. 
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Responsibilities of Crisis Management Team Members 

The responsibilities of Crisis Management Team Members include, but are not limited to the 
following: 

• Develop official releases of information to the media; 

• Direct all media inquiries to the Board President or the Head of School; 

• Develop a plan for returning to normal operations; and 

• Contact community resources as needed. 

Post-Crisis Procedures 

The Montessori Academy is committed to supporting TMA families and employees in the aftermath 
of a crisis and to the improvement of processes to ensure the safety of students and employees. 

Support of Students, Parents, and Employees 

TMA employees will support students by: 

• Maintaining a normal climate in the classroom; 

• Providing opportunities for students to talk about what they have experienced;  

• Maintaining open communication with parents regarding their students’ reactions; and 

• Recommending and/or providing professional resources, as appropriate, to assist students in 
dealing with their reactions to the crisis. 

The Head of School will support parents by providing information regarding: 

• The event and the school’s response; 

• The event’s impact upon students; and 

• Community resources to assist children and families. 

The Head of School will support TMA employees by: 

• Providing opportunities for employees to talk about what they have experienced; 

• Providing employees with professional resources or connecting employees with community 
resources, as appropriate, to help employees members deal with their reactions to the crisis 
and to adjust after the crisis; 

• Involving employees in the review of pertinent policy and procedure and the development of 
recommendations for revision. 

Review and Revision of Policies and Procedures 

Following a crisis, the Head of School and TMA employees will review pertinent policies and 
procedures and develop recommendations for revision. Recommendations for revisions to policies 
will be presented to the Board of Trustees for their approval; revisions to operational procedures will 
be communicated to the Board. 

Emergency Closing Policy 

The decision to close the school shall be made by the Head of School or designee who will typically 
follow the lead of the Arlington Independent School District. Employees will be notified of school 
delays or closings through Parent Alert. 
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Emergency Drills 

Regular emergency drills are required by state law and local ordinance and are an important safety 
precaution at The Montessori Academy. Evacuation procedure maps are located in each classroom 
and are also strategically placed throughout the facility as a reference for students, school 
employees, and visitors. 

Regular drills are an important part of preparing for the possibility of a fire, tornado, lock-down,or 
other emergency at the school. These drills help prepare and educate students and employees alike 
so that everyone will know what to do and where to go in the case of a real emergency. State or 
local law requires that fire and tornado drills be conducted regularly during the school year and that 
records of these drills be kept by school administration.  

Emergency drills may be announced or unannounced. In either case, teachers, administrators, and 
employees should follow school procedures to evacuate the building and/or relocate all building 
occupants to safe areas. Teachers are required to take their class rosters with them during any 
emergency drill for the purpose of taking roll and ensuring that all children are with the class. 

Fire Drills  

The Montessori Academy will conduct fire drills monthly when there are 10 or more school days 
during the month. One long continuous ring of the bell or alarm firebox system will alert all 
personnel as to the fire drill. Students should vacate the building in an orderly manner in a single file 
and gather in the designated safe area away from the building. 

Fire, Tornado, or Chemical Spill Policy 

In any emergency situation the child’s safety is of utmost importance. Department of Protective and 
Regulatory Services regulations require that emergency procedure for fire, tornado, and/or chemical 
spills be in place and that all employees and students understand these procedures. 

Any employee may sound the alarm without hesitation when there is any indication of fire, tornado, 
or chemical spill. Training will be provided on emergency evacuations. Exit routes and alternative 
routes are posted in classrooms and the office. Employees receive training on emergency 
evacuations at the beginning of the year and are required to familiarize themselves with these 
routes. 

Fire, tornado, and chemical spill drills will be held according to PRS regulations and a record kept of 
performance. 

The school will meet all federal, state, county, and city fire ordinances. 

Fighting, Threats, and Weapons 

The school has a zero tolerance policy regarding fighting or threatening words or conduct. We also 
do not allow the possession of weapons of any kind on school premises. 
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Fraud, Dishonesty, and False Statements 

Falsification of any application, medical history record, invoice, paperwork, time record, or any other 
document is strictly prohibited. If you observe any such violations, please report them to your 
Supervisor or the Head of School immediately. 

HEALTH REQUIREMENTS AND SERVICES: COMMUNICABLE 
DISEASES 

The major criterion for exclusion from attendance is the condition’s probability of spread from 
person-to-person. A student or employee may have a non-excludable disease, yet require care at 
home or in a hospital. 

 CONDITION EXCLUSION READMISSION CRITERIA REPORTABLE DISEASE 

AIDS/HIV INFECTION CHILD'S PHYSICIAN TO 
DETERMINE 

 YES, BUT SCHOOLS ARE 
NOT REQUIRED TO REPORT 

AMEBIASIS YES AFTER TREATMENT IS 
INITIATED 

YES, CALL 800.705.8868 

CAMPYLOBACTERIOSIS YES AFTER DIARRHEA AND FEVER 
SUBSIDE 

YES, CALL 800.705.8868 

CHICKENPOX (VARICELLA) YES 7 DAYS AFTER ONSET OF 
RASH. 
IMMUNOCOMPROMISED 
INDIVIDUALS SHOULD NOT 
RETURN UNTIL ALL BLISTERS 
HAVE CRUSTED OVER. 

YES, CALL 800.705.8868 

COMMON COLD NO, UNLESS FEVER AFTER FEVER SUBSIDES NO 

CONJUNCTIVITIS, BACTERIAL OR 
VIRAL (PINK EYE) 

YES UNTIL EFFECTIVE 
TREATMENT AND APPROVAL 
BY HCW 

NO 

COXSACKIE VIRUS DISEASES 
(HAND, FOOT & MOUTH 
DISEASE) 

NO, UNLESS FEVER  NO 

CRYPTOSPORIDIOSIS YES AFTER DIARRHEA SUBSIDES YES, CALL 800.705.8868 

CYTOMEGALOVIRUS (CMV 
INFECTION) 

NO  NO 

ESCHERICHIA COLI (E. COLI) 
INFECTION 

YES AFTER DIARRHEA AND FEVER 
SUBSIDE 

YES, IF E. COLI 0157-H7 
STRAIN, CALL 
800.705.8868 

FEVER YES AFTER FEVER SUBSIDES NO 

FIFTH VIRUS HUMAN PARVOVIRUS NO, UNLESS FEVER AFTER FEVER SUBSIDES NO 

GASTROENTERITIS, VIRAL YES AFTER DIARRHEA SUBSIDES NO 

GIARDIASIS YES AFTER DIARRHEA SUBSIDES NO 

HEAD LICE (PEDICULOSIS) YES, WITH LIVE LICE AFTER ONE MEDICATED 
SHAMPOO TREATMENT 

NO 

HEPATITIS A YES ONE WEEK AFTER ONSET OF 
ILLNESS 

YES, CALL 800.705.8868 

HEPATITIS B NO  YES, CALL 800.705.8868 

HERPES SIMPLEX (COLD SORES) NO  NO 
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 CONDITION EXCLUSION READMISSION CRITERIA REPORTABLE DISEASE 

IMPETIGO NO AFTER TREATMENT HAS 
BEGUN 

NO 

INFLUENZA (FLU) YES AFTER FEVER SUBSIDES NO 

MEASLES (RUBEOLA) YES FOUR DAYS AFTER ONSET OF 
RASH 

YES, IMMEDIATELY CALL 
800.705.8868 

MENINGITIS, BACTERIAL YES UNTIL EFFECTIVE 
TREATMENT AND APPROVAL 
BY HCW 

YES, CALL 800.705.8868 

MENINGITIS, VIRAL NO, UNLESS FEVER AFTER FEVER SUBSIDES YES, CALL 800.705.8868 

MENINGOCOCCAL INFECTIONS 
(MENINGITIS, MENINGOCOCCEMIA 

YES UNTIL EFFECTIVE 
TREATMENT AND APPROVAL 
BY HCW 

YES, IMMEDIATELY CALL 
800.705.8868 

MONONUCLEOSIS, INFECTIOUS 
(EPSTEIN BARR VIRUS) 

YES WHEN A PHYSICIAN DECIDES 
OR AFTER FEVER SUBSIDES 

NO 

MUMPS YES AFTER NINE DAYS FROM THE 
ONSET OF SWELLING 

YES, CALL 800.705.8868 

OTITIS MEDIA (EARACHE) NO, UNLESS FEVER AFTER FEVER SUBSIDES NO 

PERTUSSIS (WHOOPING COUGH) YES AFTER COMPLETION OF 5 
DAYS OF ANTIBIOTIC 
TREATMENT 

YES, IMMEDIATELY CALL 
800.705.8868 

PHARYNGITIS, 
NONSTREPTOCOCCAL (SORE 
THROAT) 

NO, UNLESS FEVER AFTER FEVER SUBSIDES NO 

PINWORMS NO  NO 

RINGWORM OF THE BODY NO  NO 

RINGWORM OF THE SCALP YES AFTER TREATMENT HAS 
BEGUN 

NO 

RUBELLA (GERMAN MEASLES) YES SEVEN DAYS AFTER ONSET OF 
RASH 

YES, CALL 800.705.8868 
WITHIN 1 WORKING DAY 

SALMONELLOSIS YES AFTER DIARRHEA AND FEVER 
SUBSIDE 

YES, CALL 800.705.8868 

SARS-COV-2 YES See COVID-19 Policy YES. SUBMIT TO TARRANT 
COUNTY DEPT. OF HEALTH 

SCABIES YES AFTER TREATMENT HAS 
BEGUN 

NO 

SINUS INFECTION YES  NO 

SHIGELLOSIS YES AFTER DIARRHEA AND FEVER 
SUBSIDE 

YES, CALL 800.705.8868 

STREPTOCOCCAL SORE THROAT 
AND SCARLET FEVER 

YES 24 HOURS AFTER EFFECTIVE 
ANTIBIOTIC TREATMENT HAS 
BEGUN AND FEVER SUBSIDES 

NO 

TUBERCULOSIS, PULMONARY YES AFTER ANTIBIOTIC 
TREATMENT AND BEGUN AND 
PHYSICIAN'S CERTIFICATE OR 
HEALTH PERMIT OBTAINED 

YES, CALL 800.705.8868 
WITHIN 1 WORKING DAY 
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Staff COVID-19 Policy (effective December 1, 2021)  

COVID-19 vaccines are strongly encouraged by the CDC, DSHS, the Governor of Texas, and 
doctors. We will follow this guidance and strongly encourage all staff members to be vaccinated for 
COVID-19.  
 
Exposure while Carrying Out Job Responsibilities  

1. Vaccinated staff or those who have had COVID-19 in the previous 3 months are not required 
to quarantine per CDC guidelines. TMA will provide rapid tests for those teachers who are 
impacted and will follow CDC guidelines to test 3-5 days past exposure.  
a. If no symptoms develop, staff are expected to return to work.  
b. In case of symptoms, see Staff Exhibiting COVID-19 Symptoms for guidance.  

2. Unvaccinated staff are required to quarantine per CDC guidelines.  
a. Staff must use PTO and vacation to be paid during quarantine.  
b. Once PTO and vacation are exhausted, no payment will be made.  
c. TMA will provide rapid tests for those staff who are impacted. Staff who show no 

symptoms may return after day 7 after receiving a negative test result (test must 
occur on day 5 or later).  

d. In case of symptoms, see Staff Exhibiting COVID-19 Symptoms for guidance.  
 
Staff Children and Household Members  

1. All staff, whether vaccinated or unvaccinated, who stay home with a sick child or a child who 
must quarantine must use PTO or vacation to be paid.  

2. If a staff member’s child is diagnosed with COVID-19: 
a. Vaccinated staff members or those who have had COVID-19 in the previous 3 

months and are asymptomatic can continue to work. Staff must use PTO or vacation 
to be paid if they choose to stay home with their child. 

b. Unvaccinated staff members must quarantine and use PTO or vacation to be paid.  
c. Once PTO and vacation are exhausted, no payment will be made.  
d. If a staff member develops symptoms, see Staff Exhibiting COVID-19 Symptoms for 

guidance.  
 

3. If a staff member’s household member is diagnosed with COVID-19:  
a. Vaccinated staff members or those who have had COVID-19 in the previous 3 

months and are asymptomatic can continue to work. Staff must use PTO or vacation 
to be paid if they choose to stay home.  

b. Unvaccinated staff members must quarantine and use PTO or vacation to be paid.  
c. Once PTO and vacation are exhausted, no payment will be made. 
d. If a staff member develops symptoms, see Staff Exhibiting COVID-19 Symptoms for 

guidance. 
 
Staff Exhibiting COVID-19 Symptoms  

1. Any staff member who exhibits COVID-19 symptoms must contact their supervisor to report 
these symptoms and receive clearance before arriving at work. 

2. Staff must either show a negative test result or receive a doctor’s release to return before 
the 10-day quarantine, while still following the TMA Staff Illness Policy.  

3. If a staff member receives a positive COVID-19 test result, TMA will pay staff for the 
duration of their 10-day quarantine. For longer durations, staff will use PTO or vacation to 
be paid. Once PTO and vacation are exhausted, no payment will be made.  
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4. Knowingly arriving at work with COVID-19 symptoms without contacting their supervisor 
will be considered insubordination and grounds for termination.  

Confidentiality of Communicable Diseases 

It will be the responsibility of the Head of School to ensure instruction of all employees on the strict 
requirements of confidentiality by employees, management, and Board members regarding 
information on any student or employee known to have a communicable disease.  

Confidentiality 

• The law requires school records be kept confidential. If revealed, public pressure may keep 
child from school a child may be ostracized by classmates 

• Knowledge of the disease should be confined to those with direct need to know. 

• Strict hygiene procedures for all matters concerning classroom hygiene and handling of bodily 
fluids and the determination that the child is not a risk in the classroom should eliminate need 
to breach confidentiality to reveal hazards in the workplace. 

• Those who are informed should get appropriate information concerning precautions that may 
be necessary. 

Employee Training Requirements  

• Health professionals should train and monitor the handling of bodily fluids by school employees 
to reduce risk of infection. 

• The Head of School has the ultimate responsibility to provide a healthy school 
environment.Teachers’ roles should include monitoring early warning signs of serious infectious 
diseases. 

Hazing/Bullying/Harassment among Students 

Although we encourage students to participate in school-related activities, the school prohibits all 
forms of hazing. Hazing refers to any activity expected of a student to join or to continue 
membership or participation in any group where the activity produces or could be expected to 
produce mental, emotional or physical discomfort, humiliation, embarrassment, harassment, or 
ridicule to the student, regardless of the student's willingness to participate. If you are not sure 
whether something constitutes hazing, then you need to ask the Head of School.  

Similarly, we also prohibit any type of bullying or harassment type activity among our students. The 
school is dedicated to fostering an environment that promotes kindness, acceptance, and embraces 
differences among individuals. Harassment includes, but is not limited to, slurs, jokes, and other 
verbal, graphic, or offensive conduct relating to  race, color, religion (unless it is required as a bona 
fide occupational qualification), sex, national origin, age, gender, sexual orientation, marital status, 
disability, genetic information, or any other characteristic protected by law.. Bullying includes, but is 
not limited to, physical or verbal aggression (hitting, kicking, taunting, teasing, threatening, 
ridiculing, etc.), relational aggression (harming or threatening to harm relationships or acceptance, 
friendship, or group inclusion), and emotional aggression (teasing, threatening, intimidating others). 
The school also prohibits cyber-bullying (creating websites, instant messaging, e-mails, using camera 
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phones, or other forms of technology to engage in harassment or bullying). Any of these types of 
offensive conduct can create an uncomfortable school environment.  

All school employees are required to immediately report any actual or suspected hazing, bullying, or 
harassment activity among the students to the Head of School. The failure to make such a report 
could result in disciplinary action in accordance with the school’s disciplinary procedures. When the 
school administration becomes aware of any actual or planned hazing, bullying, or harassment 
activity, the situation will be promptly investigated. No adverse action will be taken against any 
person who makes a good faith report of hazing or suspected hazing activity. 

Injury and Illness on the Job 

Any employee reporting an on-the-job injury or illness will receive immediate and appropriate 
medical treatment. All applicable federal, state, and local laws or regulations pertaining to 
occupational injuries or illnesses will be followed and complied with at all times.  

It is the responsibility of all employees to report, in writing and within one workday, to the Head of 
School all on-the-job injuries or illnesses regardless of how insignificant or minor the injury or illness 
may appear at the time. The Head of School or appropriate administrator will then complete an 
investigation and document findings. Failure to report an injury or illness as required by state law 
and school policy could result in loss of compensation benefits and possibly lead to corrective action 
up to and including termination.  

When an employee sustains an injury or illness that requires outside medical treatment, the 
employee may also be subject to completing a screening for the presence of drugs and/or alcohol in 
their system. Any employee who refuses screening for the presence of drugs and/or alcohol will be 
subject to immediate termination.  

If an employee is absent more than five working days for illness or injury, then he/she needs to 
obtain a physician’s statement documenting the illness and noting any restrictions. If any restrictions 
are noted (i.e., limited driving, lifting, etc.), the employee will not return to work until the physician’s 
statement is received and reviewed by the Head of School. 

The employee will complete an Injury/Illness Report Form. This completed form should be returned 
within 30 days. The reporting procedure, compliance by employee, and expeditious arrangement for 
medical care and prognosis will be ensured by the Head of School. In the event the injury is of the 
nature that requires outside medical treatment, employees should contact the Head of School or 
appropriate administrator for a list of nearby facilities and to arrange for possible transportation. The 
Head of School will notify the Board President. 

Lock-Down Drill 

During a lock-down drill, all school doors are to be locked and all students and employees are to 
remain in their classrooms or offices. No one is permitted to leave and no one, including parents, is 
allowed to enter the building. Please see the Crisis Response section for additional information. 
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Maintenance Requests 

The Montessori Academy believes that maximum facility life and student and employee safety is 
obtained through a proactive maintenance program. The maintenance program includes 
housekeeping, repair, restoration, and renovation of TMA property, grounds, buildings, and building 
fixtures.  

Further, The Montessori Academy believes that the facility communicates an image to the 
employees, students, and the public. Therefore, it shall be the policy of the school to maintain all 
facilities in such a manner that they are clean, orderly, safe, and as attractive as possible, within the 
constraints of applicable statutes, time, and budget.  

Completing a Maintenance Request Form and submitting it to the front office will initiate requests 
for maintenance services. Upon receipt of the request, the front office will contact the appropriate 
party to schedule the needed repair or maintenance service. Emergency situations such as broken 
water fixtures, hazardous conditions, etc., should be reported immediately to the Business Office. 

Maintenance requests and work orders will be prioritized based upon criteria such as protection of 
health and safety, property, benefit to the educational program, and necessary to The Montessori 
Academy operations.  

Misuse of Property 

Our policy prohibits the misuse or use without authorization of the equipment, vehicles, or other 
property of parents, students, vendors, or other employees of the school. 

Monitoring and Surveillance 

The Montessori Academy may conduct workplace monitoring to help ensure employee and student 
safety and security. All property of TMA and all personal property of the employee and/or student 
which is located on TMA property may be searched at any time. There is no expectation of privacy in 
such property.  

The computer equipment and systems and internet access that employees may use are always the 
property of The Montessori Academy and, therefore, we reserve the right to monitor our computer 
systems in accordance with the school’s Electronic Communications and Social Networking & 
Blogging Policies. We also reserve the right to retrieve and read any computer files or data that are 
composed, sent, or received through Internet connections or stored in our computer systems.  

Video surveillance of non-private workplace areas and the building exterior is conducted. Video 
monitoring is used to identify safety concerns, maintain security, detect theft and misconduct, and 
discourage and prevent acts of harassment and violence. 

Because we are sensitive to the legitimate privacy rights of our employees, students, and visitors we 
will make every effort to guarantee that workplace monitoring is always done in an ethical and 
respectful manner. 
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OSHA Policy – Hepatitis B Vaccinations 

In order to comply with the U.S. Department of Labor’s Occupational Safety and Health 
Administration (OSHA), The Montessori Academy will cover the cost of Hepatitis B vaccinations to 
employees who have been exposed to blood or other potentially infectious materials. All first aid 
incidents involving exposure must be reported to the Head of School before the end of the work 
shift during which the incident occurs. 

All first aid providers who render assistance in any situation involving the presence of blood or other 
potentially infectious materials, regardless of whether or not a specific exposure incident occurs, 
must be offered the full immunization series - as soon as possible but no later than 24 hours after the 
incident. 

Personal Property 

Personal belongings brought onto The Montessori Academy’s premises are the employee’s 
responsibility. Never bring valuables onto school grounds, and never leave handbags, wallets, or 
other valuables unattended or unsecured. The school accepts no responsibility for theft or damage 
to personal property of employees on school premises. If employees notice property missing or 
damaged, they should report it to the Head of School immediately.  

Safety Policy 

The Montessori Academy policy includes keeping its building, grounds, and equipment repaired and 
maintained to protect the safety of the students and employees. Employees are responsible for 
keeping their classrooms, lunchroom areas, playground, and bathrooms free of any hazards that 
might pose a threat to the safety of the students. This includes ensuring that: 

• spills are promptly mopped up from floors; 

• rooms are free of sharp objects; 

• animal cages are sufficiently clean and covered; 

• all animals are inspected by a veterinarian; 

• electrical outlets are capped; 

• students are closely supervised both in the classroom and on the playground; and  

• ground rules regarding use of playground equipment are strictly followed. 

Employees must not engage in any activity either in the classroom or on the playground that might 
result in injury, including climbing fences, ladders, trees, renovations of the building, or repair of 
equipment unless they follow all safety requirements. 

In addition, employees are responsible for being familiar with fire, tornado, chemical spill, and The 
Montessori Academy’s Confidentiality of Communicable Disease policy, and for ensuring accuracy 
and safety while practicing drillswith their students. 

Employees are required to maintain awareness of unauthorized personnel in the building and to 
politely question all strangers who enter the building as to their intentions unless they are wearing a 
visitor’s badge. 

Ultimately, ensuring the safety of children is the responsibility of the TMA employee who supervises 
them. 
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TDFPS guidelines, including child/employees ratios and grouping guidelines, and TMA policies and 
procedures are to be followed whenever children are in the school’s care.  

Tobacco Use 

The use of tobacco products including, but not limited to cigarettes, cigars, pipes, vaping, and 
smokeless tobacco, is prohibited inside any of the school’s facilities or vehicles. Appropriate signage 
will be placed at entrances to all buildings advising employees and visitors that The Montessori 
Academy maintains a tobacco-free environment. This policy is in effect at all times, including before 
and after normal school business hours. 

Tornado Drills  

The school will conduct tornado drills quarterly throughout the year. They may also be conducted at 
other times of the year. Please see the Crisis Response section for additional information. 

Use of Personal Vehicles for School Activities 

There may be times when an employee is asked to drive their personal vehicle for TMA activities or 
business. Prior to driving for TMA, a copy of the employee’s driving record will be required. You will 
be asked to give written permission to TMA to request a copy of the your driving record. 

When driving for TMA, the use of electronic devices is not allowed. 

If involved in an accident while driving your personal vehicle for TMA, please follow the following 
procedures: 

• You must immediately report every accident without fail, even if very minor. 

• In the case of an accident, do not discuss fault. Contact The Montessori Academy as soon as 
possible.  

• If possible, park safely and turn on hazard lights. 

• Do not move any injured persons unless absolutely necessary. 

• Get the names and contact information of all witnesses, if possible. 

• Take pictures if possible. 

• Stay at the scene of the accident until police arrive or you receive notification that they will not 
be coming. 

Weapons 

Despite some laws that allow people to carry firearms in public, The Montessori Academy prohibits 
anyone from possessing or carrying weapons of any kind on school property, in school vehicles, or 
personal vehicles at any school function on or off campus, or while on school business. This includes: 

• Any form of weapon or explosive; 

• All firearms; and  

• All illegal knives or knives with blades that are more than six inches in length.  

If an employee is unsure whether an item is covered by this policy, he or she should contact the 
Head of School. Employees are responsible for making sure that any item they possess is not 
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prohibited by this policy. Police officers, security guards, and other individuals who have been given 
consent by the school to carry a weapon on the property will be allowed to do so. 

While the school has a policy prohibiting weapons, nothing in this policy shall be construed as 
creating any duty or obligation on the part of the school to take any actions beyond those required 
of an employer by existing law.  

Whistleblower and Retaliation Policy 

A whistleblower, as defined by this policy, is an employee of The Montessori Academy who reports 
an activity that he or she considers illegal or dishonest to one or more of the parties specified in this 
policy. The whistleblower is not responsible for investigating the activity or for determining fault or 
corrective measures; appropriate management officials are charged with these responsibilities.  

Examples of illegal or dishonest activities are violations of federal, state, or local laws, billing for 
services not performed, and other fraudulent financial reporting. 

If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the 
employee is to contact the Head of School. The employee must exercise sound judgment to avoid 
baseless allegations. An employee who intentionally files a false report of wrongdoing will be subject 
to corrective action up to and including discharge.  

Whistleblower protections are provided in two important areas—confidentiality and against 
retaliation. Insofar as possible, the confidentiality of the whistleblower will be maintained. However, 
identity may have to be disclosed to conduct a thorough investigation, to comply with the law, and 
to provide accused individuals their legal rights of defense. The school will not retaliate against a 
whistleblower. This includes, but is not limited to, protection from retaliation in the form of an 
adverse employment action such as discharge, compensation decreases, or poor work assignments, 
and threats of physical harm. Any whistleblower who believes he or she is being retaliated against 
must contact the Head of School immediately. The right of a whistleblower for protection against 
retaliation does not include immunity for any personal wrongdoing that is alleged and investigated.  

All reports of illegal and dishonest activities will be promptly submitted to the Head of School who is 
responsible for investigating and coordinating corrective action. 

Employees with any questions regarding this policy should contact the Head of School or Board 
President. 

THE SCHOOL’S IMAGE 

Professional Image Standards 

TMA employees shall present a professional image whenever they interact with TMA customers, 
current and prospective. An employee’s image is communicated through facial expressions, 
mannerisms, and conversations, as well as the clothing worn. While, as a school, children are our 
primary customers, parents are our paying customers. Parents form an image of each of us by what 
they see and hear. Impressions formed during brief moments of observation or interaction, are 
applied to an evaluation of each of us, as persons and as professionals, and to TMA, as a school. 
That image is then shared with other parents. The image we want to project is a professionally run 
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Blue Ribbon, AMS accredited Montessori school that is warm and welcoming. A professional who 
smiles, says “hello” and is welcoming, in general, will be perceived by parents as consistent with this 
image. Everyday all of us have an opportunity to solidify a positive professional image of ourselves 
and TMA whenever parents are in the building, primarily during drop-off and pick-up times. A 
negative first impression is difficult to overcome. You never get a second chance to make a first 
impression.  

General guidelines regarding appearance and clothing for all TMA employees: 

• Clean, neat, and well groomed. 

• A smile on your face and a welcoming manner. 

• Dressed in a way that reflects pride as a professional; confidence in yourself and your abilities; 
and appropriate to the customer you serve and the duties you perform. 

• Visible body art or tattoos that are offensive or depict illegal activities are prohibited. The Head 
of School is the sole judge of what constitutes unacceptable tattoos. 

• No exposed body piercing other than earrings. 

Inappropriate clothing includes the following: 

• Clothing that is too tight; too low; too short or too revealing. Includes low-cut jeans and shirts; 
very short skirts and shorts; and shirts with spaghetti straps or made of see-through material or 
spandex. 

• Exposed undergarments such as thongs and any clothing worn externally that could be 
perceived as an undergarment. 

• Rubber flip-flops. 

Teaching Professionals’ Image 

The Montessori teacher is part of the prepared environment and as such should reflect neatness, 
order, and attractiveness. Parents extend the image formed during brief interactions in carline and 
casual observations in the hallway or through classroom windows and apply it to your classroom and 
your professional competency. Clothing worn should be appropriate to the primary customer served 
and not be a distraction to students or a disruption to the learning environment.  

During school days when children are your primary customers, the following is considered 
appropriate dress: 

• Clean, neat, wrinkle-free clothing that covers the body and is comfortable for working with 
children on the floor. 

• Capris, slacks, neat jeans, skirts, and dresses. 

• Longer-length shorts during warmer months. 

• Shoes and sandals appropriate for working with children, allowing for quick movement if 
needed. 

On Parent/Teacher Conference days, Open House, Parent Education events, and other times when 
your primary customer is the parent, more professional dress is expected for teachers; no jeans.  

The Head of School makes the final decision regarding appropriate dress for TMA professionals. 
When necessary, TMA will make a reasonable accommodation in this policy for a person with a 
disability. 
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At the End of Employment 

Separation of Employment 

Separation of employment can occur for several different reasons. Employment may end as a result 
of resignation, retirement, job abandonment, release (end of season or assignment), reduction in 
workforce, or discharge.  

Resignation: Resignation is a voluntary act initiated by the employee to end employment with The 
Montessori Academy. In the interest of maintaining proper staffing levels, employees are expected 
to give the school a minimum of two weeks prior written notice of resignation.  

Retirement: Employees who wish to retire are required to notify the Head of School in writing at 
least one month before the planned retirement date.  

Job Abandonment: Employees who fail to report to work or contact the Head of School for two 
consecutive workdays shall be considered to have abandoned the job without notice effective at the 
end of their normal shift on the second day. The Head of School will contact the business manager 
at the expiration of the second workday and initiate the paperwork to terminate the employee. 
Employees who are separated due to job abandonment are ineligible to receive accrued benefits 
and are ineligible for rehire.  

Failure to report back to work on the first day after expiration of the leave of absence will be 
considered job abandonment. 

Discharge: Employees of The Montessori Academy, unless otherwise stated in a written 
employment contract signed by both parties, are employed on an at-will basis, and the company 
retains the right to discharge an employee with or without notice or with or without cause at any 
time. 

Reduction in Workforce: An employee may be laid off because of changes in duties, organizational 
changes, lack of funds, or lack of work.  

Termination Policy 

The Montessori Academy may terminate an employee at any time for any reason or no reason. In 
such event, if TMA requests and the employee agrees, the employee will continue to perform 
his/her duties in a professional manner until the agreed termination date. The employee will fully 
cooperate with The Montessori Academy in all matters relating to the completion of all his/her work 
on TMA’s behalf, and will assist in the orderly transfer of his/her work to other persons designated by 
The Montessori Academy. 

Termination of Benefits  

Consistent with our Separation of Employment Policy, an employee separating from The Montessori 
Academy is eligible to receive benefits as long as the appropriate procedures are followed.  

• Vacation Leave: Earned but unused vacation days will be paid in the last paycheck.  

• Health Insurance: Health insurance terminates the last day of the month of employment, unless 
employee requests immediate termination of benefits. Information for Consolidated Omnibus 
Budget Reconciliation (COBRA) continued health coverage will be provided. Employees will be 
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required to pay their share of the dependent health plan premiums through the end of the 
month.  

• Release of Final Paychecks: Final paychecks will be released in accordance with state law. 
Specifically, if an employee is involuntarily separated from employment, the final pay is due 
within six (6) calendar days of discharge. If the employee quits, retires, resigns, or otherwise 
leaves employment voluntarily, the final pay is due on the next regularly-scheduled payday 
following the effective date of resignation. 

Out-Processing  

When terminating your employment for any reason you will be asked to complete certain 
procedures before receiving your final paycheck. These procedures are to verify that all obligations 
have been met. 

Return of Property  

The separating employee must return all school property at the time of separation, including but not 
limited to cell phones, keys, PCs and identification cards to a TMA administrator.  
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