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Mission Statement

The Montessori Family School exists to provide an education that produces 

good humans – because peace is only possible when people feel val-

ued.  We create a harmonious and peaceful environment by valuing our 

teachers, parents, administration, and children.

The future and well-being of society is held in the hands of our children.  

How we educate and care for them will determine the kind of society we 

will become.

To make the world a better place, we need strong and thoughtful people; 

all children have the potential and opportunity to become independent, 

purposeful participants in the community when given love, support, re-

spect and the tools to pursue their innate curiosity.

We recognize that in order for education to happen, the emotional, so-

cial, physical, spiritual and intellectual needs of children must be met.

MFS is a community that values an education that evolves and adapts to 

the changing needs of the child, society, and the planet.  We work to pre-

pare children to create order out of chaos and to thrive in the real world.  

Through individualized curriculum, we create an environment that fosters 

a love of learning which allows children to pursue their own education.



Dear Parents,
 

Welcome to a new year at Montessori Family School!  Our school was founded in 1981. 

MFS is an authentic Montessori school that nurtures the individual learning style of each 

student, while maintaining standards of academic excellence.  The exceptionally well-

qualified and experienced staff, trained in the Montessori method, work to support the 

development of each student’s potential.  MFS is affiliated with the American Montessori 

Society and the East Bay Independent Schools Association.

Dr. Maria Montessori and Jean Piaget were two of the primary educational theorists who 

promoted inquiry-oriented learning based on “learning by doing,” at the beginning of 

the 20th century.  From her theory, “The Montessori Method,” Dr. Montessori developed 

innovative learning materials that are currently being utilized in schools throughout the 

world.

The Montessori teaching method adapts itself to the uniqueness inherent in each stu-

dent.  It is based on the “hands-on” exploration of concrete materials, which opens up 

the possibility for a greater depth of conceptual knowledge and critical thinking skills.  In 

addition, it is understood that concentrated skill-building and a love of learning lead to 

high self-esteem and a positive sense of self.  At MFS students are given the freedom for 

individual exploration, while becoming conscious of the natural limits of social and aca-

demic structures.

Her goal of “education for peace” is what made Maria Montessori unique among edu-

cators.  MFS supports this goal by encouraging the development of problem-solving and 

conflict resolution skills in weekly class meetings and on an individual basis.

We are proud of our graduates who have gone on to enjoy positive academic experi-

ences in both private and public middle schools and high schools.  Other graduates are 

currently enrolled in, or have graduated from, colleges on both the east and west coasts, 

including Ivy League colleges, and the University of California system.

I look forward to watching your children thrive in our positive, supportive environment.

Regards,

Jane Wechsler

Head of School
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Personnel

Our school structure consists of four components: the Board of Directors, the Head of 
School, the administrators, and the teaching staff. 

The Board of Directors that governs the Montessori Family School is composed of 
parents, teachers, the Head of School and alumni parents. Board members serve for a 
term of three years that may be renewed once. The Board meets bi-monthly throughout 
the year, and has an annual one-day off-site retreat.

The Board is committed to preserving the mission and overseeing the long-term health 
of the Montessori Family School. Responsibilities include setting and refining the school 
mission, vision and philosophy, creating and reviewing school policy, hiring and evaluating 
the Head of School and guaranteeing the school’s financial stability. 

Standing Board committees include:  Finance, Governance,  Fundraising, Communications 
and Strategic Planning. The Board creates a number of task forces on an as-needed basis 
to help ensure the continuous improvement of the school. 

All Board and committee members volunteer their time, resources and expertise to the 
school. Their dedication and hard work enable the Montessori Family School to maintain 
the highest educational standards. We encourage interested parents to notify Board 
members or the Head of School of their interest to serve in support of the Board or its 
committees.

The current Head of School, Jane Wechsler, is the founder of the school and oversees 
the management of the two sites--Early Childhood Campus and K-8.  She is responsible 
for the vision of the school and the integrity of the Montessori curriculum and 
philosophy.  She holds a Masters in Education, as well as a teaching credential from the 
American Montessori Society for early childhood (3-6) and elementary (6-9, 9-12).  She 
is a teacher-trainer for the Montessori Teacher Education Center, San Francisco Bay Area 
and other Montessori training programs. 

There is a full-time administrator at each location, who is responsible for the 
management of MFS on a daily basis.

The teachers at MFS are selected on the basis of their excellence as Montessori 
educators, their commitment to children and parents, and their dedication to teaching 
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as well as to the school.  They have shown that they are able to work with colleagues as 
“team players.”  The teachers, preschool, kindergarten-transition and elementary, work 
together on curriculum to provide a smooth, consistent experience for the children 
from age 3 to 12.   Additional resource staff members offer their skills to students in 
a variety of areas -- Spanish, drama, yoga, music, art and physical education/movement.  
The Early Childhood Campus maintains a teacher/student ratio of 1/8; the elementary 
school’s teacher/student ratio is 1/12; the middle school’s teacher/student ratio is 1/6.
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Programs 

Classroom Programs

There are five different programs at MFS, each based on the traditional mixed-age 
grouping: Preschool; Kindergarten-Transition; Lower Elementary; Upper Elementary and 
Middle School.
 
 The Preschool Program is for children aged 3 to 6 years, the third year being equivalent 
to a child’s kindergarten year.  The traditional Montessori curriculum is covered in our 
two preschool classrooms, which have approximately 20 students and two teachers each, 
based on the traditional three-year age grouping.   Children must be toilet trained before 
entering school.

The Kindergarten-Transition Program, for children between the ages of 4 and 6, serves 
as a transition program for children entering our school in kindergarten or who would 
benefit from another year before entering an academic elementary program.  It provides 
a complete Montessori environment specifically designed for the transition-age child.

The Lower Elementary Program is based on a three year sequence.  Each fall the 
program is open to students who have completed the three-year Montessori Preschool 
sequence, or the Kindergarten-Transition Program, as well as students who have had no 
previous Montessori experience.  Each of the two classes has up to 25 students and two 
teachers. 

The Upper Elementary Program continues with the following three year sequence, 
refining what has been previously taught and expanding the students’ basic skills.  There 
are approximately 34 students in the class, with four teachers.

In the fall of 2009 we launched our Middle School program for a combined 7th and 8th 
grade class. Like our other MFS programs, this is a mixed age-program for students ages 
12-14.  It is based on the Montessori secondary curriculum, philosophy and principles, 
and is taught by a trained Montessori middle school teacher. It continues to follow 
the Montessori practice of “hands-on” learning, both in and outside of the classroom.   
The students will expand their horizons with travel trips, service learning, internships, 
adventure and team building experiences. 

MFS recognizes that the transition from the preschool/kindergarten-transition level 
to the elementary level involves many changes for the child and his/her family.   The 
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school has developed several ways to help the children and their parents make the 
change smoothly.  Each fall, the Head of School leads a discussion with the preschool/
kindergarten-transition parents whose children will be moving to the Elementary 
Program the following year, explaining the changes that lie ahead and addressing any 
questions about the move.  The preschool and kindergarten-transition children who 
are moving up are invited to an Information Session at the Elementary/Middle School 
Campus. The children will be hosted by their friends in the lower elementary classes 
and will be invited to try out the materials that will soon engage them.  Later on in the 
spring, each child moving up will visit the elementary site to actually be part of the lower 
elementary class for a morning.  The summer program is also an excellent experience 
for future lower elementary students; they become comfortable at the site getting to 
know some of the children and teachers who will be there in the fall.  Another way the 
transition is made smoother is through Senior Buddies, which matches up sixth graders 
from the upper elementary class with children just beginning the elementary program.  
Each Friday the “seniors” work with their buddies in the lower elementary classrooms 
and they are often seen eating lunch and playing together at recess.

Afterschool Programs

There are programs at each site for children who stay after school (3:00 to 6:00 p.m., 
2:30 to 6:00 p.m. on Wednesdays for the program at the Elementary/Middle School 
Campus).   Time is allotted during the afternoon for both structured activities and 
unstructured play. The program directors plan a wide variety of projects for the children, 
from arts and crafts to cooking, in addition to leading both active and quiet games.

Hourly charges for childcare begin for all children remaining at school after 3:15 p.m. 
(2:45 p.m. Wednesdays at the Elementary/Middle School Campus). Charges are incurred 
each hour: 1 hour at 3:15 p.m., 2 hours at 4:15 p.m., 3 hours at 5:15 p.m.

In rare instances childcare charges are waived.  Waived charges are only allowable if 
arranged for in advance with the Site Administrator. Examples of waived childcare 
charges are for staff children while staff members are attending MFS meetings, and for 
families with children at both sites.

Childcare charges will incur even if a parent/guardian is present at the school. As long as 
a child is under the supervision of the Afterschool staff, charges will incur, unless other 
arrangements have been made in advance with the Site Administrator. 

 
Afterschool Classes

Students can also choose from a variety of special afterschool classes that are offered in 
addition to the regular afterschool program. There is a charge for all afterschool classes.  
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There are a wide range of classes offered in afterschool such as Spanish, chess, science 
workshops, art projects, sports and cooking, to name a few. 

Summer Programs

MFS offers summer programs at both the Early Childhood and the Elementary/Middle 
School Campuses, which feature a wide variety of experiences in the classroom and out-
of-doors. 
 
The preschool children enjoy cooking, music, and arts and crafts, while they study 
cultures from around the world.  Many of the Montessori language and math materials 
are available to them during the summer. 
 
The elementary children participate in a variety of activities in the summer program.  
The activities may include developing and acting in a drama production, excursions, 
science projects, chess and exploring a variety of sports from basketball to Ping-Pong.
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Community Events

In addition to individual classroom events, there are many all-site events and all-school 
events.  The calendar that is distributed at the beginning of the school year provides an 
overview of these events, and the weekly communications (notes, e-mail, flyers) provide 
parents with information about these events, as well as others that will occur during the 
year.
  
Back to School Night in the fall offers parents a chance to hear the Head of School 
make a whole school presentation, meet with their child’s teachers and to learn about 
classroom policies and procedures, as well as plans for the year.  It is also a time to get 
acquainted with the parents of your child’s classmates.  It is mandatory for at least 
one parent to attend the event.

The Spaghetti Dinner in October is our biggest family fundraising event of the year.   
Parent volunteers plan the event and UE students help run the activities for the younger 
students.

Parent Conferences are scheduled in November and February.  In November the 
school closes at 12:30 p.m. on Wednesday (12:00 p.m. at the Early Childhood Campus) 
and is closed all day on Thursday and Friday for conferences.  In addition, UE is closed 
all day on Wednesday and childcare is provided. February conferences take place during 
Presidents Week. School is closed during this time.  At the Elementary/Middle School 
Campus conferences are held Wednesday, Thursday and Friday. Conferences are held on 
Thursday and Friday at the Early Childhood Campus. Childcare is available on conference 
days for the duration of the parent’s conference ONLY.
	
Both sites celebrate Thanksgiving with a feast or special event just before the holiday. 
With the help of parent volunteers, the children prepare and serve lunch during that 
week.

At the Elementary Overview the Head of School, Jane Wechsler, provides 
information to current Early Childhood Campus parents on the transition to the 
elementary programs. Curriculum, student preparedness, homework, and the admission 
process are a few of the topics that are covered.

December is the time for the Winter Concert, bringing all the families at the school 
together at the Elementary/Middle School Campus to enjoy an all school music program 
and good cheer before Winter Break.  Students from both sites perform.
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The All School Curriculum Night is an opportunity for parents to see the full 
range of Montessori materials for students from three to fourteen years of age.  Each 
year MFS teachers highlight a different aspect of the Montessori curriculum.  The Head 
of School gives a talk about the curriculum, and the teachers display the materials and 
explain how they are used in the classroom.

Student Lunch Day in the spring is for students who are moving from the preschool 
or kindergarten-transition class to the lower elementary program.  They are invited to 
spend the morning in the classroom and have lunch at the Elementary/Middle School 
Campus.  The students will meet their new teachers for the fall and students from the LE 
classrooms.
 
Spring parent conferences are held during “Presidents’ Week” in February.  Regular 
school is closed during that week; childcare is provided on Tuesday and Wednesday, if 
needed.  Conferences are Thursday and Friday, with childcare provided ONLY for the 
duration of each parent’s conference.  Note that UE has conferences on Wednesday, 
Thursday and Friday.  Childcare is available for UE students on Wednesday during 
conference time only.

Our Annual Silent Auction in March is a chance for current parents, alumni and 
friends of MFS, to get together for a parents’ night out.  The Annual Silent Auction 
supports the MFS scholarship fund. Each family is required to purchase $100 worth of 
raffle tickets.  You can choose to be billed for these tickets or you can sell some or all of 
them to family and friends.

Upper Elementary students have a weekly drama class that culminates with a fantastic 
Drama Production in late spring.

The annual elementary camping trip to Camp Cazadero, a tradition the children 
look forward to with excitement and one they will always remember, occurs in late May.  
Activities such as hiking, swimming, campfires and talent shows alternate with free time 
for exploring the natural environment and playing active or quiet team games. The fee 
for the trip is spread over 2 payments, October 1 and April 1.  The fee for adults is billed 
after the trip.  If your child does not attend, this fee is refundable.

The Annual Alumni Reunion is held in the spring.  This is an opportunity for the 
alumni students and staff to get together and talk about old times and what’s new and 
exciting in their lives. 

	
Before school ends in June, the students of the Elementary/Middle School campus will 
present a Spring Concert, a showcase of song and rhythm, a culmination of all they 
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have learned in music class this year.  In addition, each student at the Elementary/Middle 
School Campus will participate in a end of the year Art Show that includes an opening 
party.

The last of the special events are the Graduations.  Each classroom celebrates 
this milestone differently.  The Preschool, the Kindergarten-Transition, and the Lower 
Elementary classes have celebrations during one of the last days of school in June.   The 
Upper Elementary graduation, to honor the “seniors” and all students of the UE class, is 
scheduled in the evening on the last day of school.
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Policies and Procedures

Required School Forms/Licensing

The following forms are required, by the school or by the State of California, for the 
child’s school file.  Children may not begin school until all forms are returned to the 
school office:

	 For Elementary and Middle School Students:
		  Application
		  Enrollment Agreement
		  Emergency Contact Information Form
		  Immunization and Health Records
		

	 For Preschool and Kindergarten-Transition Students:
		  All of the above
		  Parent’s Report of Child’s Health History
		  Signed Personal Rights Form
		  Signed Parents’ Rights Form

Accidents/Injuries

Scratches and scrapes, which are inevitable when children play, will be washed and 
bandaged, if needed.  In case of a more serious injury, an immediate attempt to contact 
the parent will be made.  The child’s physician or an ambulance will be called, if absolutely 
necessary.
 
It is extremely important that current emergency contact information be on file at 
school at all times.  Any changes to emergency information must be 
immediately reported to the school office. 

Each staff member has First Aid and CPR certification and practices Universal Handling 
Procedures when working in first aid situations with the children.

Birthdays

Each child’s birthday is celebrated at school with a special ceremony. Photographs from 
home often enhance this event.  Usually the child brings a treat for the celebrations. 
Teachers can give parents ideas for low- or no- sugar refreshments for these occasions.
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Calendar Committee

In order to create the school calendar each year, MFS convenes a Calendar Committee.  
The committee creates the calendar which is then approved by the MFS Head of School.

The MFS Head of School designates the chair of the Calendar Committee.  The chair is 
responsible each year for selecting the committee members.  Together, these members, 
including the committee chair, should use their best efforts to represent each of the 
following school constituencies:
 
Preschool teachers
Elementary teachers
Administrators from the Early Childhood Campus
Administrators from the Elementary-Middle School Campus
MFS Parents’ Association
MFS Board of Directors
Preschool parents
Elementary Parents
Middle School Parents

A single Calendar Committee member may represent more than one constituency 
while serving on the committee.  For example, a single member can represent three 
constituencies simultaneously by being an elementary parent, a middle school parent, and 
a preschool teacher.  

The Calendar Committee should use its best efforts to finalize the calendar for the 
following school year by May.  In addition to school holidays and breaks, the committee 
must schedule about 25 events that involve school staff and some portion of the 
parent body.  These events include open houses, conferences, back to school nights, 
evening panels, curriculum evenings, the Spaghetti Dinner, the Spring Soiree, new family 
welcomes, potlucks, meetings of the MFS Board of Directors and Parent Association, and 
graduations, among others!

In creating the calendar, the Calendar Committee should take into account the following 
dates, schedules, needs and considerations:

1.	 National Holidays

2.	 City of Berkeley Holiday Schedule

3.	 Cal Football Schedule – Relevant to Early Childhood Campus Open Houses
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4.	 Berkeley Unified School District Calendar

5.	 West Contra Costa School District Calendar

6.	 Other Independent School Calendars 

7.	 Staff Needs:  The committee tries not to schedule more than one event (day or 		
	 evening) in a week.  The committee also takes into account the schedule for the 		
	 week and staff prep time that is needed for an event.

8.  	 Parents Needs:  The committee attempts to limit the number of half days per   		
          school year; the number of days that parents are asked to take off from work to 		
	 attend school events; and the number of days the school is closed per month.  		
	 The committee also keeps in mind children’s bedtimes when scheduling evening 		
	 events.

9.  	 Other Considerations:  The committee attempts to limit the number of events 		
	 per month; tries to avoid holding events during long weekends or holidays; tries 		

      to spread out events over the school year; tries to schedule small events after 
   large events, especially where many parent volunteers are needed; and tries to 

         schedule Early Childhood Campus open houses before Elementary-Middle School 
          open houses so that prospective parents may look at elementary programs as well.

Celebrations and Holidays

The school celebrates a variety of holidays, as a way of expanding the children’s 
awareness of other cultures.  It is the belief of the staff that children need to become 
aware of ritual and celebration as part of their experience of the cultures of the world; 
the teachers do not promote any ethnic or religious positions.

Child Abuse Reporting Requirements

All teachers and administrators in the State of California are “mandated reporters.”  That 
means that they are required by law to report suspected abuse of any kind to the Child 
Protection Agency.

Clothing

It is recommended that children wear comfortable and washable clothing that will enable 
them to participate freely in the many activities of the day.  Children in the elementary 
and middle school levels should wear comfortable “tennis” shoes on their Physical 
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Education class day/s--no boots or sandals.

To prevent loss of clothes, all clothing should be labeled with the child’s name.  There is 
a Lost and Found container at each site; parents are advised to check there routinely for 
their child’s belongings.  Items in the Lost and Found are sent to a charitable agency at 
the end of each month.

Preschool and kindergarten-transition children need to have a change of clothes at 
school; send clean clothes in a small bag with the child’s name clearly marked on it.

Conferences (Fall & Spring)

November and February parent/teacher conferences are held each year. These 
conferences offer parents the opportunity to speak individually with their child’s 
teachers, to hear about the child’s progress and the teachers’ goals for the child. 
Conferences are an opportunity for parents to give teachers additional information 
about their child.  It is best if both parents attend the conferences. Please check the 
school calendar for the exact dates and keep this time available.  Teachers will not 
schedule Fall/Spring Conferences outside of the specified dates.  All families will receive 
written conference reports in the spring.

Diagnostic Assessment, Tutoring, Counseling

When it becomes evident that a child has learning, behavioral or social difficulties that 
the teachers and the MFS learning specialist believe require professional assistance, 
a diagnostic assessment and, if needed, intervention by an outside specialist will be 
required.  The school will work closely with parents to find the appropriate specialist for 
diagnosis and will work with the specialist to help the child meet his/her goals.

The school has a part-time learning specialist who works with students when requested 
by the teachers.  In addition, the specialist consults with staff on optimizing the 
classroom environment for these students.

Because the Montessori Family School is a developmental program, students may spend 
an extra year in a class when it is determined that it is in their best interest both socially 
and academically.  The child’s teachers will make this decision and it will be discussed 
with the parents at a parent/teacher conference.

MFS reserves the right to require parents to seek an alternative school placement if 
we feel we cannot meet the student’s needs, when those needs lie outside the scope of 
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the MFS classroom.  This situation arises when a student’s special education needs are 
beyond those which MFS can provide or support in its educational programs.

Email Guidelines for Parents        

Our primary communication has become email.  This is quick, saves paper and is very 
convenient for most people.  It is so easy to communicate electronically and we are 
receiving so many emails that the time has come for a conscious email policy.

Here are some things to remember:

•  The teachers’ primary responsibility is in the classroom.

•  Teachers check email daily and will respond within 24 hours or the next business day. 

•  Try to keep emails short and factual.

•  Sensitive topics should be saved for a face-to-face.

•  Homework will not be sent nor returned electronically. 

•  Each teacher has an individual mailbox, as well as a classroom mailbox.  If you wish to 
communicate with a particular teacher you can contact them directly.  

•  Personal items are the responsibility of the student (especially in elementary and 
middle school).  Please do not email us to find the lost items (jackets, sweatshirts, lunch 
boxes, etc.)

• If there is a last minute change in your pick up procedure,  parents should call the 
office directly. 

• Contact us with any issues you think we should know about.

Emergency Preparedness

The staff is trained annually in emergency preparedness and safety procedures -- 
specifically, how to prepare for an earthquake or a fire, and how to deal with the 
aftermath.  In addition, each teacher has an earthquake/fire safety manual compiled 
specifically for the site, which is updated each year.  The basic information is summarized 
below; a copy of the manual is in the office, available for parents to review.
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The manual covers procedures for immediate action and longer-term activity in the 
event of a fire or an earthquake.  Contact information for help, as well as evacuation 
routes and location of water/gas turn-off valves, is provided.  There are guidelines for 
communication within the school, between school and emergency agencies, and between 
school and parents.  In addition, earthquake and fire drill procedures are listed.  We 
have an emergency drill, alternating between earthquake and fire, each month.  Other 
areas covered in the manual are Hazard Identification and Elimination; Post-earthquake 
Response and Care; and Coping with Children’s Reactions to Earthquakes and other 
disasters.

Each site has earthquake supplies, including classroom emergency kits, individual 
students’ kits, and first aid kits.  Each site has an emergency water supply, which is 
replaced when needed.

A communication system, called Sister School Communication Link, has been put into 
place.  It is important for all parents to know about this system, since it will allow you to 
receive news from our sister school.  In the event of an earthquake, parents should NOT 
call the school.  The telephone lines (if working) will be needed to relay information to 
and from emergency personnel.  It is more likely that long distance phone lines, rather 
than local lines, will be operating.  For that reason, we have developed a relationship 
with Chase Ranch Montessori in El Cajon, California (in southern California), to assist 
in getting information to parents in case of emergency.  The name of the school and the 
phone number 619-440-3646 / 619 -933-8579 Jill Lutz (c). This information can be found 
on our website.  We encourage parents to keep this information with them for quick 
reference.  Conditions at the site will be evaluated, and information regarding damage, 
injuries, etc. will be called into the school in El Cajon.  Volunteers at that school will take 
calls from Berkeley and relay information to parents who call to inquire about their 
children.  We, in turn, will provide this service in the event of an earthquake affecting the 
El Cajon area.

Homework (Elementary Students)

Homework allows the students to practice the skills learned in class.  Parents are 
encouraged to help the student establish a consistent routine -- a comfortable place and 
a regular time -- for work at home.  Homework packets are given out and returned on 
a weekly basis.  The students become skilled at managing their assignments within the 
time allotted. Packets with additional important notices go home on Monday.  But notes 
may come home other days too.  Parents are reminded to check their child’s packets for 
important notes from school. 

 Homework (Middle School Students)

In middle school the student takes a very central role in homework organization and 
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classwork management.  Schoolwork is apportioned in five-week work cycles, to include 
an assessment week at the end of each cycle.  Students develop their own Planning 
Guides and homework schedules.  Students will learn the schoolwork/homework 
routine that works best for each of them.

Internet Policy

To help safeguard the Montessori Family School students and staff when they access 
the Internet, we have created the following Internet Use policy.  The policy will serve to 
inform parents, guardians and staff about the proper use of the Internet on the school’s 
premises.

The Internet may only be accessed by Upper Elementary and Middle School students 
for research purposes.  A student may not use the Internet without the supervision of a 
teacher.  Students must explain their research needs to their teacher, who may then give 
them permission to use the Internet, if appropriate. No children in any other programs 
may be permitted to use a school computer for Internet use at any time.
 
Teachers may have access to the Internet for research purposes.  All staff may use the 
Internet to get their personal email during breaks. 

The Internet network is maintained by the Internet Tech staff person designated by the 
school and site administrator.  The school cannot guarantee that the network will work 
at all times.  The school does not guarantee the accuracy of information found on the 
Internet.

Cell Phone Policy

The MFS cell phone policy is that there is no cell phone use by students at school, during 
the school day, or in the school shuttle bus.  Students must keep their phones turned off 
and in their backpacks and may not use them while at school.  If there is an emergency, 
they must tell their teacher and a teacher or administrator will call their parents, or 
give them permission to use a school phone. Once dismissed from school, while on 
the patio or in front of the school, students may use their phones to make afterschool 
arrangements.

Items Brought to School

Children love to bring treasures from home for show and tell.  Teachers will inform 
parents about specific guidelines and procedures for sharing, as they may vary slightly 
from program to program.

Items not permitted at school include candy or gum, electronic toys or games, CD 
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players, money, toy guns, or anything that looks like a weapon.

Nap/Rest Time

Preschool children have a nap or rest period each day.  Parents provide a sheet, blanket 
and a small stuffed animal.  Bedding should be taken home each weekend, to be washed 
and returned on Monday. Be sure each item is clearly labeled with your child’s name.
	

Nutrition

When we prepare food at school, we try to use natural sweeteners with no additives 
or preservatives, whenever possible.  Occasionally we will use sugar in small amounts, 
but we do not allow children to bring products containing sugar to school.  This includes 
sugar-sweetened, carbonated beverages (sodas, etc.)

This No-Sugar policy holds true throughout the school, no matter what age the 
child.  We ask for your compliance in this matter.  Holiday celebrations and birthday 
celebrations are exceptions to this rule; however, parents are asked to bring nutritious 
and low-sugar treats for these occasions, if possible.

Social Services and Community Care Licensing Authorizations 
(Preschool only)

The California Department of Social Services and the Community Care Licensing 
Program have the authority to interview any child or staff member, and to inspect and 
audit child or facility records without prior consent.  MFS will make provisions for 
private interviews with any child(ren) or staff member and for examination of all records 
relating to the operation of the facility.  The department and the licensing agency have 
the authority to observe the physical condition of the child(ren), including conditions 
which could indicate abuse, neglect, or inappropriate placement, and to have a licensed 
medical professional physically examine the child(ren).

Student Assessment and Standardized Testing

Teachers assess the children’s progress daily through observation of their hands-on 
activities and their written work.  Teachers also keep careful records and report to 
parents frequently, both formally and informally, concerning their child’s areas of success 
and challenges.

The school administers a general standardized test to students in the fourth through 
the sixth grade.  The purpose of this annual test is to give students an opportunity to 
become familiar with test-taking procedures and strategies in a relaxed and supportive 
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environment. Test results are received by the school after June 15th.  Parents may request 
a copy of the test results from the Elementary/Middle School Campus Administrator.

Wheelchair Accessibility

Wheelchair access to the Early Childhood Campus is available at the Scenic Ave. 
entrance of the campus.  Wheelchair access to the Elementary/Middle School Campus is 
available through the main entrance on Cutting Blvd.  
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Health/Nutrition/Medication/
Contagious Diseases

Contagious Diseases/Communicable Illness

To maintain a healthy and positive atmosphere for all children and staff, children who are 
ill or who are becoming ill must be kept at home.  If, for example, your child has vomited 
or had fever or diarrhea in the last 24 hours, keep him/her at home for 24 hours. If your 
child has been ill and seems well after beginning a series of antibiotics, she/he may return 
to school with the doctor’s permission.  Children who become ill while at school will be 
kept apart from the other children, and their parents will be called to pick them up as 
soon as possible.

When a child is diagnosed with a communicable illness or condition, it is the parents’ 
responsibility to inform the school, so that an exposure notice can be sent home to all 
families and posted at school. 

Allergies and Chronic Medical Conditions

Allergies and chronic medical conditions can be life-threatening.  Parents of children who 
have allergies, food restrictions, asthma and/or chronic medical conditions must list these 
conditions on their child’s Emergency Contact Information Form. This information for 
all children at each site is compiled and posted so all staff members are aware of these 
conditions.   Teachers may also need to notify all parents to the effect that they may not 
bring in or send in a particular food, such as peanuts or nuts, to which a child in the class 
is allergic. MFS has a no nut/sesame seed policy.  

If your child requires allergy and/or asthma medication we MUST have 
the following:

Documentation from the child’s physician that includes the specific condition, the 
type of medication, the current dosage, and the signature and name of the supervising 
pediatrician.  This information must be updated whenever any changes are 
made.  

Prescription drugs must be in their original container must include the following 
information: child’s name; name of medicine; dosage information; the name of the 
physician; and the date of expiration of the medicine. 

Parents must provide medication for BOTH on-site AND emergency supplies storage 
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to be used in case of a disaster (earthquake, evacuation, etc). Parents must be aware of 
the expiration date of the medication and replace it for BOTH on-site and emergency 
supplies storage before it expires.

Parents must also provide a list of “Do’s and Don’ts” regarding their allergies (e.g. 
approved list of foods that are okay and those that are not, indicating if they can be 
around anyone eating foods that they are allergic to, etc.) 

If your child has a food allergy, in addition to lunch, you must also provide a daily snack 
for your child that can be brought to school or kept in the classroom.

Medication

These guidelines must be followed for any child who needs to be given medication while 
at school: 

	 • Any medicine the child needs while at school must be administered by the 
teachers.  It must be given to the teacher as soon as the child arrives at school and 
kept in the teacher’s care.   The medicine must be delivered to the teacher by the 
parent; medicine may not be brought in lunch boxes or backpacks.

	 • Children who require medication for allergies, or on a continuing basis at 
school for a chronic condition, must have a completed Administration of Medication 
form on file.  Information on this form includes the specific condition, the type of 
medication, the current dosage, and the signature and name of the supervising physician.  
This form must be updated whenever any changes are made.
	

• Prescription drugs must be in their original container which includes this 
information: child’s name; name of medicine; dosage information; the name of the 
physician; and the date of expiration of the medicine.  A signed note must accompany 
medications from the physician.

• A signed note from the parents must accompany all over-the-counter 
medications. The note should include the child’s name, the date, the name of the 
medication, and information about dosage.

	 • Parents of elementary middle school level children may sign a form that allows 
staff to administer Tylenol or Advil (ibuprofen) on an as-needed basis.

Immunizations

No person may be unconditionally admitted to school in California without 
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documentary proof that she/he has had the required immunizations.  A child may be 
legally exempted from the immunization requirements if the school receives either a 
statement signed by a physician to the effect that immunization is unsafe for the child, or 
a letter or affidavit signed by the parent stating that immunization is contrary to his/her 
beliefs.

Note, however, that a child who is not immunized may be temporarily excluded from 
school if there is reason to believe that he/she has been exposed to a communicable 
disease.

MFS POLICY ON HEAD LICE (PEDICULOSIS) AND NITS

Pediculosis (lice) infests the scalp.  The head louse is a wingless insect 2mm in length. 
The parasite lives close to the scalp, and is dependent upon human blood to exist. Lice 
can only survive up to two days, but usually only a few hours, away from the scalp. The 
main symptom is itching. Transmission occurs by direct contact with a person with a live 
infestation, or direct contact with their personal belongings that are harboring lice. Lice 
cannot fly, jump, or swim.  
 
Head lice are most commonly found behind the ears, near the neckline and back of the 
neck.
 
MFS HAS A NO NITS POLICY.  Your child may be sent home if he or 
she is found to have head lice OR nits. 

If head lice OR nits are found on your child’s head, you will be notified and your child 
will be sent home until properly treated.  (See Paragraph 1 below.)  Upon return to 
school, your child is expected to follow the procedures described in paragraph Number 
2 below.  

IF LICE ARE DISCOVERED AT THE SCHOOL, ANY CHILD MAY HAVE 
THEIR HEAD INSPECTED BY THE SCHOOL.   If the parents of the 
child prefer not to have the school do an inspection, the child may be 
sent home until a medical professional has checked the child’s head 
and provided a statement declaring that the child is lice and nit free.

1.	 Before Your Child Can Return to School He or She Must be 
Properly Treated:

	 Your child may return to school if: 
a.	 He or she has been treated,

		  AND
b.	 You have carefully and thoroughly searched the hair and 
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removed all nits and lice that you find.  It is recommended that you 
search the hair as described below twice a day for at least 14 days.

    Head Lice Treatments:
Head lice shampoo treatments are available, such as Nix 
shampoo.  
It is recommended that you follow up with Cetaphil/Nix 
Treatments.
Please contact your pediatrician’s office for current information 
on effective treatments and follow directions carefully.  

    Searching Hair For Nits And Lice: 
Nits are very difficult to see.  Consult one of the teachers 
if you’re not sure how to search and what to look for.  A 
demonstration video can be viewed at http://lancaster.unl.edu/pest/lice/
video.shtml

Expect to spend at least 15 minutes for very short hair up to 2 
hours or more for long, thick hair.  The more time you spend 
removing lice and nits, the more likely you will be to successfully 
eradicate the infestation.
A search should be done at least once, and it is recommended 
twice, per day for two weeks.

KEEP IN MIND THAT EVEN THE BEST TREATMENT REQUIRES 
SEVERAL DAYS OF FOLLOW-UP TREATMENT TO MAKE YOUR 
CHILD COMPLETELY LICE FREE. After 2 weeks, consider having a health 
professional (or trained worker from a place like “Hair Fairies” or “Love Bugs”) check 
the scalp and determine if there is still an active infestation – especially if your child had 
a heavy infestation.  

Other household contacts should be evaluated for lice, or nits, and if infested, should be 
treated at the same time as the child. It is important to wash clothing and bedding used 
within two days prior to the infestation in hot soapy water. Brushes and combs should 
be thoroughly cleaned. 

2.  Returning to School:  To prevent spread, any child diagnosed with 
lice should keep their hair tightly braided (if long) and completely 
covered (with a hat, scarf or cap) at school for the 2 weeks following 
known infestation.  If your child returns to school with uncovered hair 
after an infestation, teachers and staff reserve the right to provide 
a hair cover for your child to prevent the spread of lice to and from 
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other children and/or staff.  If your child refuses a head covering, they 
may be sent home from school.

3. Preventing an Infestation:  The measures described in Paragraph 
Number 2 are meant to help avoid the spread of lice to and from each 
child.  If your child was found to have lice and has been treated, or 
in the event of an infestation at school which your child has avoided, 
these measures may be taken to avoid future infestation.

	 In addition, other precautions measures may be taken as follows:

	 Applying tea tree oil on your child’s scalp may help with 
prevention, as well, and is recommended whenever there are lice 
exposures at school.

	 Instruct your child not to share hats/hoodies/hair coverings with 
other children and not to lie down on the carpet or put his/her 
head against upholstery on furniture shared by others at school. 

If your child does have a case of head lice, please inform the office.

For more information on lice:
http://www.cdc.gov/ncidod/dpd/parasites/lice/default.htm 
http://www.hsph.harvard.edu/headlice.html  
http://lancaster.unl.edu/pest/lice/headlice030.shtml
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Behavior Guidelines

Rights of Students and Parents

It is the right of the students and their parents to:
•	 Be informed of the policies and rules regarding student behavior and discipline;
•	 Be informed in writing of the misbehavior and the incident during which it 			 

occurred;
•	 Present his/her version of the facts; and
•	 Have a conference with the teachers.

Behavior Guidelines for Preschool
and Kindergarten-Transition Programs

When a child behaves inappropriately he/she is:
•	 Reminded in a gentle and firm way to stop the behavior.
•	 Asked to think about the behavior.

If the child is asked to take a brief “time out”:
•	 The teacher will either ask the child the reason s/he is being excused from the group 

or talk with the child about the behavior.
•	 The teacher will invite the child back to the group after a short period of time.

If a child bites another child, the parent will be called.  The child may be sent home 
and return the following day.  This decision will be made at the discretion of the child’s 
teacher.

If a child hits or pushes another child the parent may be called.  If a child persists in 
hitting other children the parent will be called and the child will be sent home for the 
rest of the day.

If a child screams at another child the parent may be called.  If the child persists in 
screaming at other children the parent will be called and the child will be sent home for 
the rest of the day.

If a parent is called to pick up their child at school, s/he needs to come as quickly as 
possible.  The parent is required to have a conference with the child’s teachers and 
requested to work collaboratively with them to come up with a strategy to help the 
child. 
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Behavior Guidelines for Elementary and Middle School Programs
(including Afterschool programs)

If a child is involved in a conflict with another child, the teacher will observe the 
interaction and see if the children are able to solve the problem themselves.  If there 
is an issue of safety, the teacher will intervene immediately.  Whenever needed, the 
teacher will help the children work out their problem. The degree/severity of the 
situation is up to the teacher’s discretion.

The following is a graduated scale that lists examples of disruptive behavior and their 
consequences:

Level One
•	 Examples: first time disrupting another child, lesson/group time
•	 Consequence: child is asked to stop.

Level Two
•	 Examples: second time disrupting another child, lesson/group time, verbal abuse (e.g. 

teasing, contradiction, defiance of authority)
•	 Consequence: child is asked to leave the lesson/group (time-out)

Level Three
•	 Examples: (1) Three or more time-outs in one day. (2)Continuation of disruption or 

verbal abuse.
•	 Consequence: child fills out a Behavior Report form, describing his/her behavior and 

how he/she will handle the situation differently in the future.  Teacher adds her/his 
comments and child takes note home to be signed by parent and returned.

Level Four
•	 Examples:  repetition of level three behavior, attempting or intentionally causing or 

threatening to cause physical injury to another person, causing or attempting to 
cause damage to school property or private property, stealing or attempting to steal 
school property or private property, continual disruption of school activities or 
otherwise willfully defying the valid authority of staff

•	 Consequence: suspension from school for one day and teacher/parent conference.

Suspension from School

Suspension is the temporary removal of a student from regular school activities.
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Dismissal from School

A student may be dismissed from school for the rest of the year if one or more of the 
following behaviors are exhibited by the student and/or their parents:
•	 Aggressive behavior
•	 Physical abuse
•	 Verbal harassment
•	 Cannot work in a group setting
•	 Running away
•	 Excessive disruptive behavior
•	 Destruction of school property
•	 Consistent biting
•	 Throwing objects that endanger other children
•	 Parent(s) is unwilling to modify daily schedule to fit child’s needs.
•	 Parent(s) is unwilling to work collaboratively with MFS teachers and 
•	 administration.
•	 Parent(s) is unwilling to seek an assessment or counseling when recommended by 

teachers.  Recommendations as a result of an assessment must be followed up by the 
parents.

•	 Sexual Harassment 

Note: sexual harassment is defined as:
verbal conduct such as epithets, derogatory comments, slurs, unwanted sexual advances, 
invitation or comments; physical conduct such as assault, blocking normal movement, or 
interference with work directed at the individual because of gender; retaliation for having 
reported the harassment. The school’s goal is to provide an environment free of sexual 
harassment.  The teachers discuss this policy with the older children in age-appropriate 
ways and assure them that they need not endure any form of sexual harassment.

Liability for Damages and Losses

Parents or guardians are liable for all the damages caused by the willful misconduct 
of their minor children or themselves which results in the injury to or death of other 
students or to members of the school staff or volunteers, or in damage to school 
property, or damage to other personal property (car windows, school windows, house 
windows, etc.). Parents will be expected to pay for the costs of labor and materials 
needed to repair property.  Parents will be expected to pay for medical treatment of the 
injured party.
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Parent Involvement 
and Education

 

Parents play a vital role in the ongoing success of our school.  It has been shown time 
and again that parent involvement in the school is a decisive factor in the child’s school 
success.  There are many avenues of involvement, and we strive to let parents know 
about these through several means: The MFS Weekly newsletter is e-mailed to parents 
once a week. Our printed newsletter, The Montessori Monitor is distributed two times a 
year. On occasion informational fliers and notes are placed in the Sign-In binder or the 
students’ sign-in sheet at the Early Childhood Campus. They should be checked daily.  At 
the Elementary/Middle School Campus, fliers and notes are sent home in the student’s 
Homework packets each week.

Parent participation in special events, such as helping before or during the Spaghetti 
Dinner, our Annual Silent Auction, and hosting at Information Sessions, is 
essential. Parents can also do other school tasks, such as simple maintenance, fundraising 
activities and classroom materials-making.  We require that each family contribute 20 
hours of such work per year of which 5 hours must be in fundraising.  At the beginning 
of the year, a list of parents’ skills, interests, resources and schedules is compiled so 
that parents can be matched up appropriately to jobs that need to be done. Parent 
participation opportunities can also be found at the end of “The MFS Weekly”, our 
weekly e-mail correspondence to parents.  Parents keep track of the hours they have 
contributed in a Parent Participation Log located near the sign-in/out binders at the 
Early Childhood Campus or in each elementary and middle school classrooms.   Hours 
must be recorded in these logs in order for them to qualify as Parent Participation 
Hours.  Families will be billed $20.00 for every hour unrecorded.

Parent participation in the classroom is welcomed-- possible tasks include reading or 
writing with individual students, serving as a room parent or driving/accompanying the 
class on field trips.  Teachers determine the parent volunteers for their classrooms.  
Parents interested in this type of involvement should talk with their child’s teacher.

There are many opportunities for parents to learn about the school’s curriculum and 
procedures.  Back to School Night in September is a presentation about the 
Montessori Method and philosophy, and is a time for parents to meet as a group with 
their children’s teacher to learn about the year ahead.  Our Family Curriculum 
Night features a hands-on overview of the materials used, from Preschool to Middle 
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School and a presentation about the Montessori method and its philosophy.  Our 
Curriculum Handbook describes the scope and sequence of all MFS programs.
 
At the Elementary Overview the Head of School, Jane Wechsler, provides 
information to current Preschool/Kindergarten Transition parents on the transition 
to the elementary programs. Curriculum, student preparedness, homework, and the 
admission process are a few of the topics that are covered.

Parent Observations and Feedback

Parent observation of your child’s class is welcome. Observations may be scheduled 
anytime after the first six weeks of school.  It is during the first six weeks that the 
children get to know each other and become comfortable with the ground rules and the 
daily routines.
  
We ask parents, as we ask all classroom visitors, to respect the rights of the teachers 
and the students by making their presence as inconspicuous as possible.  If any questions 
come up as a result of the visit, parents are invited to speak to the site administrator or 
the Head of School at that time.
  
Parent questions and comments are valued by the teachers and administration.  Parents 
can make an appointment to speak with either the teachers or the Head of School. 
Parents can contact one of the site offices in person, by phone or via email and leave 
their contact information.

In addition, both sites have a collection of relevant books that can be lent to parents.  
Recommended reading list The Montessori Method and The Absorbent Mind both by 
Maria Montessori, Positive Discipline and Positive Discipline for Preschoolers, both by 
Jane Nelson, Raising a Self-Reliant Child in a Self-Indulgent World, by Stephen Glenn 
and Jane Nelson, Punished by Rewards by Alfie Kohn, Endangered Minds by Jane Healy, 
Multiple Intelligences by Howard Gardner, Emotional Intelligence by Daniel Goleman, 
Spoiling Childhood, by Diane Ehrensaft and Montessori: The Science Behind the Genius 
by Angeline S. Lillard, PhD.

MFS is a non-profit, tax-exempt school.  We rely on parents’ active support of our 
fundraising activities in order to maintain our educational standards.  Donations to the 
school during the Annual Giving Campaign are both needed and appreciated.  Those 
gifts and certain material donations, such as computers, are items that are deductible on 
income taxes, according to the current tax law.  Annual projects, like the Read-A-Thon, 
are other ways families support the school.  The Annual Silent Auction and raffle provides 
an opportunity for you to contribute to our scholarship fund. Each family is required to 
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purchase $100 worth of tickets.  You can choose to be billed for these tickets or you can 
sell some or all of them to family and friends.
	



33

Transportation/Parking/Field Trips 

The smooth flow of our programs depends in large part on the children’s prompt 
arrival and departure. It is important for each child to arrive on time.   Arriving late is 
disorienting for the children, and they often feel left out of group activities.  Departure 
time is important.  Children are often upset if parents do not arrive on time.  If your 
plans suddenly change, please call the office as soon as possible to tell us about the 
changes, so that we may relay them to the child and staff.  Children will be released only 
to those persons whose names appear on the emergency consent form or for whom 
the parent/guardian has written a note giving permission for pick-up of their child.  
Starting times for each class, in addition to drop-off and pick-up procedures for each site, 
are sent to parents at the beginning of the school year.
 
The Afterschool programs at both sites end at 6:00 p.m.  Parents should plan to arrive 
by 5:45 p.m. at the latest, allowing time for collecting the child’s things and leaving by 6:00 
p.m.  A late fee of $25 is charged for each 10 minutes after 6:00 p.m. that a child stays at 
school.

Early Childhood Campus Drop-Off & Pick-Up

At the Early Childhood Campus, children may be dropped-off up to 15 minutes before 
class starts and may be picked-up up to 15 minutes after class ends, without incurring 
before or afterschool charges.
 
Children may be dropped-off as early as 8:00 a.m.  Students arriving before 8:45 a.m. will 
be charged for beforeschool care.
  
Drop-off and pick-up are on Scenic Avenue. The grey zone there is for ten-minute 
parking and loading/unloading ONLY.  Teachers will be at the gate to greet your child and 
walk them to their classroom.  Please make every effort to arrive on time to make this 
transition as easy as possible. If arriving late is unavoidable, please say good-bye at the 
door and let your child walk in or signal a teacher for assistance. Remember to sign 
your child in!  Sign-In books are above the lunch cubbies (Buckeye & Aspen) or just 
outside the door near the Redwood classroom.

For pick-up, the teachers will bring the children to the gate. Pick-up time is from 2:50 
to 3:15 p.m.  We require that children remain seated at the bench. This expedites the 
pick-up process and ensures their safety, as teachers cannot overview playground play 
at this time.  Unless you are picking up your child early, please do not come 
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into the school building.  Please wait outside the gate and a teacher will bring your 
child to you.  If the teachers have not gotten to the gate when a parent arrives to pick 
up a child, please DO NOT DOUBLE PARK.  DO NOT PARK IN THE DESIGNATED 
SHUTTLE PARKING SPACE DURING THE TIMES THAT ARE POSTED.

It is required by law that all preschool and kindergarten-transition parents sign their 
child in and out.  A complete last name (not initials) must be on the sign-in/out 
sheet.  These sheets are monitored by the state agency, Community Care Licensing, and 
the school is charged $50 per day for every day that families are not in compliance with 
this regulation.  This fee will be passed on to the families who are not in compliance.  In 
addition, for any day that parents do not sign their child out, there will be a charge for 
three hours of afterschool care.

Elementary/Middle School Campus Drop-Off and Pick-Up

At the Elementary/Middle School Campus, children may be dropped-off up to 15 minutes 
before class starts and may be picked-up up to 15 minutes after class ends, without 
incurring before or afterschool charges.
 
Children may not be dropped-off before 8:00 a.m.  Students arriving before 8:30 a.m. will 
be charged for beforeschool care.
  
Carpools are encouraged. In order to help families develop a carpool, they are sent 
a roster of names and addresses of Elementary/Middle School students during the 
summer, before school starts.  Remember to drive slowly and carefully in the school 
neighborhood. Parents are prohibited from dropping-off and picking-up children on 
Cutting Blvd.

The City of El Cerrito has designated a Disabled parking place in front of the school 
on Cutting Blvd., designated by painted blue curb and disabled sign. Unless you have a 
Disabled placard, parking is prohibited.

Children in the Afterschool program must be signed-out each day.  A complete last 
name (not initials) must be on the sheet.  For any day that you do not sign your child 
out, there will be a charge for three hours of afterschool care.

Field Trips

All classes go on field trips throughout the year.  Every effort is made to notify parents 
well in advance of excursions.  Occasionally, however, field trips occur on short notice 
-- a teacher might take a walk after a rainy period. Sometimes a space for the desired 
trip becomes available at the last minute and the teacher may decide to take the class 
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rather than miss the opportunity.  In any case, teachers will post information, in addition 
to informing the office, as to where they are and when they will return.

We depend upon parents’ help in transportation on field trips; however, there are some 
mandatory requirements that must be met.  It is school policy (and the California law) 
that children and adults are not permitted to go on any trips by car unless the seat 
belt law is enforced. We must also have a copy of your driver’s license and automobile 
insurance policy on file.  In addition, children who weigh less than 60 lbs. 
must be in car seats.  It is also school policy that MFS students may 
not ride in passenger seats that have air bags, unless they are in the 
upper elementary or middle school program and have permission from 
their parents.

Field trips are an integral part of the school program.  If you know of special events that 
you can recommend, feel free to make these suggestions to the teachers.

Shuttle

An inter-campus shuttle runs daily.  It makes one to two morning trips, depending on 
demand, from the Early Childhood Campus to the Elementary/Middle School Campus 
and two afternoon trips from the Elementary/Middle School Campus to the Early 
Childhood Campus.  There is an extra monthly charge for this service.  Sign-up forms 
for places on the shuttle for the next school year are sent out in May.  Forms should be 
filled out and returned by mail only to the Early Childhood Campus as soon as 
possible.  Forms returned by fax or handed in will not be accepted.  A letter goes out 
each spring describing shuttle sign-up procedures. MFS reserves the right to discontinue 
shuttle service to any family who, in the opinion of the staff and/or Head of School, does 
not comply with the guidelines as stated in the Shuttle contract.

Fundraising

Each year, MFS and the MFS Parents Association invite participation in a number of 
fundraising events and campaigns that achieve a variety of financial and community-
building goals.  We encourage 100% participation from all families in each event.  Please 
review this sheet to consider the ways your family will choose to participate in each of 
the campaigns for the coming school year:

Capital Campaign
School-sponsored campaign to support the purchase/renovation of the Elementary/
Middle School Campus.  
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Participation Opportunity: Significant one-time financial gift commensurate with each 
family’s capabilities.

Annual Giving Fund
School-sponsored campaign to bridge the gap between tuition and the total cost to 
educate each child.
Participation Opportunities: Financial donation commensurate with each family’s 
capabilities.

Spring Soiree
Parents’ Association-sponsored community event and auction to support the 
Scholarship Fund, which provides financial assistance to qualifying students.
Participation Opportunities: Donate or solicit items for auction; Volunteer time to help 
organize/manage the event.

Spaghetti Dinner (Fall Event)
Parents’ Association-sponsored social event for students and parents to play carnival 
games and enjoy a delicious dinner and baked goods.
Participation Opportunities: Admission to the event (est. $15-20/person); Volunteer 
time to help organize/manage the event.

Additional Campaigns:
• E-Scrip/School Pop.
• Read-A-Thon.
• EccoMetro Guide.
• Additional smaller events and outreach drives throughout the year.

For more information on any of these events, please contact the Elementary/Middle 
School Office at: 510-236-8802 or the Early Childhood Office at: (510) 848-2322.
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Finances & Re-Enrollment

Absences and Tuition

Generally, a student will miss a few days of school each year because of illness, 
emergencies or family vacations.  No fee adjustments will be made for the absences, as 
the child’s space is reserved while he or she is absent. When a child is going to be absent, 
parents need to notify the office.

Billing Statements

The individual and address indicated for billing at the bottom of the Enrollment 
Agreement is billed monthly for tuition, fees and before and afterschool charges.  See 
the Payment Selection Options form sent with your contract for futher details.  ALL 
TUITION AND FEES ARE DUE AS STATED IN THE ENROLLMENT AGREEMENT REGARDLESS 
OF RECEIPT OF A MONTHLY STATEMENT.  Please contact the business manager with any 
questions or concerns on charges to your account within 30 days of the due date.

Payments made when accounts are past due are credited to previous outstanding balances 
before being applied to current charges.
 
Before and afterschool hours will be reflected on the invoice 2 months following the 
month the hours were actually used, i.e., if you have used afterschool or beforeschool 
hours in September they will show up on your November 1 statement.  These charges 
will be abbreviated as BS/AS charges and are due on the 1st of the month.

Payments should be mailed to the Early Childhood Campus office or may be dropped off 
in the boxes labeled “Tuition”. The Tuition box is located in the Early Childhood Campus 
hallway.  The Elementary/Middle School Campus box is located in the school office.  
Please submit all checks in an envelope.  Do not give payments to teachers 
or Afterschool staff.   We also accept VISA/MC & AMEX. Please contact the main 
office for details.

Delinquent Tuition

Tuition, Fees and other charges are due on the 1st of each month, and are late on the 
6th of each month, unless specified otherwise on your credit card authorization form. 
Tuition & Fees, as set forth in the Enrollment Agreement are due regardless of whether 
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or not a statement was received. Accounts not paid-in-full by the 5th will incur Late Fees 
(see above).  If full payment (including late fees) is not received by the end of the month, 
parents will be advised that their child may not return until all outstanding obligations 
are brought current.  If payments are not received, the child may be dismissed from MFS, 
and the balance of the annual payment becomes immediately due and payable.

Dismissal and Early Withdrawals

We reserve the right to dismiss any student or family whom, in the opinion of the staff, 
the Head of School, or the Board will not profit from or fails to support the school 
program. If it is necessary for you to withdraw your child, you are required to submit 
notice in writing 30 days in advance to the Head of School or Business Manager.  
The Authorized Agent remains responsible for the financial obligations stated in the 
Enrollment Agreement, except as follows:

Written Notice received by Head of 
School

or Business Manager:
Relief from Financial Obligation:

May 1 - May 30 Tuition Balance (90%) and Annual Fees
June 1 - July 31 70% of Tuition Balance
August 1 -First 10 days of school 60% of Tuition Balance
Remaining school year 0% of Tuition  (see Tuition Refund Plan)

Please see the terms of the Enrollment Agreement for further information on the 
Financial Obligation following withdrawal.

Fees

• Materials Fee: goes toward classroom supplies (Montessori materials, 
educational materials, books, pencils, paper, art projects, photocopying, etc.)  It is due 
June 1 before the school year or upon enrollment if after June 1.  This fee is non-
refundable.

	 • Activities Fee (LE & UE students only): this fee partially covers the 
expenses of field trips and excursions. This fee is included in the materials fee. This fee is 
due June 1 or upon enrollment, if after June 1. This fee is non-refundable.
 
	 • Tuition Refund Plan Premium: goes to partially insure payments 
of Financial Obligations in the event of withdrawal/dismissal. This fee is non-
refundable.

	 • Emergency Supply Fee: Montessori Family School maintains supplies for 
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each child in case of earthquake or other emergency.  This is a one-time-only fee (to 
purchase supply kits).  This fee is non-refundable.

Financial Assistance Program

MFS can offer financial assistance to qualified families. Need is assessed through School 
and Student Service for Financial Aid (SSS) which determines how much each family can 
contribute towards their child’s or children’s educational expenses. 

The process begins with the filing of a Parent Financial Statement (PFS) with SSS, which 
can be found online at www.nais.org/financialaid/sss. Parents will also need to submit a 
2008 IRS 1040 Tax statement and a 2009 IRS 1040 Tax statment, when completed. Award 
decisions are made independently of admissions decisions and all information is kept 
confidential. The award is made for one school year, and families must reapply each year. 
However, once assistance has been awarded, it is reasonable to expect that it will be 
renewed, provided that the family’s financial situation has not greatly changed. 

For more information, please vist our website.

Late Fees and Penalties

All amounts not paid by the 5th day of the month in which they are due are delinquent 
and subject to a Late Fee of $25.00.  In addition to any financial penalties, a $15.00 fee 
will be charged for each returned check.

Late Pick-Up

There is a late charge of $25 to the Authorized Representative for a child not picked 
up by 6 p.m. or by the scheduled “end of day” (i.e. half school days, holiday care 
schedules) and an additional $25 charge for each 15 minutes thereafter.  There are no 
exceptions; the first time a child is left after 6:00 p.m., a late fee will be 
charged to the Authorized Representative.

Re-Enrollment

If your child is currently enrolled in MFS, a packet will be sent to you in early January.  
The packet will include instructions and re-enrollment deadlines for the upcoming 
school year.  To secure a place for your child, the signed contract and a NON-
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REFUNDABLE Enrollment Deposit (10% of the annual tuition) must be returned by 
February 15 or the next business day. This Enrollment Deposit is considered the first 
installment for the upcoming school year.

Re-Enrollment cannot be secured unless 1) all previous financial obligations are current, 
2) the student has completed the previous school year in a manner deemed satisfactory 
by MFS. MFS reserves the right to require parents to seek an alternative school 
placement if we feel we cannot meet the student’s needs, and 3) we receive the signed 
contract and the Enrollment Deposit by February 15. If we have not received the signed 
contract and the Enrollment Deposit by February 15, we will be unable to hold a space 
for your child.  Please note that all outstanding balances must be cleared 
before your child is re-enrolled for the upcoming school year.   If you have 
an outstanding balance, all deposits received by the school will be credited to your past 
due account and will not be accepted as a deposit for the upcoming year unless your 
account is current as of February 15.

Sibling Admissions Policy

Family is important to us at MFS, and we always welcome and encourage sibling 
applicants.  While we give admissions priority to siblings, each child needs to meet our 
admissions criteria and follow the established admissions process.  This helps to ensure 
that the program at MFS is an excellent fit for the individual child. 
 	
Sibling Admissions Process 
1.	 Submit the application and fee 		
	 •	 Sibling applications must be received by December 15th to receive early 			 

	 admissions consideration
	 •	 All necessary forms can be downloaded at: http://montessorifamily.com/

procedures.html 
2.   Have recommendation forms completed and sent directly to MFS.
	 •	 Preschool Applicants: Have the child’s preschool teacher, daycare provider or 		

	 nanny complete and return the admissions form to MFS.
	 •	 Kindergarten Applicants: Have the child’s current teacher complete and return 		

	 one recommendation form.
	 •	 1st - 8th Grade Applicants: Have the child’s current teachers complete and return 	

two recommendation forms to MFS.
3.   Once the application and appropriate admissions/recommendation form(s) are 		
      received a student visit with one of our teachers will be scheduled. 

Sibling Admissions Notification
Siblings that have applied by the deadline will have the following admissions schedule:
•	 Early Admissions Notification: End of January
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•	 Enrollment Agreements Sent: Early February
•	 Signed Enrollment Agreements and Deposit Due: February 15 or the next business 

day

Siblings that miss the application deadline will be considered for admission among the 
pool of new applicants for the coming school year and will have the following admissions 
schedule:

Preschool Applicants
•	 Admissions Notification: Late February to mid March
•	 Enrollment Agreements Sent: Late February to mid March
•	 Signed Enrollment Agreements and Deposit Due: The Following Week
	  
K – 7th Grade Applicants
•	 Admissions Notification and Enrollment Agreements Sent: Early to mid March
•	 Signed Enrollment Agreements and Deposit Due: The Following Week

Please note:  The deposits accompanying enrollment agreements are non-refundable.  	

Sibling Tuition Discount
As a special consideration extended to families with multiple children enrolled at MFS. 
Second and subsequent students in one family will receive a 5% discount off of the 
standard tuition rates.

Tuition

Tuition is based upon a 10-month school year.  After the Enrollment Deposit is made 
(10% of the annual tuition), the remaining balance may be paid by selecting one of the 
following options:

• Annual: Tuition balance less a two and one-half percent (2.5%) discount if paid in one 
lump sum, due on or before June 1 or at the time of enrollment if child is enrolled after 
June 1 or before September 1.  Participation in the Tuition Refund Plan (see below) is 
optional.  Scholarship award recipients are not eligible for the two and one-half percent 
prepayment discount. 

• Semi-annual: Tuition balance in two equal installments.  The first installment will 
be due on or before June 1 or at the time of enrollment if child is enrolled after June 1 
or before September 1.  The second installment will be due on or before December 1st. 
Participation in the Tuition Refund Plan is mandatory.
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The following is a sample
Semi-Annual installment plan:

February 15 – Enrollment Deposit (10% of the annual tuition)
June 1 – Materials Fee and 2nd Tuition Installment (45% of the annual tuition)
July 1 – Tuition Refund Plan Premium and Emergency Fee (new students only)
December 1 – 3rd Tuition Installment (45% …)
	
• Monthly: Tuition balance (the remaining 90%) in nine equal installments.  The first 
installment of the Tuition balance will be due on or before August 1, and subsequent 
installments will be due on the first of the month thereafter from September 1 
through April 1.  If child is enrolled after August 1, Authorized Representative will pay 
all installments that have become due upon enrollment in addition to the Enrollment 
Deposit and Annual Non-Refundable Fees.  Participation in the Tuition Refund Plan is 
mandatory.

The following is a sample 
10-month installment plan:

February 15 – Enrollment Deposit (10% of the annual tuition)
June 1 – Materials Fee 
July 1 – Tuition Refund Plan Premium and Emergency Fee (new students only)
August 1 – 2nd Tuition Installment
September 1 – 3rd	 Tuition Installment
October 1 – 4th Tuition Installment
November 1 – 5th Tuition Installment 
December 1 – 6th Tuition Installment
January 1 – 7th Tuition Installment
February 1 – 8th Tuition Installment
March 1 – 9th Tuition Installment
April 1 – 10th Tuition Installment
(Installments are 10% of annual tuition)

The Tuition Refund Plan relieves the Authorized Representative of $6075 of their 
financial obligation in this example.
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If a student enrolls after October 1, tuition will be pro-rated by the month or any 
fraction thereof at the discretion of the school. The pro-rated amount will constitute the 
annual tuition for any child who begins October 1 or thereafter. A signed contract and 
Enrollment Deposit (10% of the annual tuition) are due at the time of enrollment.   The 
remaining tuition payment schedule will be determined by the payment plan selected. 

Please note that some months such as December and June are short months, but tuition 
installments remain the same.  The Enrollment Agreement signed with MFS explains your 
financial responsibility.

Tuition Refund Plan

The Tuition Refund Plan partially insures payment of the Financial Obligations in the
event of withdrawal or dismissal.  Participants in the Plan will receive the return of, 
or not be responsible for, seventy-five percent (75%) of the UNUSED Financial 
Obligations upon child’s withdrawal or dismissal from MFS.  Participants remain 
responsible for twenty-five percent (25%) of the UNUSED Financial Obligations 
and one hundred percent (100%) of the USED Financial Obligations upon child’s 
withdrawalor dismissal from MFS. 

The program requires a paid premium, which is 1.7% of annual tuition and fees, and is 
due July 1. Participation is mandatory unless tuition is paid in full by June 1. The Plan 
doesnot become effective unless your child attends school through the first full two 
weeks (see Dismissal and Early Withdrawals for more information).

In the event of dismissal or withdrawal, the Authorized Representative shall forfeit the 
Enrollment Deposit, all fees (Materials, Tuition Refund Premium and Emergency Fees), 
and 100% of USED tuition. In addition, the Authorized Representative shall remain 
responsible for 25% of the remaining UNUSED balance of the annual tuition.  Unused 
balance is defined to mean the pro-rata amount of the Tuition Balance, based upon a ten 
month year, associated with each full month following the child’s withdrawal or dismissal 
from MFS. 

The following is a sample of a hild withdrawn from MFS as of January 1 
with Annual Tuition of $15,000:

Non-Refundable Enrollment Deposit (10% Annual Tuition) = $1,500
Non-Refundable Materials Fees and Tuition Refund Plan Premium =$585.52
USED Tuition - 4 of 10 months or 40% of remaining tuition (90% Annual Tuition) = 
Total USED Tuition & Fees=$8685.52
UNUSED Tuition - 60%, or $8,100.  The Authorized Representative is responsible for
 $6,600 or 25% =$2,025
Total USED: =$8,685.52 
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Tuition and Other Expenses

TUITION
Tuition revenue is essential in maintaining MFS’s Academic program and funding the day-
to-day operations. These costs are evaluated yearly by the Board of Directors and set in 
January preceding each academic year. 
Tuition for the 2010-2011 school year is:

PRESCHOOL PROGRAM (3 - 6 years)
9:00 am - 12:30 pm $13,625 annual
9:00 am - 3:00 pm $15,700 annual

KINDERGARTEN TRANSITION PROGRAM (4 - 6 years)
9:00 am - 3:00 pm $15,750 annual

LOWER ELEMENTARY PROGRAM (6 - 9 years)
9:00 am - 3:00 pm $16,800 annual

UPPER ELEMENTARY PROGRAM (9 - 12 years)
8:40 am - 3:00 pm $17,850 annual

MIDDLE SCHOOL PROGRAM (12 - 14 years)
9:00 am - 4:00 pm $18,000 annual

EXTENDED CARE
Before and after school care is provided from 8-6 pm. You can purchase an extended 
care program or use the before and after school program on a drop-in basis.
Extended Care Contract $2,500 annual

After School Program–Drop in Rate (both campuses) $8.50 per hour

Before School (Early Childhood Campus) $8.50 per hour

Before School (Elementary and M.S. Campus) $5.00 between 8:00-8:30 am

BEYOND TUITION

Materials/Activities Fees $275 due June 1st: Preschool & Kindergarten Transition
Materials/Activities Fees $325 due June 1st: Elementary (LE & UE)
Materials/Activities Fees $400 due June 1st: Middle School
Shuttle (optional) $120 per month for 10 months
Emergency Supplies $60 (one time fee)
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THE ANNUAL  GIVING FUND
Each fall, MFS families are asked to make a tax-deductible, unrestricted contribution to 
the MFS Annual Fund. These donations are used to raise money for the MFS current 
operating expenses, and to make up the difference between the price of tuition and the 
actual cost of a MFS education. We hope for 100 percent participation by our families 
each year and we hope that they give at a level that is comfortable.

PARENT INVOLVEMENT
At MFS we expect parents to get involved in the school community by donating 20 
hours of their time per year to their child’s education while attending MFS.


