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THE HISTORY OF AMELIA ISLAND MONTESSORI SCHOOL (AIMS) 
 
In the spring of 1973, a group of parents decided they wanted a Montessori preschool education 
for their children. They visited other Montessori schools and studied the writings of Dr. Maria 
Montessori. The group approached the Amelia Island Company (AIC), the corporate name for 
the Amelia Island Plantation, who provided assistance, both in personnel and financing. The 
Amelia Island Montessori School opened in the fall of 1973 with 25 students. 
 
The School remained housed in a rented trailer until January 1981, when the parent-run Board 
of Trustees decided a permanent structure and location must be found. The School received a 
donation of a two-story office building on the Amelia Island Parkway. In June 1981, the Amelia 
Island Montessori School moved to its present location. 
 
Expansion was now an option. In 1983, AIMS grew from one Primary classroom to two 
classrooms with 25 students in each room. The After-School Program was instituted in the same 
year, and the staff grew to two certified Montessori Lead Teachers, two Assistants, and two 
childcare aides. In December of 1984, the School received its first foundation donation. Annual 
gifts by the anonymous foundation opened the way for further grade level expansion. 
Responding to a parent survey, a Toddler program was developed in 1984. In the fall of 1987, 
the Elementary Program was established. By the fall of 1993, this program required two full-
time Lead Teachers and two Assistants to handle the growing number of students. In June of 
1995, ground was broken for a new Elementary building, and two months later its doors were 
opened for 50 students in grades 1-3. In August 1997, the Upper Elementary class celebrated its 
inaugural year with 10 students. In the fall of 1998, the Upper Elementary class nearly doubled 
to 17 students. AIMS continued to look forward to the future. In 2010, the Lower Elementary 
building was completely remodeled and renovated. In the summer of 2011, a part of the 
upstairs in Building Five was renovated for the Upper Elementary class and in the Spring of 
2014, the Board of Trustees approved to initiate a Middle School Program. In the summer of 
2015, renovations again took place in the Upper Elementary environment, as their population 
had outgrown its space. Within one year, the Middle School program also enjoyed an increase 
in enrollment and expansion was necessary. AIMS is excited to now serve children from 18 
months to 15 years of age. 
 
Presently, AIMS is a non-profit organization, incorporated as Island Education, Inc. The School 
is accredited by the American Montessori Society (AMS), the Florida Council of Independent 
Schools (FCIS), Florida Kindergarten Council and AdvancED; and licensed by the Department 
of Children and Families (DCF). 
 
MARIA MONTESSORI: A BRIEF BIOGRAPHY 
 
Maria Montessori was ahead of her time. She saw then what many schools across the country 
and world are trying to now implement. Maria Montessori was born in Italy in 1870 and was 
one of the first female physicians in Italy. Through her medical practice, her clinical 
observations led her to analyze how children learn. Dr. Montessori concluded that children 
build themselves from what they find in their environment. 
 
Shifting her focus from the body to the mind, Dr. Montessori returned to university to study 
psychology and philosophy and was made a Professor of Anthropology at the University of 
Rome. Her desire to help children was so strong, however, that in 1906, she gave up both her 
University Chair and her medical practice, to work with a group of 60 young children of 
working parents in the San Lorenzo district of Rome. It was there that she founded the first 
Casa del Bambini, or “Children’s House.” The Montessori Method of education was ultimately 
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developed here, based upon Dr. Montessori’s scientific observations of these children’s natural 
ability to absorb knowledge from their surroundings and their tireless interest in manipulating 
materials. Every piece of equipment, every exercise, every method Dr. Montessori developed, 
was based on what she observed children do “naturally,” by themselves, and unassisted by 
adults. When put in a nurturing, well-prepared, organized environment with stimulating 
materials; children teach themselves. This simple but profound truth inspired Dr. Montessori’s 
lifelong pursuit of educational reform, methodology, psychology, teaching and teacher training 
– all based on her dedication to furthering the self-creating process of the child. She observed 
that when allowed freedom of choice, respect, independence and trust, the child will develop 
order and structure within his or her own mind. 
 
Dr. Montessori made her first visit to the United States in 1913, at the invitation of Alexander 
Graham Bell. During this time, the Montessori Educational Association was founded at Bell’s 
Washington, D.C. home. Other strong American supporters were Thomas Edison and Helen 
Keller. In 1915, Dr. Montessori attracted world attention with her “glass house” schoolroom 
exhibit at the Panama-Pacific International Exhibition in San Francisco. On this second U.S. 
visit, she also conducted a teacher training course and addressed the annual conventions of 
both the National Education Association and the International Kindergarten Union. The 
committee that brought her to San Francisco included Margaret Wilson, the daughter of U.S. 
President Woodrow Wilson. 
 
The Spanish government invited Dr. Montessori to open a research institute in 1917. In 1919, 
she began a series of teacher training courses in London. In 1922, she was appointed a 
government inspector of schools in her native Italy, but because of her opposition to Mussolini’s 
fascism, she was forced to leave Italy in 1934. She opened the Montessori Training Centre in 
Laren, Netherlands in 1938, and founded a series of teacher training courses in India in 1939, 
with her son, Mario. Later, Dr. Montessori founded the Montessori Center in London in 1947. 
She was nominated for the Nobel Peace Prize three times – in 1949, 1950, and 1951. 
 
Maria Montessori died in Noordwijk, Holland, in 1952 at the age of 82. Her teaching and 
method of “following the child” lives on throughout the world. 
 
THE MONTESSORI PHILOSOPHY 
 
Dr. Montessori found through her careful and tireless observations, that children possess within 
themselves the full potential of the person who they will become. In an environment that offers 
the opportunity for curiosity to be encouraged and satisfied, this innate potential may blossom 
to its highest possibility. 
 
A Montessori environment includes carefully-timed introductions within each academic area, 
and freedom to make choices as the child experiences new concepts. Each child is greeted at 
their developmental level, and carefully guided through the curriculum at their individual pace. 
A Montessori Lead Teacher weaves the experiences within the curriculum to develop the 
physical, intellectual and spiritual potential of the child to the fullest, allowing for freedom and 
self-correction, in a safe environment. 
 
The well-designed Montessori materials give the child a hands-on “concrete” approach to 
learning, which involves all of the senses, and engages all learning styles. The innate qualities of 
these materials develop order, coordination, concentration and independence. The child is 
shown each step of a lesson or skill and then given time for repetition of practice. This self-
directed pace creates an ordered and sequential manner and they soon realize that they may 
indeed master what seemed too big a challenge, one step at a time. This process offers structure 
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within the child’s mind. Respect for one’s self and others is the main principle of this 
philosophy. Through the dynamics of trust and independent work, many opportunities arise to 
help another or ask for help, as needed. This creates a community within the class where 
considering others and communicating your own thoughts and needs are highly valued. The 
children in a Montessori class both act as role models and learn from those around them. 
 
It is through helping others, cooperating and finding solutions as issues arise, that the child may 
develop confidence within their place in the classroom, the family and the world. 
 
The main premises of Montessori education are: 
 
• Children are to be respected as different from adults and as individuals who differ from 

each other; 
• The child possesses an unusual sensitivity and intellectual ability to absorb and learn from 

his or her environment that is unlike those of the adult, both in quality and capacity; and, 
• The most important years of a child's growth are the first six years of life when unconscious 

learning is gradually brought to the conscious level. 
 
“The child has a deep love and need for purposeful work. He works, however, not as an adult for 
completion of a job, but the sake of an activity itself. It is this activity which enables him to accomplish his 
most important goal: the development of himself – his mental, physical, and psychological powers.” - Dr. 
Maria Montessori 
 
AIMS’S MISSION STATEMENT 
 
Amelia Island Montessori School embodies a child-centered education grounded in Montessori 
philosophy and methodology, supporting the “whole child,” inspiring independent thinkers 
and cultivating collaborative citizens. 
 
SCHOOL ORGANIZATION 
 
The School is governed by an elected Board of Trustees. Income is derived from tuition, 
fundraising events, donations and charitable gifts. 

 

Board of 
Trustees

Head of School

Faculty

Toddler Primary Lower 
Elementary

Upper 
Elementary Middle School Extended Day

Finance and 
Operations 
Manager

Front Office 
Assistant
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SCHOOL STAFF 
 
Each staff member can be found on the School’s website (www.ameliaislandmontessori.com). 
 
SCHOOL HOURS 
 
Normal school hours are listed below. Please monitor School communications for any events 
which may create adjustments to the schedule: 
 

 
Arrival 

Tardy 
Arrival Dismissal 

Tardy Pick-
Up 

Programs:     
Toddler – Half Day 8.15am 8.30am 12.00pm 12.05pm 
Toddler – Full Day 8.15am 8.30am 3.00pm 3.05pm 
Primary – Half Day 8.15am 8.30am 12.00pm 12.05pm 
Primary – Full Day 8.15am 8.30am 3.00pm 3.05pm 
Lower Elementary 8.15am 8.30am 2.50pm 3.00pm 
Upper Elementary 8.15am 8.30am 3.00pm 3.05pm 
Middle School 8.15am 8.30am 3.00pm 3.05pm 
Extended Day - Morning 7.30am  8.20am  
Extended Day - Afternoon 3.00pm  5.00pm 5.05pm 

 
Morning Arrival 
 
• Children enrolled in the Extended Day Morning program are to be escorted by their parent 

or guardian to the Extended Day classroom 
• Any child participating in the Extended Day Morning program will be escorted by AIMS 

staff to his or her classroom 
 
Tardy Policy 
 
• Any child arriving after 8:30am will be considered tardy 
• In order to prevent interruptions after class instruction starts, parents should make every 

effort to ensure their child arrives on time. When a child is tardy, he or she has missed 
important structure and routines which help their day run smoothly. If a child will be late, 
the parent should notify the Business Office. Children arriving after 8:30am must be 
escorted by a parent or guardian to the Business Office and signed in. The child will then be 
escorted by a staff member to their classroom 

• When parents or guardians are unable to pick their children at the designated dismissal 
time, children will be escorted to the Extended Day program. Parents or guardians may pick 
up children from the Extended Day classroom. Parents or guardians of children remaining 
in the Extended Day program past the tardy pick-up time will be charged a late fee of $25.00 
per child for the first occurrence, and $40.00 per child for each subsequent occurrence 

 
Dismissal 
 
• Florida State Law mandates that the School must have on file the names of all persons who 

are authorized to pick-up a child from school. This is not a blanket permission. Each time a 
child’s normal pickup schedule is changed, a written notice must be submitted. Parents or 
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guardians must submit notice to the child’s teacher via email, with a cc: to the Front Office 
Assistant, one day prior to the schedule change. In the event of an emergency schedule 
change, parents or guardians must call the Business Office to provide notice, with a follow-
up email to the child’s teacher and the Compliance Coordinator 

• Faculty members are not permitted to transport children to or from school 
• If an individual authorized to pick-up a child is not familiar to a member of staff, AIMS will 

require his or her identification 
 
ATTENDANCE 
 
The State of Florida requires mandatory school attendance of children aged 6-16 years (FS. § 
1003.21.) 
 
Daily attendance and punctuality are the responsibility of the parents or guardians and the 
child. It is essential that every effort is made that children are present and on time on a daily 
basis. What they witness and practice at this young age will strongly influence their future 
habits regarding attendance and punctuality. 
 
The School recognizes, however, that there are situations which warrant children to be away 
from school. As such, AIMS will follow Florida Law regarding absences: 
 
• A written note explaining each absence must be submitted upon return to school. Children 

between the ages of 5 and 16 must attend school with only excused absences of illness 
(please see Illness Policy), death in the immediate family and other extenuating 
circumstances 

• AIMS recognizes the following circumstances: 
o Medical reasons as documented by a licensed doctor 
o Death in the family 
o Legal reasons verified by a lawyer or a court 
o Circumstances which are pre-approved by the Head of School 

• Any absences beyond ten (10) days must be officially documented as above 
 
Parents or guardians must call the Business Office in the event that their child will be absent. 
 
Excessive absences may place a child in academic jeopardy for progression to the next grade 
level. 
 
In cases where the child is excessively absent, this will be reviewed by a school committee 
comprised of their Lead Educator, the Head of School and other appropriate staff. The 
committee will review the attendance data and documentation, provide the parent or guardian 
with an opportunity for explanation, if necessary, and determine whether an exception is 
granted. 
 
ILLNESSES 
 
The School shares each parent’s or guardian’s desire to protect the children as much as possible 
from illness. The School therefore asks for each parent’s or guardian’s cooperation in helping us 
to do this and to also protect the staff from undue exposure. Parents and guardians must err on 
the side of caution when sending their child to school. All children who have an illness should 
be kept home. Determination of your child’s health will be based on the following: 
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• Temperature above 100.4º Fahrenheit (normal is 96.6º – 98º Fahrenheit) by the temporal 
artery method (forehead) 

• Conjunctivitis (pink eye) 
• Skin rash other than a localized diaper rash 
• Vomiting 
• Diarrhea 
• Any evidence of lice infestation or nits 
• Continuous nasal discharge that is unclear in color 
• Sore throat 
• Persistent cough 
• Earache 
• Anytime that the child is not feeling well enough to tolerate a normal school day, whether 

due to illness, lack of sleep or a disruption in the usual family routine 
 
Parents and guardians are asked to follow the below guidelines: 
 
1. Children who have a contagious disease or condition must be kept at home. A child who 

has or had a fever, diarrhea or vomited within the previous 24 hours, or has a cold or cough 
which causes discomfort or fatigue, are to be kept out of school for at least 24 hours after the 
last episode or the fever has broken. If a child has or had strep throat, he or she may return 
to school after antibiotic treatment has rendered the condition no longer contagious, but not 
less than 24 hours. If a child has or had conjunctivitis (pink eye), he or she may return to 
school 24 hours after medical treatment has commenced. Parents or guardians must notify 
the School to report a health-related absence 

2. Certain viral conditions (such as contagious viral pneumonia) are very serious in the 
classroom environment. Coughing, especially at night, difficulty breathing, difficulty 
sleeping, nasal congestion (with or without discharge), diarrhea, and fatigue and / or 
tiredness; are some of the symptoms. Bacterial pneumonia, while not as contagious, can also 
be very serious and does not necessarily carry a fever. Sensible concern must be given to the 
attendance of a child in a classroom with any of the above. The child is extremely 
uncomfortable, and the conditions are easily spread to other children and staff. The same 
guidelines as stated in 1. above must be followed 

3. When a child becomes ill during school hours, parents, guardians or the emergency contact 
person will be called to take the child home as soon as possible. Prior to that time, the child 
will be isolated and kept under adult supervision 

4. To be excused from participating in physical education activities, parents or guardians must 
provide a written request to the Business Office. However, any time a child needs to be 
excused from physical education for frequent or prolonged periods of time, the parent or 
guardian must provide a written note from a physician 

5. All children should be properly trained in personal hygiene habits which include urinating 
in the commode, flushing, washing hands and disposing of hand towels in the trash can. 
This does not apply to children in the Toddler program. In this case, the Toddler Educators 
will assist in this development of the child, as needed 

 
Medication 
 
Most medication can be put on a schedule by a child’s pediatrician which does not involve 
administering during school hours. If it is necessary, however, for medication to be given to a 
child during school hours, parents or guardians must complete the Authorization for 
Administering Prescription and Non-Prescription Medication Form, which can be obtained from the 
Business Office. If a child has allergies or asthma, the parent or guardian must also complete the 
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Individualized Student Allergy Action and Care Plan Form and / or the Asthma Action Plan for Home 
& School. 
 
Medication cannot be administered without the above Form, which must be kept up-to-date 
and is only valid for the duration of the prescription and / or medical need. Parents or 
guardians must provide the accompanying medication to the Head of School, in the original 
container with the child's name, physician’s name and contact details, medication name and 
medication directions clearly marked on the label. Children are not permitted to bring 
medication or remedies to School. 
 
Non-prescription medication, such as diaper rash ointment, Benadryl, or herbal / homeopathic 
remedies, must follow the same protocol as prescribed medicine. A medical log is kept securely 
in the child’s classroom and then filed in the child’s cumulative folder at the end of the school 
year. 
 
Staff members are trained through the Nassau County Department of Health to dispense 
medication to children. 
 
CLASSROOM PROCEDURES 
 
The following list describes the structure of the classroom and how the children are expected to 
work within the environment. Using these guidelines at home will reinforce the School’s 
procedures as well as provide the child with a sense of structure and security in his or her life: 
 
• Be respectful of self, others and the environment 
• Walk when inside the classroom 
• Speak in a quiet tone of voice 
• Carry one thing at a time, using both hands 
• Put work away when finished 
• Roll up the work rug slowly and tightly, keeping the ends even, and put it away 
• Push chairs in when leaving tables 
• In circle, keep legs crossed and hands to oneself 
• Raise hand to talk 
• Walk around the work rugs 
• Respect other children’s work 
• Clean up whatever is spilled or dropped 
• When the signal is given, stop, look and listen 
 
RESTROOM PROCEDURES 
 
All children should be age-appropriately trained in personal hygiene habits which include 
urinating in the commode, flushing, washing hands and disposing of hand towels in the trash 
can. The following describes how children are expected to utilize the restroom facilities: 
 
• Receive permission from the Educator to leave the room 
• Flush the commode after each use 
• Wash hands with soap and warm water 
• Put paper towels in the trash can 
• Return directly to the classroom 
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PLAYGROUND PROCEDURES 
 
The School playground is only open when a member of staff is present. Our staff adheres to the 
following guidelines to ensure consistency for the child and his or her knowledge of what is 
expected when using the playgrounds: 
 
• Walk to and from the playground and on the sidewalk 
• Go only UP the steps and DOWN the slide 
• Climb using two hands. Toys are left on the ground while climbing 
• Respect others who are climbing 
• Swing keeping the chains straight and sit forward in the seat 
• Stay on the swing until it stops, then get off 
• Stay clear while children are swinging 
• Throw balls to people on the ground and only when they are aware the ball is coming 
• Stay away from the fence 
• Play gently with others 
• Keep the sandbox toys in the sandbox or in the storage container, and return equipment to 

its proper place 
• Keep portable toys off stationary toys 
• Hazardous natural objects (such as sticks and limbs) on the playground should be cleared to 

the outside of the gate. Mulch must remain on the ground 
• A child must be capable of mastering the equipment without adult assistance before it is 

safe for him or her to use the equipment 
• Bend knees when jumping 
• Sit on the seat of the picnic tables 
• Protect the flowers and the gardens 
• Ask permission to leave the playground, and wait for an adult to open and close the gate 
 
ALTERNATE NUTRITION PLAN 
 
To comply with Florida Department of Children and Families (DCF), parents or guardians must 
sign the “alternate nutrition plan agreement.” This is so that parents or guardians are aware 
that the School does not provide children with meals. Parents or guardians must provide both 
and teachers will advise on how snacks are provided to the classroom by the parents or 
guardians. 
 
1. Snacks may be provided in a classroom. Parents and guardians must advise, in writing, of 

any food allergies and / or dietary restrictions their child may have 
2. Parents and guardians are asked not to pack foods that could be a choking hazard such as 

hot dogs, popcorn, nuts / seeds, whole grapes, chunky peanut butter, raw vegetables, 
chunks of meat and cheese, etc. for children ages 4 and under 

3. Children in the full-day program should bring their lunches lunch boxes labeled with their 
names. Lunches should consist of a protein, fresh fruit and a vegetable. Sandwiches can be 
meat, cheese, egg, etc. Other items may be included at the parent’s or guardian’s discretion 
with the exception of candy, cookies, frosted desserts, chips, gum, etc. The children will be 
encouraged to eat the nutritious foods first. Water should also be included. The School asks 
that parents and guardians do not include any kind of fruit juice or soda 
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4. At the end of the lunch period, the children are directed to rewrap any substantial amount 
of uneaten food. This will help parents and guardians to determine the quantities to send for 
their child and also their likes and dislikes of food packed for them. Allowing a child to help 
choose and prepare his or her lunch not only builds independence, but also encourages 
them to eat the food he or she has chosen 

5. Studies have shown that certain food additives affect the behavior of the children. Parents 
and guardians are asked to take this into consideration when packing lunches 

6. Parents and guardians will provide all meals but will also make the School aware of any 
special dietary requirements and / or allergies 

7. The School agrees to provide parent and guardians with a suggested meal pattern and 
menus, and to discuss any problems which might develop in the use of the Alternative 
Nutrition Plan 

 
CLOTHING POLICY 
 
The clothes a child wears impacts how he or she will experience aspects of his or her day. When 
a Montessori teacher designs and prepares his or her environment, he or she adheres to 
traditional Montessori rationale and considers the relevance of every single material or item he 
or she places in the room, the organization of the shelves and space, and the way children 
interact with other children. The clothing that both teachers and children wear into a prepared 
classroom environment is as much a part of the environment as the materials or the 
organization of space. Teachers take into consideration the effect their own clothing has on the 
children’s ability to deeply concentrate on their studies. They wear beautiful, simple clothing 
that is practical and comfortable. Teachers do not wear fingernail polish, fragrances, jewelry or 
any type of clothing that might cause a child to stop concentrating on a lesson. Distracting 
tattoos are covered. The considerations a teacher has for his or her clothing and appearance are 
appropriate for a child’s clothing as well. The following clothing policy is designed to help 
maintain and protect a child’s need for deep concentration, social acceptance and independence. 
 
Uniforms 
 
The School believes that wearing uniforms is beneficial for the child for the following reasons: 
 
• Helps academic success 
• Places emphasis on learning, not clothing 
• Reduces peer pressure and social stigmas 
• Facilitates security by identifying outsiders 
• Encourages distinction of character and personality, instead of appearance 
• Allows for cohesive presentation as a group 
• Enhances school spirit 
• Lowers long-term clothing costs 
 
Uniforms must be worn Monday through Thursday. Approved uniform types and colors are 
below: 
 

Permitted Colors Requirements Not Permitted 
Pants • Khaki 

• Navy 
• Solid color only 
• Elastic waist is acceptable 

• Leggings1 
• Yoga pants1 
• Sweatpants 
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• Jeans 
Shorts • Khaki 

• Navy 
• Solid color only 
• Knee-length 
• Elastic waist is acceptable 

• Gym shorts 

Skorts • Khaki 
• Navy 

• Solid color only 
• Knee-length 
• Elastic waist is acceptable 

 

Jumpers • Khaki 
• Light blue 
• Navy 

• Solid color only 
• Knee-length 
• Must be embroidered with 

AIMS logo 
• Must be worn with collared 

blouse or polo shirt 
underneath 

 

Collared Dresses • Khaki 
• Light blue 
• Navy 

• Solid color only 
• Knee-length 
• Must be embroidered with 

AIMS logo 

 

Collared blouses • White 
• Light blue 
• Navy 

• Solid color only 
• Embroidered with AIMS 

logo 

• T-shirts 
• Tank tops 
• Markings (eg. stripes), 

characters or brand 
names visible 

Polo shirts • White 
• Light blue 
• Navy 

• Solid color only 
• Embroidered with AIMS 

logo 
Sweatshirts • White 

• Light blue 
• Navy 

• Solid color only 
• Pullover, buttoned or 

zippered styles are 
acceptable 

• Markings (eg. stripes), 
characters or brand 
names visible 

Sweaters • White 
• Light blue 
• Navy 

• Solid color only 
• Pullover, buttoned or 

zippered styles 
Hats  • Permitted only when worn 

outdoors as a form of heat or 
cold protection 

 

Outdoor shoes  • Closed toe shoes, sneakers or 
sandals with backs and soft 
soles 

• Light-up shoes 
• Crocs 
• Flip flops 
• Cowboy boots 

Indoor shoes 
(Toddler through 
Lower 
Elementary only) 

 • Only worn inside the 
building 

• Must be comfortable and 
have soft rubber soles 

• Distracting 
embellishments 

• Slippers 
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1 Unless paired with a jumper, dress or skirt and must be a solid color of white, light blue or navy 
 
Non-Compliance 
 
• First occurrence: teachers will remind the parent or guardian of the policy 
• Second occurrence: The school will call the parent or guardian to bring a uniform to school 
 
Dress-Down Days 
 
Uniforms are not required on Fridays. Parents should ensure children are following the below: 
 

Guidance Requirements Not Permitted 
• Simple and comfortable 

clothes 
• Easy for the child to dress 

him or herself 

• Follow same as for 
uniforms as it relates to 
style (eg. length of skirts 
and shorts, hats, shoes, etc.) 

• Leggings1 
• Yoga pants1 
• Sweatpants 
• Gym shorts 
• Visible brand names and 

characters 
• Costumes 
• Tank tops 

1 Unless paired with a jumper, dress or skirt 
 
Non-Compliance 
 
• First occurrence: teachers will remind the parent or guardian of the policy 
• Second occurrence: The school will call the parent or guardian to bring a change of clothes to 

school 
 
Other Clothing Points to Note 
 
• Parents and guardians should remember to label their child’s clothing items 

• For each child in the Toddler through Primary programs, parents need to send to 
School an extra uniform set in a zipper-type bag, and this bag should be labeled with 
the child’s name 

• The child’s hair should be neatly groomed, natural in color and secured with elastic bands, 
if needed 

• Clothing (ie. ski hats, hoodies) may not cover the face 
• Weather / seasonally-appropriate considerations: 

o Parents and guardians should send a sweater or light jacket to be worn inside if their 
child tends to feel chilled 

o Children experience the outdoor environment every day in all types of (safe) 
weather. As such, the outerwear a child wears must be appropriate for any type of 
weather. The change of seasons can mark the need for season-specific clothing 

o Warmer / hot weather considerations: 
§ We encourage our families to send sun hats into school with their children. 

This helps protect them from the heat, harmful sun rays and from insects 



 
 
Amelia Island Montessori School (AIMS) Parent Handbook  
  
   

15 

§ We will encourage children to wear their hats if they have one. If a child is 
accustomed to wearing a hat at home, he or she will be more comfortable 
wearing it at school 

o Cooler / cold weather considerations: 
§ We ask all children to put on all of the outerwear they wore to school that 

day before going outdoors. Because children have higher metabolisms than 
adults and because they are more active than adults, they often become 
overheated and will ask to take their outerwear off. Primary and Elementary 
children are able to take their outerwear off once they are outside and report 
being hot 

§ Children often put their outerwear on when they truly become cold. 
Toddlers, of course, do not have this option. Because their digits are smaller 
and their smaller bodies do not regulate heat as efficiently, we ensure that 
toddlers keep all of their weather-appropriate outerwear on during outdoor 
activities 

• Lost and found: 
o Please ask your child’s teacher if your child is missing a clothing item 
o When the lost and found items become too numerous, we will donate them to a local 

charity 
 
BIRTHDAYS 
 
In the Montessori classroom, every child's birthday may be celebrated in a special way. It is 
called the "Walk Around the Sun." To celebrate the children's years on Earth, the child carries a 
globe (which is one of our works) as they walk around the sun (a candle). The child walks 
around the sun one time for each year of life. We talk about how the Earth goes around the sun 
and every time it goes around once, that it is the same as one year or 365 days. 
 
The months are laid around the sun. The child then starts and stops at their birthday month. 
This celebration is a wonderful way for children to learn the months, the concept of the Earth 
revolving around the sun, the concept that we live on Earth and counting. Parents and 
guardians are encouraged to provide a photograph for each year of their child’s life, along with 
a description of any special event that occurred during that year (for example, a trip or a new 
sibling). 
 
Parents and guardians who wish to provide a healthy snack should make arrangements with 
the Lead Educator at least one (1) day in advance. The celebration takes place before lunch, 
therefore, the servings should be small and of a breakfast-type item (eg. bagels, muffins, fruit, 
cheese and whole-grain crackers, etc.). 
 
Children’s birthdays can be a source of joy, however, they can also sometimes be a source of 
pain. The School asks that parents and guardians should only bring birthday party invitations 
for the Lead Educator to hand out or put in other children’s backpacks when all of the children 
are invited. If only a few select children are invited, the School asks parents and guardians to 
send their child’s birthday party invitations by mailing them from home, or by calling other 
parents or guardians to extend the invitation. The School further asks parents and guardians to 
help his or her child to develop an awareness and sensitivity for the feelings of others by being 
discreet about party plans. 
 
Parents and guardians are always welcome to commemorate their child’s birthday by 
purchasing a favorite book for the School’s library. The books a parent or guardian purchases 
will be dedicated in their child’s name. 
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HOLIDAYS 
 
The Lead Educator structures all holiday observances. Assistance from a room parent is always 
appreciated. Those classrooms without a room parent may wish to use sign-up sheets for help 
with tasks and supplies. 
 
Observed holidays include, but are not limited to Maria Montessori’s Birthday, Labor Day, 
Thanksgiving, Christmas, Hanukkah, Martin Luther King Day, President’s Day, Valentine’s 
Day, St Patrick’s Day, Easter, Passover, Earth Day and Memorial Day. 
 
SHARING TIME 
 
Children often wish to share special things and bring various items to school. Items of 
educational interest are welcome, for example, flowers, musical instruments, objects from 
foreign countries, things from nature, postcards and photos. A note of explanation enables the 
Lead Educator to help the child in the presentation. Children may bring something on their 
assigned day of the week. Toys, treasures, money, play jewelry, etc. need to be left at home. 
Children are not permitted to play with them at school as they are easily lost. 
 
FIELD TRIPS 
 
On occasion, the School will sponsor and conduct field trips for the children’s educational 
enrichment. Participation in field trips is a privilege. Children may not participate in a field trip 
without a signed Field Trip Permission Form for the specific event, which is provided to parents 
and guardians prior to the planned trip. Some field trips require a fee. Teachers have extensive 
directions regarding field trip procedures. 
 
In order to drive on field trips, parents or guardians are required to have on file all of the 
following documents: 
 
• Signed DCF Volunteer Acknowledgement 
• Signed DCF Child Care Attestation of Good Moral Character 
• Signed DCF Child Abuse & Neglect 
• Signed DCF Background Screening 
• Signed Volunteer Confidentiality Agreement 
• Signed Volunteer Field Trip Chaperone Guidelines 
• Copy of driver’s license 
• Copy of proof of insurance 
 
TRANSPORTATION POLICY 
 
Due to the heavy auto traffic during arrival and departure times, children are not allowed to be 
in the parking area. Each parent or guardian is responsible for their child’s observance of this 
policy until the child enters the school building. 
 
The School encourages parents and guardians to apply the Florida Department of Highway 
Safety and Motor Vehicles guidelines as it relates to driving with a child in a vehicle: 
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Safety Belts 
 
• Florida law requires the use of seat belts or child restraint devices by drivers of motor 

vehicles, all front seat passengers and all children riding in a vehicle under 18 
• Florida’s safety belt law is a primary enforcement law, meaning that an officer can stop a 

vehicle and issue a citation simply for observing a safety belt or restraint violation 
• Children should be in the rear seats until at least age 12, since deployed front seat air bags 

can be dangerous to children 
 
Child Restraints – Car Seats and Booster Seats 
 
• Florida law requires children age 5 and under to be secured properly in a crash-tested, 

federally approved child restraint device 
• Children ages 0 to 3 must be in child restraint devices of a separate carrier or a vehicle 

manufacturer’s integrated child seat 
• Children age 4 and 5 must be in a separate carrier, integrated child seat or booster seat 
• The best child seat is one that fits your child, fits your car and that drivers will use correctly 

every time 
• Read the car seat’s instruction manual and the portion of your vehicle’s owner manual 

when you install a car seat 
• Remember to check for car seat and booster seat recalls 
• Refer to the official Florida Driver License Handbook for more information on seat belts and 

child restraints 
 
STUDENT CODE OF CONDUCT – BEHAVIORAL EXPECTATIONS 
 
Adults in the classroom will model a positive and caring attitude at all times. The adult will 
encourage children to talk and to peacefully find solutions to a problem. The School’s policy is 
to never use or threaten to use physical punishment or verbal abuse. Respectful redirection 
techniques will always be used. The faculty is encouraged to use natural and logical 
consequences, document unusual behavior and communicate with parents of and the Head of 
School about challenging students. 
 
AIMS’s students are expected to conduct themselves in a manner consistent with the School’s 
mission, goals and beliefs. Students are encouraged to consider the safety of themselves, the 
safety of others and the care of materials and property. Children are taught to consider whether 
or not a behavior is kind, helpful, destructive or unsafe. Montessori operates on the principle of 
freedom with boundaries. Every program maintains its own set of expectations, which differs 
from age to age, but is always based on core Montessori practices, as well as respect for each 
other and for their environment. Children who fail to abide by these general behavioral 
expectations may experience one or more of the following consequences: 
 
• Isolation from other children 
• An Incident Report being sent home outlining the inappropriate behavior 
• A scheduled meeting between child, parent, teacher and the Head of School to discuss the 

inappropriate behavior and to design a behavioral plan for change 
• Required outside professional counseling / intervention for the child 
• Reassignment of the child’s classroom 
• Restoration of damages 
• Assignment of an in-school suspension 
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• Assignment of an out-of-school suspension 
• Expulsion 
• Involvement of police or legal action 
 
Definition of terms: 
 
• Isolation – a child is supervised with minimal to no peer interaction at an individual table or 

workspace in the classroom. The child may be removed from the classroom and taken to the 
Business Office  

• Incident report – a written report documenting the details of the child’s behavior. It is 
signed and dated by the Head of School and by the parent or guardian on the day of the 
event. The report is kept at the School, however, a copy is provided to the parent or 
guardian. By law, names of other children may not be included in the report. If the incident 
resulted in injury to another child, a report must also be sent home to the other family 

• Behavioral plan – an action plan identifying what behaviors need to change and the goals 
which need to be reached in order to define a successful change in behavior. This will likely 
require follow-up meetings 

• In-school suspension – a child will spend his or her school day working and completing 
assignments directed by the regular classroom teacher in a designated study area outside of 
the child’s classroom. Parents will be notified if this assignment is warranted and will not 
exceed three (3) days 

• Out-of-school suspension – this suspension will introduce a temporary exclusion from 
School, up to nine (9) days. Parents or guardians will be notified and asked to meet with the 
faculty and Head of School. Children assigned suspension must complete any work 
assigned by the Lead Educator and return the completed work to the Lead Educator on the 
first day of return from suspension. Before returning to school, the child and parent(s) may 
be required to again meet with the Head of School to discuss a behavior modification plan, 
reiterate the code of conduct and to formally request the child’s return to school. Children 
who are suspended are not allowed on school property for the duration of the suspension. 
These suspensions become a part of a child’s educational record 

• Expulsion – expulsion is the permanent withdrawal of a child’s enrollment at AIMS. 
Expulsion is a serious sanction that may only be imposed by the Board of Trustees. The 
Board of Trustees is the only School official who may reinstate a child’s privilege of 
attending the School   

 
The discipline policies outlined in this behavior Student Code of Conduct is consistent with the 
expectations for any School-sponsored activities. Disciplinary decisions will be made by the 
administration, taking into consideration the age of the child, past incidents, the nature of the 
incident and any special needs that children may have. All incidents will be discreetly reviewed 
between the children and the faculty member(s) present. 
 
The below behavior rubric is the matrix the School has implemented to define the behavior 
levels and appropriate courses of action. The Head of School may impose consequences that 
deviate from the behavior rubric, however, in all instances, disciplinary practices exclude 
corporal punishment, severe humiliation and withholding of food, rest or toileting. 
 
If an adult has not witnessed the offense and there is a (are) question(s) of which student(s) is 
(are) at fault, both or all students will be considered involved in the incident and will be 
assigned a consequence equivalent to the behavior rubric. 
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If the offense is severe enough, as determined by the administration, the child may be 
immediately suspended from school, sent before the Board of Trustees for an expulsion hearing, 
and/or legal authorities will be called.   
 
Behavior Rubric 
 

BEHAVIOR FIRST INSTANCE SECOND INSTANCE THIRD INSTANCE 

Level 1: 
• Off-task behavior (eg. loud 

talking, not following safety 
rules, habitual tardiness, out of 
uniform, homework not turned 
in, chewing gum) 

 
• Verbal Reminder 

 
• Incident report sent 

home 

 
• Written report home 
• Parent/Teacher 

Meeting  
• Child consequence 
• Behavior plan set-up  

Level 2: 
• Cheating/plagiarizing 
• Breach of cyber rules/policies 
• Rudeness or disrespect to staff or 

adult in charge 
• Continued disruptive behavior 
• Carelessness with one’s body or 

an object leading to injury 
• Repetitive non-compliance with a 

procedure 
• Leaving class/campus without 

permission 
• Swearing 

 
• Incident report 
• Child consequence 

 
• Parent/Teacher/Head 

of School meeting 
• In-school suspension 
• Child consequence 
• Behavior plan set-up 
• Suspension recorded in 

student file 

 
• Parent/Teacher/Head 

of School meeting 
• In- or out-of-school 

suspension 
• Behavior plan set-up 
• Behavior contract 

signed 
• Professional 

consultation may be 
recommended 

• Suspension recorded in 
file 

Level 3: 
• Aggressive behavior 
• Unnecessary roughness during 

sports 
• Hitting 
• Grabbing 
• Inappropriate contact (hitting, 

kicking, pinching, slapping, 
obscene gestures or threatening 
looks) 

• Throwing an object 
• Repetitive disruption of class 
• Bullying or harassment of 

another child 
• Blatant disrespect of staff or 

adult in charge 
• Possession or solicitation of 

weapons 
• Prescription drugs or any type of 

illegal substance 

 
• Incident report 
• Child isolation 
• Parent/Teacher/Head 

of School meeting 
• Police may be called 
• In- or out-of-school 

suspension 
• Child consequence 
• Behavior plan set-up 
• Behavior contract 

signed 
• Professional 

consultation may be 
recommended 

• Restricted school 
activities 

• Suspension recorded 
in student file 

 
• Formal disciplinary 

hearing before the 
Board of Trustees with 
possible expulsion 

• Expulsion recorded in 
student file 

  

Level 4: 
• Any severe action or illegal 

(drugs, alcohol, firearms) 
behavior that could result in 
harm to self or others  

 
• Child isolated from 

other children until 
Parent/Teacher/Head 
of School meeting held 

• Police may be called 
• Out-of-school 

suspension 
• May go immediately 

to formal disciplinary 
hearing before the 
Board of Trustees with 
possible expulsion 
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• Expulsion recorded in 
student file 

 
 
Biting Policy 
 
While biting is considered a normal stage in childhood and rarely done with the intent to hurt 
another child, it can disrupt the peaceful classroom environment. The faculty seeks ways to 
reduce the number of biting incidents through teethers, food prep work and verbal 
communication. If several biting incidents occur in one day, the child’s parents or guardians 
will be called to pick up their child from school. The child is permitted to return to school the 
next day. When biting incidents continue for a prolonged period of time, the School will request 
a meeting to set goals and to discuss the possible use of a shadow to help remediate the 
behavior. Every effort will be made to support the child and their family as well as balance the 
needs of the other children in the environment. 
 
Anti-Bullying Policy 
 
Amelia Island Montessori School is committed to providing an educational setting that is safe, 
secure and free from harassment and bullying for all of its children and employees. This 
includes children bullying children, adults bullying children, adults bullying adults and 
children bullying adults. 
 
Typical bullying behavior occurs when one person is exposed, repeatedly and over time, to the 
negative actions on the part of one or more other persons, with a noted power differential. The 
target of the behavior is chosen, rooted in the real or perceived power imbalance in the 
relationship, rather than due to ordinary social conflict. Bullying behavior is misbehavior, and 
can be manifested in many forms, both passively and overtly. 
 
The School does not tolerate bullying behavior and will immediately address any instances of 
this. 
 
COMMUNICATIONS 
 
E-Mail and Phone Calls 
 
It is essential that parents and guardians check e-mail daily and open all communications from 
the School. All newsletters, individual family monthly tuition invoices and other notices are 
sent home via e-mail. Communications via e-mail are sent on an as-needed basis and the School 
endeavors to answer as many questions as possible within these communications. 
 
The School is moving to a paperless method of facilitating paperwork. Any paperwork which 
requires completion will be sent to parents and guardians via DocuSign. 
 
It is important to protect instructional time and the environment from interruptions. Parents 
and guardians are asked to communicate with their Educators via their school email only. If a 
matter is urgent, parents and guardians may call the School and an administrator will ensure 
that the Educator immediately receives the message. Staff members are not permitted to 
communicate with families outside of their work email address or via their cell phones. 
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AIMS Educators are committed to answering e-mails and returning phone calls received during 
school hours that same day. If the communication is received at the end of the working day, the 
return communication will take place the following day. 
 
Calendar 
 
The yearly academic calendar is posted on the School’s website. Any changes to the calendar 
will be communicated to the families as soon after the change as possible. 
 
Reminders of upcoming events will also be sent out via email and / or through our school text 
messaging system. 
 
Website 
 
All current information will be posted on the website and can be viewed at 
www.ameliaislandmontessori.com. 
 
Social Media 
 
We encourage all parents, staff, alumni and supporters of AIMS to join and like our Facebook 
page. The School does not maintain individual classroom Facebook pages. Faculty members 
may not have personal connections on Facebook with parents, guardians or children in their 
class. This policy is intended to protect children and staff members. These personal connections 
may be made after children (or upcoming siblings) are no longer a part of the School 
community. 
 
Conferences 
 
Parent-Educator Conferences are an integral part of Montessori philosophy. The importance of 
communication is necessary for both parents or guardians and the staff. These conferences 
allow parents and guardians to get to know the Educators, understand the academic curriculum 
and learn about the progress their child is making in the Montessori classroom. 
 
Conferences will be held three (3) times per year (Fall, Winter, Spring) or more frequently, if 
necessary. Parents and guardians are encouraged to request a conference from the Lead 
Educator if a need arises. 
 
Observations by the Educator and the parent or guardian are a key tool to assess a child’s 
progress. Parents and guardians are welcome to schedule an opportunity to observe their child 
prior to the conference. 
 
RELATIONSHIPS WITH AIMS EMPLOYEES 
 
School is an extension of the child’s home environment. Therefore, the School feels it is 
absolutely important for the parent or guardian and the Lead Educator to openly communicate 
with each other. Parents and guardians can learn what their children are doing during the hours 
spent away from home. Lead Educators can learn about any factor which may be influencing 
the child. Any changes, whether positive or negative, can influence children’s behavior. 
Grandparents visiting, the death of a pet, illness, divorce or separation, moving, etc., all 
contribute to changes in a child’s daily routine. The School asks all parents and guardians to 
make their child’s Lead Educator aware of these changes in order that he or she can better meet 
the needs of the child. 
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Although the School understands and appreciates how much trust our families place in the 
staff, parents and guardians are asked to keep all employee relationships on a professional 
level. Employees are not permitted to accept gifts from parents or guardians in return for 
special treatment of a child. Employees are also not permitted to accept outside employment 
from a parent or guardian which include such services as tutoring and babysitting. Employees 
are subject to disciplinary action or up to and including termination if they engage in such 
activities. Parents and guardians are asked not to place an employee in the uncomfortable and 
possibly awkward position of rejecting a request for such services or favors. 
 
PARENTAL RESPONSIBILITIES AND RIGHTS 
 
Required Forms and Consent 
 
The following is required from each child for (re)enrollment: 
 
• Birth Certificate 
• Current Immunization Record and Current Health Record (this is to be updated yearly) 
• Parent or guardian signed forms: 

o Student Emergency Contact Card 
o Alternate Nutrition Policy 
o Attendance Policy 
o Bug Spray and Sunscreen Permission Form 
o Clothing Policy 
o Discipline Policy 
o Emergency Procedures 
o Illness Policy 
o Media Release and Photography Permission 
o Our Partnership 
o Parent Handbook Acknowledgement 
o School Directory Permission 
o Technology Agreement 
o Volunteer Confidentiality Agreement 
o DCF Volunteer Acknowledgement 
o DCF Attestation of Good Moral Character 
o DCF Background Screening and Personnel File Requirements 
o DCF Child Abuse & Neglect Reporting Requirements 
o DCF Distracted Adult 
o DCF Getting in Getting Out Distracted Adult 
o DCF Influenza Virus Brochure 
o DCF Know Your Childcare Facility 
o Montessori at Home 

 
Team AIMS 
 
Team AIMS is the School’s parent organization. It holds various roles in our school community 
with its major function being to create a connection between the school and parents and 
guardians (eg. organizing many school-wide activities, acquiring volunteers for school events, 
providing the link for all stakeholders). It is the responsibility of all parents and guardians to 
respond as much as possible to this team as many hands make light work of a heavy load. 
Parents or guardians interested in serving on this group’s leadership team can send an email to 
the Front Office Assistant. 
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Parent Education 
 
It is important for parents to continue to develop an understanding of the Montessori 
education. Throughout the school year, there will be opportunities to receive Montessori-related 
articles and attend educational sessions, classroom showcases, open houses, orientations and 
transition meetings. Parents and guardians are encouraged to ask their Lead Educator for 
additional resources, if needed. 
 
Volunteer Obligations 
 
As part of each enrollment contract, each family is required to fulfill twenty (20) volunteer 
hours in various projects throughout the academic year. At least ten (10) hours must be given to 
school-wide projects. The remaining ten (10) hours may be given in the classroom, however, if 
parents and or guardians are unavailable during school hours to give time to the classroom; 
more hours may be given to school-wide projects. 
 
In the event that the required volunteer hours are not met by May 1st, arrangements can be 
made to meet this requirement, or a $25.00 fee per uncompleted hour will be assessed to the 
child's account. 
 
Volunteer hours can be recorded in the “volunteer log” on the School’s website. 
 
Court Orders 
 
If there is a court order specifying the rights and responsibilities of individual parents, it is the 
responsibility of the custodial parent to provide the School with an official copy of the court 
order. The custodial parent should submit to the Head of School the "Custody Section" of the 
divorce decree if it contains information which may be useful to the School in fulfilling its 
obligations to the child. 
 
Buckley Amendment1 
 
Our School abides by the provisions of the Buckley Amendment with respect to the rights of 
non-custodial parents. In the absence of a court order to the contrary, AIMS will provide the 
non-custodial parent with access to the academic records and to other school-related 
information regarding the child. If there is a court order specifying that there is to be no 
information given to the non-custodial parent, it is the responsibility of the custodial parent to 
provide the school with an official copy of the court order which states this. 
 
As it is essential to communicate the same information to both parents at the same time, any 
conferences will be joint conferences. If either parent is uncomfortable with scheduling joint 
conferences, he or she should contact the Head of School to further discuss. 
 
1 Family Education Rights and Privacy Act, Ch. 1002, FS. 
 
Harassment 
 
The School expects all persons involved at the School (including employees, parents, family 
members, the Board of Trustees, students and volunteers) to treat each other with dignity and 
respect. Harassment will not be tolerated. Harassment is defined as unwelcome conduct, 
whether verbal, physical, sexual or visual, that is based on a person’s race, color, national origin, 
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religion, age, gender or disability. If an allegation of harassment arises, the Head of School will 
promptly and discreetly conduct an investigation. If the investigation reveals that harassment 
has occurred, the School will take corrective action. 
 
AIMS reserves the right to terminate a child’s contract and to ask a family to leave the program 
if, at any time, the Administration determines that the child’s behavior constitutes a hostile 
environment for other children or employees. 
 
Classroom Observations 
 
Parents are welcome at any time to observe their children. AIMS also receives outside adult 
learners as observers throughout the school year. Upon arrival at the school, any observer will 
check in at the Business Office and be escorted to the classroom or to an observation window. 
Anyone visiting a classroom in session will be asked to leave cell phones in the car or to place 
them on silent mode in order that the children’s learning is not interrupted. 
 
The School realizes that a visitor will not be able to sort out and see all of the intricacies of the 
Montessori classroom, however, below are a few tips for observing and interpreting what one 
may see in a Montessori classroom when observing: 
 
• The children may come up to the visitor. The visitor should try not to engage with them in 

conversation. A polite “hello” and a direct response as to who the visitor is will be sufficient. 
Montessori children realize and understand that observers come to watch them work 

• If a visitor has questions or concerns while observing, the School asks that he or she write 
them down. The Educator is often unable to take time away from their classroom duties 
during the course of an observation. The Educator or administrator will be able to answer 
these questions after the observation, either in person later, or by phone or email 

• To ensure a thorough observation, it is best for visitors to stay at least one (1) hour. It is easy 
for one to feel overwhelmed by the diversity of activity in a Montessori classroom. Visitors 
are encouraged to try to differentiate between the types of sounds as the noise level rises 
and falls. There should be the normal classroom noise of children being together and the 
excited pitch of being excited about learning. There may even be a special peak of noise 
level as a discovery is made in their learning. Visitors will notice that children are learning 
in different ways. Some will be working cooperatively with the materials. Some will choose 
to work independently. Still others may walk around the classroom, seeming to not engage 
in anything in particular. This child, however, is absorbing and learning through observing 
his environment, the children, and the materials in the classroom. Through all of this, a 
visitor should be able to see the self-gratification that the learning process affords each child 

• Visitors should listen to the way the children speak to each other. He or she should listen for 
the level of respect as well as the “normal” childhood interactions. Visitors should watch the 
Educator-child interaction and see if it is different from what he or she may be used to 
seeing in a traditional classroom environment 

• Visitors can watch how the Educator corrects a child, and more importantly, when he or she 
does not. Listen to his or her tone of voice and mannerisms. Notice the materials. Are they 
clean and neatly arranged? Are they attractive by color, placement, and quality? When a 
child chooses work from the shelves, do they carry it carefully, replacing it neatly when they 
are done? 

 
OUR PARTNERSHIP 
 
Amelia Island Montessori School enrolls families, not just students. Parents, guardians, 
grandparents and all other family members play an integral role in each child’s educational 
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experience. The School and our families work together to fulfill the School’s mission and to 
prepare each child for life by laying the foundation for a lifelong love of learning. 
 
What can parents expect from the School? 
 
• A commitment to the multi-dimensional development of each child. Cognitive development 

and a solid academic foundation are important, yet they represent only one dimension of 
our aspirations for the child. Equally significant is a child’s social, emotional, spiritual and 
physical development. Children are given choices and a great deal of freedom-within-limits 
during the school day. The choices a child makes, and the accompanying responsibilities, 
influence the emerging character of the child 

• Every child will be treated with dignity and respect and be expected to treat all others with 
the same. Children will have a clear sense of responsibility to themselves, to others and to 
the community as a whole 

• Open, honest, timely and respectful communication about the child and items affecting the 
School community. Parent-Educator conferences, newsletters, phone and email will be 
utilized on a regular basis. The School’s Parent Handbook and website provide a wealth of 
information about the School and the processes and policies we follow 

• Educators are professional and well-trained, and they will utilize observation and 
confidentiality. Our educators will always offer their current best understanding of each 
child’s progress, strength and needs. They will demonstrate high standards for themselves 
and for their students 

• The environment is physically and emotionally safe and supportive, as well as aesthetically 
beautiful. Learning materials will correspond to the developmental characteristics of the 
child at each level. The buildings and grounds will be physically safe, secure and well-
maintained 

• Administrators will act with a sense of integrity, a focus on the needs of the individual child 
within the whole school community and a commitment to the peace, well-being, and 
success of the children and families of the School 

 
What does the School expect from parents? 
 
• Parents should create and maintain a consistency between home and School by making 

continuing efforts to understand and embrace the Montessori philosophy and partner with 
the School in the education of their child 

• We ask our parents to contribute to a positive school community by demonstrating respect 
for all adults, children, the school and its programs. We further ask our parents to look for 
ways to make a positive contribution to the life of the School. Through parents’ behavior, 
they contribute to each child’s moral development and to the culture and climate of the 
School, which they experience on a daily basis 

• Maintaining active, direct and respectful two-way communication with the School. Parents 
should read communications and inform the School of pertinent changes in their child’s life. 
Active communication involves parents sharing observations and concerns 

• Volunteering and contributing within the goals and objectives of the School 
 
EMERGENCY PROCEDURES 
 
AIMS has adopted an extensive Emergency Crisis Management Plan. The objective of the Plan 
is to provide for the physical and emotional safety of the children and employees of AIMS. In 
the event of a crisis situation, the School must respond in a timely and effective manner to 
ensure safety, provide personal and emotional support to individuals, and communicate 
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appropriate messages to parents, children, the community and the media. The Plan procedures 
apply to all School employees and students, and to all buildings and grounds operated and 
maintained by the School.  All employees must familiarize themselves with the contents of the 
Plan. Faculty members are responsible for transmitting information about emergency 
procedures to their students, and for exercising control and discipline in their supervision of 
children in evacuation situations. 
 
A copy of this Plan can be found in each classroom, as well as in the Business Office. 
 
ADMINISTRATIVE PROCEDURES 
 
Student Support Team (SST) 
 
The SST is designed to provide support to students and their families. There are several steps 
and options to assist children with academic, emotional or social difficulties in our classrooms. 
An action plan, strategies and timeline will be set up and then revisited over the course of four 
(4) weeks. If a SST action plan has been deemed unsuccessful with no or little improvement, the 
School may decide that dismissal is in the best interest of the child. The Educator, parents or 
guardians and administration will have a meeting to determine this and if there are any other 
possible follow-up educational or psychological resources, actions, or environments to seek and 
consider outside of the School. 
 
Children with Learning Differences 
 
In the event that a child appears to have a learning difference, learning needs or a recurring 
emotional, medical, behavioral or disciplinary problem, the School will contact the child’s 
family to communicate concerns in a timely, sensitive and thoughtful manner. Children with 
mild physical, mental or educational difficulties are considered for admission if their needs may 
be met within the context of the Montessori program. 
 
Initial and / or periodic assessments by qualified professionals may be required. AIMS reserves 
the right to ultimately determine whether continuation in AIMS or a transition to another 
program is in the best interest of the child and / or school classroom environment. While the 
School works to respond to each child’s specific needs, the School may lack the expertise to 
develop appropriate learning strategies for children with special needs. 
 
Parents and guardians should be aware that a child may be able to function in one environment 
during a particular phase of development and not another. This does not presume that AIMS 
will be able to offer the structure, assistance and supervision necessary for optimal growth of 
the child in the next class. If a facilitator is required for a child with special needs, the facilitator 
must meet all the requirements and will be under the supervision of the Lead Educator and the 
Head of School, in conjunction with the parent or guardian. 
 
Privacy of Student Files 
 
Student files are confidential records and are kept secure from unauthorized access. Each 
student file contains a log (name, date, purpose) of those persons or agencies that have had 
access to the student’s file. 
 
Parents or guardians may have access to their child’s file by written request to the Compliance 
Coordinator at least 24 hours in advance. The file must be viewed in the presence of an AIMS 
staff member. 
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Officials of the Florida State or Nassau County Department of Health and the Florida 
Department of Education may have the right to review student files without the parents’ or 
guardians’ permission. However, with a written court order, other government officials may 
inspect the contents of a student’s file without the permission of the child or the parent or 
guardian. In those instances, the School will inform the child and his family, in writing, that 
such an inspection has been requested or made. 
 
A copy of the student’s file may be sent to an outside professional, such as a psychologist or 
educational diagnostician, if requested in writing by the parent, guardian, or child if he or she 
has attained the age of majority; with a notation of the relevant pertinent papers to be sent. 
 
Disclosures Without Consent 
 
Disclosures without consent can be made to school officials with legitimate educational 
interests. A school official has a legitimate educational interest if the official needs to review an 
educational record in order to fulfill his or her professional responsibility. A school official is a 
person employed by AIMS as one of the following: 
 
• An administrator, supervisor, instructor or support staff 
• A person serving on the Board of Trustees 
• A parent serving on an official committee, such as a disciplinary or grievance committee, or 

assisting another school official in performing his or her professional responsibility 
 
Under certain prescribed situations, disclosure can be made to state and local officers of the 
juvenile justice system. Notification of the existence of a subpoena from a federal grand jury is 
not required for parents and eligible students. If a court or other issuing agency issues a 
subpoena for a law enforcement purpose and orders the School not to disclose the existence or 
contents of the subpoena to the parent or student, the School shall not be required to notify the 
parents or guardians prior to compliance with the subpoena. 
 
Student Records and Previous School Records 
 
Attendance records are retained for all children. The Department of Children and Families 
(DCF) requires that all attendance records include the date and time of each drop-off and pick-
up event of each child. AIMS retains attendance records for 3 years. Attendance records for all 
students are detailed and filed in the student’s permanent file. 
 
The full cooperation of parents and guardians is required regarding obtaining previous school 
records, including test results, evaluations, report cards, etc. Any professional 
recommendations (tutoring, therapy, etc.) must also be provided to ensure the child’s success. 
All evaluations and professional recommendations are at the parents’ or guardians’ expense 
and must be shared with the School. 
 
Records and Transcripts Requests 
 
All parent or guardian requests to access student records shall be submitted to the Head of 
School or designee in writing. If a parent disagrees with any information in their child’s record 
and subsequently requests a change be made, the request must be submitted in writing. The 
Head of School will investigate the information in question. After such investigation, if the 
information in the student’s record is deemed incorrect, the Head of School will make the 
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appropriate change to the record. If the information is deemed correct, the Head of School will 
provide the parent a written statement explaining and justifying such decision. 
 
By written request, the parent or guardian or, upon attaining the age of majority, the child, may 
ask that a photocopy of the child’s file, along with completed recommendation forms, be issued 
to another school. Copies sent directly are marked “Official Transcript” and are noted in the file. 
Report cards and transcripts cannot be issued if a student has an outstanding balance on his or 
her account which is more than 60 days past due. Records will be forwarded once the account 
has been brought up-to-date. 
 
According to Florida Law, Health and Immunization Records will be forwarded upon request. 
 
Tuition Payments 
 
Monthly statements will be issued via e-mail and monthly tuition payments are due on or 
before the day of each month selected in the child’s Enrollment Contract. Semi-annual tuition 
payments are due July 1st and December 1st. Annual payments are due on July 1st. A payment is 
considered late after the 10th of the month in all payment plans. All payment plans will begin 
July 1st and end March 1st. The deposit which is made at Contract signing represents April’s 
payment. 
 
All contracts must be accompanied by an ACH (Automatic Clearing House) Form, which 
designates a checking or savings account to be automatically debited on the selected day of each 
month. In the event that the designated date falls on a Saturday, Sunday or a National Holiday, 
the bank account will be charged upon the next immediate open date. 
 
If a parent or guardian does not wish for their bank account to be accessed, payment via check 
or credit card in the correct amount must be delivered via mail or in person, to the Business 
Office prior to the access date. Payments made by mail or through a payment service, must 
arrive to the School by the designated date. 
 
Any checks should be made payable to “Amelia Island Montessori School.” A $30.00 charge 
will be assessed on all returned checks. A late fee of $10.00 will be charged on the 11th day of 
each month if payment is not received by that time. Additionally, a finance charge of 1.5% of 
any outstanding balance will be charged. 
 
If a parent or guardian chooses to pay tuition by credit card, the School accepts all major credit 
and debit cards (Visa, MasterCard, American Express, Discover). Credit and debit cards incur a 
4.0% Convenience Fee for each transaction. There is a $30.00 charge for all declined cards. 
 
Extended Day contracts will be developed at the beginning of the school year and payment 
plans set forth at that time. 
 
The Tuition and Fee Schedule can be found at www.ameliaislandmontessori.com.  
 

Accounts Receivable and Collections Policy 
 
This policy defines both the normal and optional procedures for the collection of funds 
which are due to the School for services rendered. It does not provide for the collection 
of funds due from the sale of assets. It should be understood that in all matters 
concerning collection and other means of debt satisfaction, the concurrence of the Chair 
of the Board of Trustees and the Head of School is required. 
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The burden of proof of payment rests with the payee. All decisions are subject to Board 
Review per notification to its Chair. 
 

Normal Collection Procedure 
 
Tuition is due on or before the day of each month selected in the child’s 
Enrollment Contract. A $10.00 late payment fee is charged after the 10th of each 
month and a 1.5% finance charge is assessed the last day of the month. 
 
Any form of outstanding balances will be reviewed and categorized as 30-60-90 
days past the due date. Each category will be handled in the following manner 
after the indicated time has elapsed and the amounts due have not been paid: 
 

• 30-Days: Another invoice will be sent to the family with a late fee 
assessed 

• 60-Days: Invoice and a Notification of Delinquency will be mailed to 
the family 

• 90-Days: Notification of Intention to send to Collections if 
arrangements are not made with the Head of School and Finance and 
Operations Director 

 
Alternative Collection Procedure 
 
Payment Plan – arrangements can be made with the Head of School to set up a 
payment plan if the situation warrants. 
 
Non-Sufficient Funds Procedure 
 
A $30.00 charge is assessed for all returned checks and / or a declined credit 
card. A certified check, money order or cash will be required within three (3) 
working days of the assessment. 

 
CHILD ABUSE POLICY 
 
AIMS staff adheres to the child abuse policies and guidelines as written in the Florida State 
Legislation. The Florida Department of Children and Families requires that all early childhood 
personnel be trained to recognize and respond to suspicious situations. All suspected child 
abuse or neglect is reported. 
 
SMOKING AND ALCOHOL POLICY 
 
According to Florida Statutes - Title XXIX Public Health Section 386.01 Sanitary nuisance, it is 
unlawful for any person under 18 years of age to smoke tobacco in, on or within 1,000 feet of the 
real property comprising a public or private elementary, middle or secondary school between 
the hours of 6.00am and midnight. 
 
No alcoholic beverages may be consumed at the School during regular school hours, when the 
Extended Day Program is in session, or when children are present at the School. No open 
consumption of alcoholic beverages will take place during a school-sponsored event when 
minors are present. 
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GRIEVANCE PROCEDURE 
 
Although parents and other non-employees are not required to follow the AIMS Grievance 
Procedure, if any AIMS employee or Board member (collectively referred to as 
“Representative”) is contacted by a non-employee regarding a grievance, the representative 
shall direct the complainant to the Grievance Procedure in the Parent and Employee Handbook, 
and direct them in proceeding to the initial step, which may be taken in an attempt to resolve 
complaints confidentially. 
 
Any representative who has been contacted regarding such matter shall keep any and all 
information confidential and shall disclose such information only in response to an 
investigation conducted by the Head of School, Board of Trustees or a Grievance Committee, or 
in response to a proper request made during legal proceedings regarding such matter. 
 
If, and only if, the complainant's problem directly involves the Head of School, the complainant 
may skip below Steps 1 through 3, and may present his or her grievance in writing, using the 
form provided as Appendix B in this Handbook, directly to the Chair of the Board of Trustees: 
 
1. The complainant should schedule a first conference with the Head of School as soon as 

possible. If a specific incident has given rise to the problem, this first conference should be 
scheduled as close to the date of the event as possible 

2. If this first conference with the Head of School fails to resolve the problem, an official 
complaint should be submitted to the Head of School, in writing, on the form provided as 
Appendix A in this Handbook, within fifteen (15) working days following the first 
conference. The grievance form requires the complainant to describe in detail the problem 
and steps that have been taken to resolve it. Upon receipt, the Head of School shall date the 
grievance form and return a dated copy to the complainant 

3. The Head of School shall begin an investigation into the problem. The Head of School has 
ten (10) working days to complete the investigation. Upon completion of the investigation 
the Head of School shall meet with the complainant and inform him or her of the results of 
the investigation and what remedy the Head of School thinks is appropriate. This meeting is 
the second conference. The Head of School shall also provide an answer to the grievance in 
writing prior to the second conference. If the situation warrants, the Head of School may 
choose to bring the problem to the attention of the Chair of the Board of Trustees at this 
time. 

4. If the complainant is not satisfied with the Head of School's investigation or suggested 
remedy, he or she may appeal to the Chair of the Board of Trustees by submitting a written 
complaint, on the form provided as Appendix B in this Handbook, within ten (10) business 
days following the second conference. Upon receipt, the Chair of the Board of Trustees shall 
date the grievance form and return a dated copy to the complainant 

5. If a problem is brought to the Chair of the Board of Trustees, a Grievance Committee shall 
conduct an investigation into the complaint and shall respond in writing to the grievance 
within thirty (30) working days 

6. The Grievance Committee shall consist of three members, including an educator and an 
attorney, both from outside the school, as well as a former AIMS parent. Any decision made 
by the Grievance Committee shall be final and binding. The Chair of the Board of Trustees 
reserves the right to appoint a current Trustee to be part of this committee if he or she 
deems it to be warranted 

 
In order to preserve the integrity of this internal procedure, employees are not permitted to take 
any matter to a member of the Board of Trustees or to any other person without first taking the 
appropriate steps laid out in the Grievance Procedure. Any conferences between staff members 
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and the Board of Trustees, or other non-staff members who are not directly involved concerning 
a grievance, which take place outside of the internal grievance procedure; are highly-
inappropriate and inconsistent with our goal of maintaining the integrity of the process and the 
confidentiality of employment information. 
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Appendix A: Head of School Grievance Form 
 
Name:         
 
Date:          
 
 

Please explain your grievance 
with specific details: (use 
separate sheet if necessary): 

 

Date of first conference with 
Head of School: 

 

My grievance is not resolved 
because (use separate sheet if 
necessary): 

 

My grievance could be 
resolved by (use separate 
sheet if necessary): 

 

 
Received by Head of School: 
 
Signature:         
 
Date:          
 

Response of the Head of 
School to the grievance 
after investigation: 
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Appendix B: Chair of the Board of Trustees Grievance Form 
 
Name:         
 
Date:          
 
Please note: Steps 1 – 3 have of the Grievance Procedure must be completed prior to submission of 
this Form. A copy of the Head of School Grievance Form and any accompanying documents must be 
attached to this Form. 
 

A second conference was held 
with the Head of School to 
discuss the investigation of 
the complaint on: 

 

My grievance is not resolved 
because (use separate sheet if 
necessary): 

 

 
Received by Chair of the Board of Trustees: 
 
Signature:         
 
Date:          
 

Response of the Chair 
of the Board of Trustees: 

 

 


