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Parent Handbook 

 

School Information  
Wilson Montessori Academy 
136 W. Vallete #8 
Elmhurst, Il. 60126 
Please contact Jennifer Havenga 
630.279.5300 
learn@wilsonmontessori.com 
Head of school : Jennifer Havenga 
On site Directors: Cynthia Flores and Jackie Catano 
 

Statement of Purpose School Information  
Wilson Montessori Academy provides an academically enriched program for children aged two to five years old, 

based upon the philosophy and teachings of Dr. Maria Montessori. At Wilson Montessori Academy each child is 

respected and treated as an individual. The Academy fosters independence, self-discipline and acceptance of 

others, while instilling in each child a love of learning that will last throughout his or her lifetime.  

The Academy is a full member school, in good standing, of the American Montessori Society.  

Non-Discrimination Policy 
Wilson Montessori Academy admits students of any race, color, national and ethnic origin to all the rights, 

privileges, programs and activities generally accorded or made available to students of the Academy. Wilson 

Montessori Academy does not discriminate on the basis of race, religion, national or ethnic origin in the 

administration of its educational policies, admissions policies or other school-related administered programs. 

Description of the Programs 
Preprimary Program: The Preprimary children attend three or more mornings a week. Each day when the children 

arrive they are walked to their classroom and then hang up their outerwear, with help from a teacher if necessary. 

The children are free to choose their own activities. The children work individually or in small groups under the 

supervision of a Montessori-trained teacher and her assistant. They have the opportunity to choose language or 

math activities, work with manipulative material, participate in imaginative or block play, paint or scrub, work 

with sounds or textures, etc. Mid-morning the children put away their work and come together as a group. The 

children enjoy large-motor activities, listen to music, work with musical instruments or participate in group games 

during this time. The children are served a healthy snack, with attention being paid to any food allergies, followed 

by a short story time. At the end of the work period the children prepare for dismissal.  

Children wearing diapers will be changed when necessary. We ask that you supply diapers and wipes for your 

child, as well as a change of clothing. Children wishing to use the toilet may do so at any time with the help of a 

teacher. Drinking water is available for the children during the session. 

Primary Program: Wilson Montessori Academy has a morning and afternoon Primary Program. The daily schedule 

is the same for both programs. Primary children attend three or more days a week. 
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When the children arrive, they hang up their coats before choosing their first work of the day. Areas of the 

environment are: Practical Live, Sensorial, Math, Language, Geography, Science or Art. A Montessori-trained 

teacher or assistant will help the children with their work. Restrooms and drinking water are freely available to 

the children throughout the session. Each child is free to have a snack at a time they choose. As with the younger 

children, food allergies are taken into account. The children participate in a short group activity that begins when 

the work period ends. When the group activity concludes the children put on their coats and prepare for dismissal. 

School Calendar 
The school year begins the Tuesday following Labor Day and ends in late May or early June. The school calendar 

is posted on our website. 

Weather Related School Closures 
In the event of inclement weather, Wilson Montessori Academy follows the policies of District 205. If District 205 

is closed due to snow the Academy will be closed as well. Any changes will be notified by email. 

Application and Registration Process 
Reregistration of current students takes place in January. Once current students and their siblings are registered, 

the Academy will begin open enrollment for new students. 

Fees and Payment Schedule 
The registration fee is separate from tuition and is non-refundable. 

• Returning Students Registration Fee: $65 

• New Student Registration Fee: $130 

Tuition information is available during the application process. Nine tuition payments are due the first school day 

of each month September through May. A discount of 10% is given for a sibling, or siblings, attending concurrently 

with another child. If arrangements have not been made with the Academy, a late fee of $25 will be charged after 

the 15th of the month. A $30 fee will be charged for checks returned as NSF. 

Non-payment lasting more than 60 days may be cause for dismissal of the child. Adjustments cannot be made due 

to holidays, days of non-attendance, snow days, vacations, illness or other events beyond the control of the 

Academy. 

Financial Commitment 
A Financial Commitment statement is signed during the application process. The financial commitment is for the 

duration of the academic year. 

For new students, upon acceptance into Wilson Montessori Academy, you will be asked for an enrollment deposit. 

The amount is equal to the first month’s tuition. This deposit reserves your child’s placement in our program for 

the current academic year, and will count as September’s payment. Enrollment deposits are non-refundable and 

non-transferable. 

The Academy must commit to facilities, salaries, materials, insurance, and other expenses on an annual basis, 

based on enrollment. For this reason Wilson Montessori Academy requires a financial commitment for the full 

nine months of the academic year. Tuition is calculated in nine equal payments. Enrollment deposits are applied 
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to September’s tuition. Eight additional payments are due on the first school day of each month, October through 

May. A 3% discount is applied to all paid in full tuitions. Monthly tuition cannot be reduced if attendance days are 

decreased during the year. 

Adjustments cannot be made due to scheduled Academy holidays or personal holidays, illness, vacation, closure 

due to weather or other circumstances beyond the control of the Academy, or withdrawal from the Academy. The 

Academy reserves the right to cancel classes at any time it feels it is in the best interest and safety of the students 

and staff. Cancelled classes will not be made up at the end of the year. You may be billed for any remaining tuition 

should you choose to withdraw your child from the Academy prior to the end of the current academic year. 

Insurance 
The Academy maintains liability insurance as required by law. No other insurance coverage is available through 

the Academy. 

Emergency Procedures 
Emergency information is required from each family in order that you can be reached immediately in the event 
of an emergency. It is your responsibility to keep these numbers current. Staff will administer first aid to a child 
on a limited basis for minor accidents. We can apply ice, wash wounds and apply bandages. WMA sponsors First 
Aid/CPR training annually to all staff. Depending on the severity, you might be called. Staff will complete an 
incident report for parents to sign when you pick up your child. In the event of a serious injury, 911 will be called 
first and then we call parents. The paramedics will decide if the child needs to go to the hospital and where 
(most likely Elmhurst). In the event of your child needing to be transported to the hospital, a member of the 
staff would accompany the child to ensure comfort and emotional well-being. The staff member would stay at 
the hospital with the child until a parent or emergency contact of the child becomes present. It is the parent’s 
responsibility to file a claim regarding injuries with their own insurance carriers. We require up-to-date 
information regarding children with any special health, behavior or food/allergy concerns. 

DCFS/State Required Paperwork 
The Illinois Department of Children and Family Services requires that the Academy have a copy of each child’s 

birth certificate; current health form; permissions for walks, photos, late pickup policy, discipline policy, etc.; and 

verification of receipt of the Summary of Licensing Standards for Daycare Centers handbook. 

The Academy is required to provide information on immunization compliance to the State of Illinois, therefore a 

health form must be in each child’s file. If your child is exempt from an immunization for medical or religious 

reasons please provide written and signed documentation.  Children are required to have a physical prior to the 

start of the school year.  

The Academy has chosen to adopt a policy similar to that of the Elmhurst public schools. If a disease for which 

there is an immunization is reported in an Academy student (e.g. measles, pertussis, etc.), any non-immunized 

students will be asked to remain at home for a period of two weeks as a precautionary measure. 

Medication Policy 
Wilson Montessori Academy will not issue any type of medication to your child while they are in class. However, 

all students who require an inhaler or Epi-Pen during school hours must have a completed Medical Authorization 

Form on file, which is signed by the doctor and Parent/Guardian. This form must be signed annually or when there 

is a change in medication. All medication needs to be in the original packaging. 
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Sick Child Policy 
Children should be kept at home if they are ill, have a fever or are not feeling well. A child is required to be fever-

free for 24 hours before returning to school. A child should not be sent to school if he or she has vomited or had 

diarrhea in the past 24 hours. Any child who appears ill, who becomes sick, develops a fever or shows any sign of 

infection while at school will be sent home. For the sake of the other students and staff the Sick Child Policy must 

be strictly enforced. 

Release of a Student 
The Academy will release a student ONLY to a parent, or to a person authorized in writing by the parents. A list of 

authorized persons is kept in each student’s file. If a child is to be picked up by someone not on the list, a parent 

is required to provide a signed and dated note giving permission. If a child says he or she is going home with 

someone else and we do not have a note, a parent will be called and the child will not be released until we have 

verification. 

 

Drop Off and Pickup Procedure 
Transportation to and from the Academy is the responsibility of the parents. When dropping off or picking up your 

child:  

• Enter the parking lot and form a line.  

• Pull up parallel to the curb when it is your turn.  

• Put your car in park. Please remain in your car.  

• A teacher will help your child from the car to the door or from the door to your car at pick up.  

• Drive around the building and exit on Vallette. When leaving the carpool line, LOOK LEFT before pulling out. 

Please do not pull around another car. 

New families will be given a carpool number. This number should be placed in your window so it can be seen by 

the staff. 

 

 

 

 

 

Late Pickup Policy 
If a parent or person responsible for your child arrives after the designated pickup time, they will need to park 

their car and come to the front door to get the child. A fee of $10.00 for every 15 minutes late may be charged. 

If a child has not been picked up on time, the teacher will call the parents first, then emergency contacts as listed 

on the child’s registration. If the child has not been picked up after one hour and there has been no contact with 

Door 9 
      WMA 

136 W. Vallette St. 



 

 5 Revised January 2019 
 

the parents or emergency contacts, Wilson Montessori Academy is compelled to call the appropriate authorities 

and the child will be removed under their protection. 

Tardiness 
Arriving on time to school is appreciated.  When your child arrives late to school it is both disruptive to your child 

and it disrupts the other children in the classroom.  If you arrive after the normal drop-off time you must get out 

of your car and walk your child by the hand to the door. Please knock and wait until a teacher can open the door 

to let your child in. Parents must never allow their children to exit the car and go to the door by themselves.  

Nut Free School 
Because of the number of children with severe tree nut and peanut allergies, Wilson Montessori Academy is 

peanut and tree nut free. We do not serve snacks with peanut or tree nut ingredients.  

Other Food Allergies 
The Academy will compile a list of the names of children with food allergies and their specific allergies. This list is 

posted in several places around the Academy. Please keep the Academy updated with any changes. 

Daily Snacks 
The younger children in the Preprimary Program have a snack at the same time mid-morning as a group. The 

Primary Program children are allowed to have one snack during their session, at a time of their choosing. Each 

child washes their hands or does another work involving soap and water prior to having a snack. The snack is kept 

on a snack table and each child retrieves his or her own snack. Typical snack choices would be healthy crackers, 

fruits, vegetables, or cheese. 

Outings 
Walking excursions may take place on occasion during a school session. Permission for walks away from school 

property is kept in each child’s file. 

Personal Belongings 
We ask that all personal belongings be kept at home.  Items that should remain at home include backpacks, 

jewelry, toys, money, sunglasses, umbrellas, water bottles, etc. It is very helpful if you talk to your child ahead of 

time and let them know that they will not be allowed to bring these items into school. It is not necessary for your 

child to bring a backpack to school unless they go directly to another school via carpool or other non-parent pick 

up.  

Clothing and Foot Wear 
Clothing should be practical and easy for the child to loosen or undo prior to toileting. Elastic waists are better 

than snaps or buttons. Overalls, “onesies” and belts should be avoided. Clothing should not interfere with school 

activities, please avoid “tutu’s” or other clothing that can get snagged or caught on something. Please label all of 

your children’s coats, hats, gloves/mittens, etc. 

For the safety of your children, Wilson Montessori Academy asks that your child wear only “practical” shoes. The 

best choice for school would be fully enclosed gym shoes, or something similar. No flip-flops, open-backed shoes 

or sandals, clogs, or crocs.  
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Please do not send your child to school in snow boots or snow pants.  During the winter months, the sidewalk is 

cleared, salted and passable. 

Integrated Pest Management Policy  
Wilson Montessori Academy has employed Anderson Pest Solutions to perform pest management at our school. 

Anderson Pest Solutions pioneered Integrated Pest Management (IPM) in Illinois schools. Anderson’s IPM program 

for schools addresses all the key requirements by law. Their approach stresses preventive measures and non-

chemical pest control. Wilson Montessori Academy will notify all families by email only if a non-natural solution 

to pest control is needed. We will only allow our provider to perform said service when there are no children at 

school.  

Lead Water Testing and Radon Testing 

Wilson Montessori Academy tests the school per DCFS guidelines for Radon and lead in water. All results from 

these tests can be found in the school office on the wall board. 

Cultural and Religious Diversity 
The Academy does not provide religious instruction, but does discuss different events, celebrations and religious 

holidays at the appropriate time of year. We encourage the children to share their particular family practices or 

special events so that we may all learn more about those around us. 

Birthdays 
Children having a birthday will be recognized near the end of their daily session during a special line time activity. 

The class will also sing “Happy Birthday”. Treats to pass out to friends are welcomed, but not necessary. If you do 

choose to share a treat, it must be a non-food/candy treat. Pencils, stickers, small toys, etc. are acceptable. 

Release of Personal Information 
Wilson Montessori Academy will not share information about your child without written parental consent. The 

request for information should include the name, address, phone number and contact person of the school or 

other entity to whom the records are to be sent, along with the date and parent’s signature. 

Discipline and Guidance Policy  
Dr. Montessori taught that every person, regardless of age or ability, should be treated as an individual and with 

respect. It is very important that your child’s spirit is nurtured through caring, patience and understanding.  

Children and teachers alike are expected to treat one another, the materials, and the school itself with care and 

respect. Children are not to hurt one another or the materials. If a situation arises or a conflict occurs, the child or 

children involved will be asked to explain their actions or behaviors as best they can. A child who has pushed or 

hit another child will be asked to apologize. If a material has been mishandled, the child will be asked to return it 

to its proper place or give it to a staff member. If a child is acting in a manner disturbing to others, he or she will 

be asked to sit down and take a few moments to think about the behavior. When the child feels that he or she 

can return to the activity without disturbing others he or she may do so. At no time will a child be made to feel 

bad in either word or action. Corporal punishment has no place whatsoever at Wilson Montessori Academy. 
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In response to misbehavior we will: respect your child; establish clear rules and be consistent with the rules; use 

positive language to explain desired behavior; speak calmly at eye level with your child; give clear choices; and 

redirect your child to a new activity. If a child misbehaves, we will not use: threats or bribes; physical punishment; 

humiliation or isolation; or deprive your child of food or other basic needs. 

Expulsion Policy 
In the unlikely event that a child repeatedly acts in a disruptive manner, harms other children or damages Academy 

property, the parents will be notified and asked to meet with the appropriate teacher. Parents and the teacher 

will work together to develop a plan to deal with the behavior. It is always the goal to help the child discover his 

or her own self-discipline and keep the child in their classroom. However, if ongoing efforts do not appear to help 

and the child continues to show inappropriate or harmful behavior, it may be necessary to ask the parents to 

discontinue their child’s enrollment at the Academy. Occasionally there is a child who does not appear to benefit 

from the Montessori environment. If this appears to be the case with a student, a meeting will take place with the 

parents and teachers to discuss the situation. 

As a result of parent/teacher communication and follow up, it may be decided to continue the child in the 

Montessori setting. In the event that communications with the child and parents do not seem to help the behavior, 

it may be necessary to refer the child to another program which would better suit the child’s needs. In this case, 

the staff would provide the family with information needed to help the child transition into a more suitable setting. 

The staff would then provide the family with information on other programs and how to contact the appropriate 

person.  The following locations would be suggested for resources/services/interventions: 1)Easter Seals Dupage 

in Lombard, Il.  2)Madison Early Childhood Center in Elmhurst, Il.  3)Little Friends in Warrenville, Il. Wilson 

Montessori Academy and the family would create a time frame in which the family could find a place to transition 

their child into. The teachers will always work together with the parents in suggesting a more suitable place to 

foster the child’s needs.  

The final determination will be made by the Academy, always with the best interests of the child in mind. 

Conferences 
Two parent/teacher conferences will be held during the year. This is an opportunity to meet with your child’s 

teacher, discuss your child’s progress and view your child’s work. While Montessori classes do not use a “report 

card”, there will be a written progress sheet to review with the teacher during the conference. If at any time you 

wish to talk about your child’s progress, or have a concern that you would like to discuss in person, please contact 

the Academy and we will be glad to arrange an appointment.  

Box Tops for Education 
As an ongoing project, Wilson Montessori Academy participates in the Box Tops for Education program. The 

program is handled by parent volunteers and provides funds for the Academy to use for supplies and materials. 

You can help by collecting Box Tops from cereal boxes and other products. You can send them into school at any 

time.   

Scholastic Book Orders 
Scholastic book orders will be open to order online the first week of every month. Books are available at 

reasonable prices and ordering is convenient via their website. The Academy receives bonus points for every order 

placed. We redeem these points for materials and supplies for our school. 
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Social Media 
All issues regarding Wilson Montessori Academy as a whole, its policies, teachers and the workings of the school 

shall be handled by the administration and the parent. We agree as parents not to post any grievances of any type 

on social media. 

Communication 
Newsletters will go out each month during the year. General information will also be sent via email.  

Please feel free to contact the Academy at any time with a question or concern. You may email the Academy at 

learn@wilsonmontessori.com or phone at (630)279-5300. If you call during class time and we are unable to 

answer the phone please leave a message and someone will return your call as quickly as possible.  

Thank you for entrusting the education of your children to Wilson Montessori Academy. Working with your 

children is truly a privilege. 

WMA  

 



Bullying PolicyWilson Montessori Academy

"Bullying" includes "cyber-bullying" and means any severe or pervasive physical or verbal act or
conduct, including communications made in writing or electronically, directed toward a student
or students that has or can be reasonably predicted to have the effect of one or more of the
following:

● (1) Placing the student or students in reasonable fear of harm to the student's or students'
person or property;

● (2) Causing a substantially detrimental effect on the student's or students' physical or
mental health;

● (3) Substantially interfering with the student's or students' academic performance; or
● (4) Substantially interfering with the student's or students' ability to participate in or

benefit from the services, activities, or privileges provided by a school.

Bullying may take various forms, including without limitation one or more of the following:
harassment, threats, intimidation, stalking, physical violence, sexual harassment, sexual violence,
theft, public humiliation, destruction of property, or retaliation for asserting or alleging an act of
bullying. This list is meant to be illustrative and non-exhaustive.

“Cyber-bullying" means bullying through the use of technology or any electronic
communication, including without limitation any transfer of signs, signals, writing, images,
sounds, data, or intelligence of any nature transmitted in whole or in part by a wire, radio,
electromagnetic system, photoelectronic system, or photo-optical system, including without
limitation electronic mail, Internet communications, instant messages, or facsimile
communications. "Cyber-bullying" includes the creation of a webpage or weblog in which the
creator assumes the identity of another person or the knowing impersonation of another person as
the author of posted content or messages if the creation or impersonation creates any of the
effects enumerated in the definition of bullying in this Section. "Cyber-bullying" also includes
the distribution by electronic means of a communication to more than one person or the posting
of material on an electronic medium that may be accessed by one or more persons if the
distribution or posting creates any of the effects enumerated in the definition of bullying in this
Section.

Bullying is contrary to State law and the policy of the non-sectarian nonpublic school and is
consistent with subsection (a-5) of this Section [free exercise of religion].

Nothing in this Section is intended to infringe upon any right to exercise free expression or the
free exercise of religion or religiously based views protected under the First Amendment to the
United States Constitution or under Section 3 of Article 1 of the Illinois Constitution.

The school procedures for promptly reporting bullying, including, but not limited to, identifying
and providing the school e-mail address (if applicable) and school telephone number for the staff
person or persons responsible for receiving such reports and a procedure for anonymous
reporting; however, this shall not be construed to permit formal disciplinary action solely on the
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basis of an anonymous report. The complaint manager is Jennifer Havenga. 630-279-5300
learn@wilsonmomtessori.com

Consistent with federal and State laws and rules governing student privacy rights, the bullying
policy includes procedures for promptly informing parents or guardians of all students involved
in the alleged incident of bullying and discussing, as appropriate, the availability of social work
services, counseling, school psychological services, other interventions, and restorative
measures. Examples of restorative measures may include: teaching students the personal and
interpersonal skills they will need to be successful in school and society, and teaching students to
serve, build, and restore relationships among students, families, schools, and communities.

The bullying procedures for promptly investigating and addressing reports of bullying, including
the following:

● (A) Making all reasonable efforts to complete the investigation within 10 school days
after the date the report of the incident of bullying was received and taking into
consideration additional relevant information received during the course of the
investigation about the reported incident of bullying.

● (B) Involving appropriate school support personnel and other staff persons with
knowledge, experience, and training on bullying prevention, as deemed appropriate, in
the investigation process.

● (C) Notifying the principal or school administrator or his or her designee of the report
of the incident of bullying as soon as possible after the report is received.

● (D) Consistent with federal and State laws and rules governing student privacy rights,
providing parents and guardians of the students who are parties to the investigation
information about the investigation and an opportunity to meet with the principal or
school administrator or his or her designee to discuss the investigation, the findings of
the investigation, and the actions taken to address the reported incident of bullying.

The school interventions that can be taken to address bullying, which may include, but are not
limited to, school social work services, restorative measures, social-emotional skill building,
counseling, school psychological services, and community-based services.

School will consider consequences and appropriate remedial actions for a person found to have
falsely accused another of bullying as a means of retaliation or as a means of bullying.

The school prohibits reprisal or retaliation against any person who reports an act of bullying and
will determine appropriate consequences and appropriate remedial actions for a person who
engages in reprisal or retaliation.

The bullying prevention and response plan is based on the engagement of a range of school
stakeholders, including students and parents/guardians.

The bullying policy is posted on the school's existing internet website and is included in the
student handbook, and, where applicable, posted where other policies, rules, and standards of



conduct are currently posted in the school, and is distributed annually to parents, guardians,
students, and school personnel, including new employees when hired.

To assess the outcomes and effectiveness of the bullying policy, actions will include, but is not
limited to, factors such as the frequency of victimization; student, staff, and family observations
of safety at a school; identification of areas of a school where bullying occurs; the types of
bullying utilized; and bystander intervention or participation. The non-sectarian nonpublic school
may use relevant data and information it already collects for other purposes in the policy
evaluation. The information developed as a result of the policy evaluation must be made
available on the Internet website of the school. If an Internet website is not available, the
information must be provided to school administrators, school board members, school personnel,
parents, guardians, and students.

The bullying policy is consistent with other school policies.

February 9, 2022




