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WELCOME	TO	THE	HIGHLAWN	COMMUNITY!	
	
	
Thank	you	for	choosing	Highlawn	for	your	child’s	educational	needs.			We	are	proud	to	offer	a	high-quality	
Montessori	Program	for	your	preschoolers	and	school-age	children.		Highlawn	strives	to	provide	a	rich	and	
nurturing	environment	for	your	child’s	social, emotional, physical and cognitive development.			Our	goal	is	to	
partner	with	you	to	meet	the	individual	needs	of	your	child.			
	
This	Parent	Handbook	is	designed	to	guide	families	into	the	Highlawn	community	making	the	transition	for	your	
child	as	smooth	as	possible.		Our	guidelines	have	been	designed	to	ensure	that	all	of	the	children	at	Highlawn	
receive	the	best	educational	experience	possible.			
	
Please	take	a	few	minutes	to	become	familiar	with	this	information.		Keep	this	handbook	as	a	reference	source	for	
the	future	and	complete	and	return	the	Acknowledgment	of	Receipt	Form	to	the	Director’s	Office	before	your	child	
begins	school.	
	
Highlawn’s	2025-2026	Parent	Handbook	is	a	work	in	progress	and	will	be	revised,	if	necessary.		We	will	
make	sure	to	communicate	with	you	in	a	timely	manner	if	there	are	any	updates.	
	
Every	action	we	take	as	we	prepare	for	the	2025-2026	school	year	will	focus	on	the	following	core	
principles:		
● We	will	proactively	guard	the	health,	well-being,	and	safety	of	the	children	and	adults	in	our	

community.	
● We	will	remain	true	to	our	mission,	to	provide	a	child-centered	Montessori	community	which	

facilitates	the	social,	emotional,	physical	and	cognitive	development	of	each	child	and	our	Montessori	
values.	

● We	will	continue	to	cultivate	a	culture	of	belonging	with	a	deep	commitment	to	each	community	
member	feeling	embraced,	valued,	respected,	and	celebrated.	

	
We	believe	the	value	of	a	Montessori	education	is	greater	than	ever	before.	We	will	continue	to	teach	our	
children	that	our	differences	are	cause	for	dialogue	and	celebration.	These	are	the	skills	our	children	
learn	each	and	every	day	in	a	Montessori	environment	and	that	will	foster	their	development	into	the	
adults	that	will	make	a	real	difference	for	our	community	and	world.	
	
We	thank	you	for	your	continued	support	of	our	school	community	and	for	your	willingness	to	partner	
with	us.	As	always,	we	are	better	together.	
	
Sincerely,		
	

	
	
Kathy	Morrison	
Highlawn	Montessori	Director	
kathy@highlawn.org	
913-649-6160	
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ACKNOWLEDGEMENT	OF	HANDBOOK	RECEIPT	
	
Please	read	this	handbook	carefully	and	refer	any	questions	you	may	have	to	Highlawn’s	director.			
	
Please	take	a	few	minutes	to	become	familiar	with	this	information.		Complete	and	return	the	
Acknowledgement	of	Receipt	Form	to	the	Highlawn	Montessori	School	(HMS)	office	before	your	child	
begins	school.		Keep	this	handbook	as	a	reference	source	for	the	future.	A	PDF	of	this	document	will	also	
be	available	for	parents	to	refer	to	on	the	school’s	website	in	the	password	protected	parent	portal.			
HMS	2025-2026	Parent	Handbook	was	updated	4/1/2025.			

• https://highlawn.org/parent-portal	
• Password:	3531Somerset	

	
Acknowledgement	of	Risk		
By	your	child’s	attendance	we	expect	that	you	have	read,	understand,	and	will	abide	by	the	2025-2026	
Parent	Handbook.		You	also	acknowledge	that	despite	all	Highlawn	Montessori	School’s	efforts	to	prevent	
any	student	or	staff	exposure	to	illness,	we,	of	course,	cannot	guarantee	that	your	child	will	not	be	
exposed,	whether	at	HMS	or	elsewhere.	
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OUR	MISSION	AND	VALUES	
	
Mission	Statement	
The	mission	of	Highlawn	Montessori	School	is	to	provide	a	child-centered	Montessori	community	which	
facilitates	the	social,	emotional,	physical	and	cognitive	development	of	each	child.	
	
Educational	Philosophy	
The	philosophical	foundation	of	the	Montessori	approach	is	based	on	the	premise	that	education	should	
cultivate	the	child’s	natural	desire	to	learn.	In	the	Montessori	classroom,	this	objective	is	met	by	allowing	
the	child	the	freedom	to	experience	the	excitement	of	learning	by	providing	choices.	Respect	for	the	
child’s	personality	and	his	ability	to	“create”	himself	is	the	basis	for	all	our	interactions	in	the	classroom.	
	
A	special	environment	is	prepared	enabling	the	child	to	interact	with	the	materials	through	hands-on	
exploration.	Adults	assume	the	role	of	facilitator	and	guide,	allowing	the	children	more	freedom	and	
choices	as	they	assume	more	responsibilities.	The	Montessori	materials	are	designed	to	isolate	specific	
skills	or	concepts	and	are	self-correcting.		The	child,	after	having	been	shown	how	to	use	the	material	
(had	a	“lesson”)	is	free	to	explore	and	practice	the	lesson	for	as	long	as	desired.	Young	children	do	not	do	
a	task	to	complete	it	like	adults.		They	repeat	the	task	for	the	pure	joy	of	the	activity.	Repetition	of	a	task	
is	an	important	part	of	learning	for	preschool	age	children.	
	
The	environment	provides	experiences	and	materials	that	lead	to	physical	independence,	socialization,	
sensorial	awareness,	the	development	of	concentration,	language	and	mathematical	exploration,	cultural	
exposure	and	opportunities	for	creative	expression.	The	multi-aged	grouping	in	the	classroom	
community	allows	each	child	to	act	as	both	an	observer	and	role	model.	This	promotes	a	cooperative	
atmosphere	in	the	classroom.	
	
Respect	for	and	an	appreciation	of	life	in	all	its	forms	is	a	cornerstone	of	education	at	Highlawn.	
Discovery	of	the	interconnectedness	of	all	life,	an	awareness	of	the	order	and	harmony	in	the	universe,	
and	respect	for	the	value	of	work	at	all	levels	of	society	is	nurtured.	
	
Education	at	Highlawn	should	be	viewed	as	a	partnership	in	which	there	is	a	mutual	trust	and	a	common	
educational	philosophy	between	the	family	and	the	school.	Maria	Montessori	believed	strongly	that	
parents	play	a	critical	role	in	their	child’s	education.	The	parent	is	the	child’s	first	and	most	influential	
teacher.	We	strive	to	make	the	Montessori	classroom	a	secure	and	comfortable	extension	of	the	home	
and	encourage	parents	to	be	actively	involved	in	the	school	community.	
	
History	of	Highlawn	
In	the	spring	of	1963,	several	parents	visited	Wee	Wisdom	Montessori	School	in	Lee’s	Summit	and	were	
very	enthusiastic	about	what	they	saw.	The	method	of	instruction,	the	materials	used	and	the	whole	
atmosphere	exemplified	what	these	parents	were	searching	for.	
	
These	same	parents,	with	the	desire	to	establish	a	similar	preschool	in	Kansas	City,	began	looking	for	a	
site.	Miller	Nichols	suggested	The	Herb	Woolf	Farm	as	a	desirable	location	and	he	generously	allowed	the	
parents	to	use	the	buildings	and	grounds	rent-free.	The	old	farmhouse	needed	considerable	renovation	
and	this	was	accomplished	by	donations	of	time	and	materials	by	an	expanding	group	of	interested	
parents	and	friends.	Eight	sponsors	were	found	who	were	interested	and	enthusiastic	about	the	concept	
of	preschool	education	exemplified	by	Maria	Montessori.	They	most	generously	contributed	$1,000	each	
to	help	start	the	school	and	several	of	these	sponsors	have	made	additional	contributions	since	that	time.	
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Highlawn	Montessori	School	opened	in	September	1963	in	temporary	facilities	at	the	Country	Club	
Christian	Church	until	renovation	on	the	house	was	completed	in	November	that	same	year.		The	old	
Herb	Woolf	farm	was	a	lively	place	with	flowers	and	vegetable	gardens	and	children	running,	laughing	
and	exploring	the	spacious	grounds.	The	staff	consisted	of	Dr.	Elisabeth	Caspari,	who	studied	and	worked	
with	Dr.	Maria	Montessori,	along	with	two	other	qualified	Montessori	trained	teachers.	A	morning	
session	was	held	with	an	enrollment	of	20	children.	The	first	year	was	so	successful	that	enrollment	
doubled	for	the	fall	of	1964.	An	afternoon	session	was	added	to	accommodate	a	total	of	45	children.	
	
In	1969	a	permanent	site	was	purchased	from	the	J.C.	Nichols	Company	just	two	blocks	to	the	east	on	
Somerset	Drive.	The	present	building	opened	its	doors	in	September	of	1977	and	we	believe	the	
environment	especially	designed	for	the	Montessori	Method	offers	children	the	best	possible	preschool	
education	in	our	community.	
	
In	September	of	1984,	the	first	phase	of	our	expansion	program	to	accommodate	an	Extended	Day	
program	in	all	classrooms	became	a	reality.	During	the	summer	of	1987	a	third	Children’s	House	
classroom	was	added	to	the	south	side	of	the	original	school.		In	the	fall	of	1994,	the	east	building	was	
completed.		That	building	houses	our	fourth	and	fifth	Children’s	House	classrooms.			
	
In	2001,	the	lower	level	was	renovated	and	we	began	an	elementary	class	with	eight	students.		We	
purchased	the	property	to	the	east	of	the	school	in	December	2002	to	further	the	expansion	of	our	
elementary	program.		An	elementary	playground	and	garden	were	created	on	this	property.		During	the	
summer	of	2012	an	8,000	square	foot	second	story	was	added	to	our	East	building.	A	12,000	square	foot	
addition	to	our	West	building	followed	during	the	summer	of	2015.		Second	floor	additions	included	four	
elementary	classrooms,	multi-purpose	room,	conference	room,	administrative	offices,	teacher	workroom,	
and	a	solar	energy	array.	Renovations	to	all	first-floor	rooms	and	our	outdoor	learning	environments	
were	also	part	of	these	projects.			
	
During	the	summer	of	2023,	the	school	purchased	the	property	to	the	east	of	our	elementary	playground.	
This	project	enabled	us	to	add	a	½	acre	to	our	elementary	playground.	Renovations	included	all	new	
fencing,	hardscape,	commercial	play	equipment,	and	a	large	soccer	field.		In	2024,	with	donations	
earmarked	for	safety	and	security	upgrades,	we	installed	security	cameras,	additional	mag	locks,	window	
tinting,	and	a	video	doorbell	system.	In	addition,	the	basement	classroom	was	renovated.			
	
AMI	Accreditation	
Highlawn	Montessori	School’s	Children’s	House	is	approved	and	recognized	by	the	Association	
Montessori	Internationale	(AMI),	the	organization established	by	Maria	Montessori	in	1929	to	guarantee	
the	quality of	teacher	training	and	child	education	for	future	generations.		For	additional	information	
about	AMI	go	to: http://www.montessori-ami.org/. 
	
State	Licensing	Regulations	
Highlawn	complies	with	applicable	state	licensing	regulations	and	requirements.		We	are	subject	to	
inspection	by	state	and	city	health,	fire,	licensing,	and	building	agencies.		Regulations	and	inspections	
pertain	to	staff	qualifications,	the	facility	and	playground,	nutrition,	and	health	and	safety	matters.		If	you	
have	questions	regarding	regulations	and	other	legal	requirements,	please	see	the	school’s	director.	
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HIGHLAWN	MONTESSORI	SCHOOL	HOURS	
	
Traditional	Children’s	House	Program	Hours	
Program	Hours:		8:40-11:40	am	or	2:30	pm	based	on	child’s	schedule	
Before	School	Care	Arrival	Window:		7:30-8:10	am		
Arrival	window:		8:40-8:55	am	
Departure	window	for	Half	Day	students:	11:35-11:50	am		
Departure	window	for	Extended	Day	students:		2:30-2:40	pm	
	
Full	Day	Children’s	House	Program	Hours	
Program	Hours:	7:30	am-5:30	pm	
Before	School	Care	Arrival	Window:		7:30-8:10	am		
Arrival	window:	7:30-8:10	am	or	8:40-8:55	am	
Departure:	11:40	am-5:30	pm	based	on	child’s	individual	schedule		
	
Lower	and	Upper	Elementary	Program	Hours	
Program	Hours:	8:00	am-3:00	pm		
Before	School	Care	Arrival	Window:		7:30-8:00	am		
Arrival	window:	8:00-8:10	am	
Departure	window:	3:00-3:10	pm	
	
Late	Pickup	
Children	picked	up	late	are	required	to	be	signed	out.		Time	of	pickup	will	be	noted	with	signature	of	
adult	responsible	for	child.		ALL	LATE	FEES	WILL	BE	STRICTLY	ENFORCED.		

	
LATE	FEES	

	

Program	 Hours	

The	late	fee	for	all	programs	is		
$25	for	first	15	minutes	and	$50	thereafter.			

Late	fees	will	be	automatically	debited	from	account	on	file	on		
the	1st	of	the	following	month.	

Morning	CH	
Students	

8:40	
to	

11:40	am	

	Morning	children	who	have	not	been	picked	up	by	11:50	am	or	when	the	
	car	line	ends	(whichever	is	later)	will	be	charged	a	late	fee.	

Extended	Day	
CH	Students	

8:40	am	
to	

2:30	pm	

	Extended	Day	children	who	have	not	been	picked	up	by	2:40	pm	or	when		
	the	car	line	ends	(whichever	is	later)	will	be	charged	a	late	fee.	
	

Elementary	
Students	

8:10	am	
to	

3:00	pm	

	Children	who	have	not	been	picked	up	by	3:10	pm	or	when	the	car	line			
	ends	(whichever	is	later)	will	be	charged	a	late	fee.	
	

Elementary	
Explorer’s	

Club	Students	

3:00	
to	

5:30	pm	

	Elementary	Explorer’s	Club	children	who	have	not	been	picked	up	by	
5:30	pm	will	be	charged	a	late	fee.	

Full	Day	CH	
Students	

7:30	am														
to	

5:30	pm	

	Children	who	have	not	been	picked	up	by	5:30	pm	will	be	charged	a	late						
	fee.	
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PROGRAMS	
	
Each	level	of	Montessori	is	considered	a	3-year	program:		Children’s	House	3-6	years	of	age	(including	the	
kindergarten	year),	Lower	Elementary	6-9	years	of	age	(1st-3rd	grade),	and	Upper	Elementary	9-12	years	
of	age	(4th-6th	grade).		It	is	important	to	your	child’s	success	in	the	Montessori	program	to	complete	the	
full	cycle	at	each	level.	
	
Making	Your	Children’s	House	Student’s	First	Days	Easier	
Becoming	accustomed	to	a	new	environment	can	be	challenging	for	any	child.		We’ve	found	that	some	
children	will	adjust	quickly	while	others	may	take	a	little	longer	to	feel	at	ease	in	their	new	classroom.			
Highlawn	has	several	events	designed	to	help	you	and	your	child	become	prepared	for	the	first	day	of	
school.	
	
Prior	to	the	beginning	of	school,	your	child’s	Children’s	House	teacher	will	contact	you	to	arrange	a	visit	
on	Zoom.		This	is	an	opportunity	for	you,	your	child	and	the	teacher	to	meet	each	other	before	school	
begins.		This	visit	typically	lasts	about	twenty	minutes.		The	teacher	will	visit	with	your	child	and	learn	
about	your	family.			
	
A	New	Parent	Orientation	is	scheduled	in	August	before	school	begins.		This	parent	only	meeting	gives	the	
teacher	the	opportunity	to	review	guidelines	and	procedures	and	introduce	parents	to	the	Montessori	
philosophy.		It	gives	you	the	chance	to	look	around	your	child’s	classroom,	ask	questions,	and	meet	other	
Highlawn	parents.		This	is	an	event	you	won’t	want	to	miss.	
	
Teachers	will	schedule	a	classroom	visit	prior	to	the	start	of	school.		This	is	a	time	for	your	child	to	visit	
their	new	classroom.		This	will	help	both	you	and	your	child	ease	into	your	new	routine	and	feel	more	
comfortable.			The	teacher	will	show	your	child	around	the	classroom,	help	them	find	the	bathroom,	and	
continue	to	get	acquainted	with	your	son	or	daughter.			
	
Children’s	House	
The	Children’s	House	Program	is	for	3-6-year-old	children.		The	morning	session	runs	from	8:40-11:40	am,	
Monday	through	Friday.	Children	with	a	Montessori	background	may	enter	at	an	older	age.	Children	with	
non-Montessori	backgrounds	will	be	considered	for	placement	in	the	program	on	an	individual	case-by-
case	basis	as	determined	by	the	classroom	teacher	and	the	director.	
	
Children	may	remain	in	the	Highlawn	Children’s	House	program	through	kindergarten.		Any	student	
turning	6	before	September	1	in	a	school	year	is	considered	first	grade	status	and	is	not	eligible	for	
enrollment	in	the	Children’s	House	except	in	the	following	circumstances:	

• The	child	has	not	attained	the	age	of	seven	(7)	years	of	age	on	or	before	September	1	of	the	school	
year.	

• An	agreement	between	school	director,	teacher,	parent,	and	child’s	physician	that	the	child	is	not	
ready	for	first	grade	will	be	handled	on	an	individual	case-by-case	basis.		

	
Children’s	House	Extended	Day	
The	Children’s	House	Extended	Day	Program	allows	the	older	children	to	have	more	academic/smaller	
group	experiences	in	their	classroom.		This	session	runs	from	11:40-2:30	pm.		After	a	child	turns	four	and	
a	half	years	of	age	and	the	teacher	feels	the	child	is	developmentally	ready,	pre-kindergarten	students	
will	be	invited	to	join	the	Extended	Day	program	one	afternoon	a	week	and	slowly	increase	the	number	
of	afternoons.		Typically,	a	pre-kindergartener	is	scheduled	between	1	and	3	days	by	the	end	of	the	year.		
Kindergarteners	with	previous	Montessori	experience	at	Highlawn	attend	the	Extended	Day	Program	
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Monday	through	Friday.		If	a	child	enters	Highlawn	as	a	kindergartener,	the	classroom	teacher	will	work	
with	parents	to	determine	an	Extended	Day	schedule	that	will	help	the	child	transition	smoothly	into	the	
Montessori	classroom.	

Readiness	for	Extended	Day	
The	decision	concerning	the	child’s	readiness	for	the	extended	day	is	always	made	by	the	classroom	
teacher	with	input	from	the	parents.		Guidelines	the	teacher	will	use	include:	
• The	child	can	focus	during	the	more	difficult	and	complicated	lessons.			
• The	child	can	participate	respectfully	in	group	lessons.	
• The	child	is	self-directed	and	completes	work.	
• The	child	can	work	independently	for	extended	periods	of	at	least	20	minutes.		
• The	child	has	given	up	taking	naps	or	no	longer	naps	every	day.	

Children’s	House	–	Full	Day	Program	
The	Children’s	House	Full	Day	Program	is	for	3-6-year-old	students	who	need	additional	child	care	beyond	
traditional	school	hours.		All	students	enrolled	in	this	program	attend	school	Monday-Friday	and	parents	
have	the	option	to	add	child	care	up	to	5:30	pm	3,	4,	or	5	days.		There	is	an	additional	fee	for	this	
program.	
	
Highlawn	Elementary	
The	Elementary	Montessori	curriculum	is	built	around	the	five	great	lessons	given	at	the	beginning	of	
each	year.		These	lessons	focus	on	the	formation	of	the	universe,	the	timeline	of	life,	the	study	of	early	
human	history,	ancient	civilizations,	and	the	beginnings	of	language	and	math.	The	teacher	designs	each	
great	lesson	using	stories,	music,	impressionistic	charts,	and	experiments.	The	goal	is	to	inspire	and	to	
spark	the	student’s	imagination.		This	work	lays	the	foundation	for	the	classwork	in	geography,	history,	
biology,	earth	science,	physical	science,	language	and	math.		
	
Highlawn	Elementary	serves	6-12-year-old	students	in	grades	1-6.		The	Elementary	Session	runs	from								
8:00	am-3:00	pm,	Monday	through	Friday.	The	elementary	program	builds	on	the	student’s	Children’s	
House	experience.	Highlawn’s	elementary	environment	balances	concrete,	hands-on	materials	with	the	
child’s	developing	imagination	and	powers	of	abstraction.	The	Montessori	elementary	program	focuses	
on:	
	
• Integration	of	the	arts,	sciences,	geography,	history,	language	and	math.	
• Presentation	of	the	formal	scientific	language	of	zoology,	botany,	anthropology,	geography,	and	

geology.	
• Presentation	of	knowledge	as	part	of	a	large-scale	narrative	that	reveals	the	origins	of	the	earth,	life,	

human	communities,	and	modern	history.	
• Mathematics	curriculum	presented	with	concrete	materials	that	reveal	arithmetic,	geometric,	and	

algebraic	correlations,	moving	to	abstraction.	
• Open-ended	research	and	in-depth	study	using	primary	and	secondary	sources,	science	process	skills,	

as	well	as	other	materials.	
	

Supplemental	Programs	
Highlawn’s	supplemental	programs	are	provided	for	the	convenience	of	our	families.		All	programs	have	
additional	fees.		If	you	have	questions	regarding	any	of	the	following	programs,	contact	the	school’s	
director.			
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Before	School	Care		
Children	in	need	of	Before	School	Care	can	arrive	at	the	school	any	time	between	7:30-8:10	am.		Before	
School	Care	is	an	extra	program	and	will	be	paid	at	the	daily	rate	set	each	year.		Any	Highlawn	student	
may	attend	Before	School	Care.			
• Before	School	Care	for	all	Elementary	students	is	from	7:30-8:00	am	daily.	
• Before	School	Care	for	Traditional	Children’s	House	students	is	from	7:30-8:10	am	daily.	
• Before	School	Care	is	located	in	a	designated	classroom.	
• If	arriving	before	8:00	am	the	parent	must	park	and	walk	the	student	to	the	main	office	door	where	a	

staff	member	will	greet	your	child.	
• If	arriving	between	8-8:10	am	a	staff	member	will	greet	your	child	in	the	lower	elementary	carline.	
• Registration	and	online	payments	for	Before	School	Care	will	be	made	through	a	SignUpGenius	form	

based	on	a	month’s	registration	window.	
• Drop-in	arrivals	can	be	facilitated.	
	
Explorer’s	Club		
Elementary	students	(1st-6th	grade)	are	invited	to	join	our	Explorer’s	Club	following	regular	afternoon	
class	time.	Explorer’s	Club	activities	have	included	games	and	strategy,	art	exploration,	cooking,	arts	and	
crafts,	sewing,	science	and	nature,	and	outdoor	play.			
	
The	Explorer’s	Club	ends	at	5:30	pm.		Contact	the	office	to	enroll	your	student.		Monthly	pre-enrollment	is	
required	and	payments	will	follow	family’s	selected	tuition	payment	plan.		Daily	schedules	are	flexible	
based	on	family	needs	and	class	availability.		Drop-ins	will	be	allowed	as	space	is	available	on	a	first-
come,	first-served	basis.		
	
Summer	Camp	
Highlawn	offers	summer	camp	programs	in	June	to	current	Children’s	House	students.		These	programs	
give	your	child	an	opportunity	to	have	fun	spending	the	week	exploring	various	topics	and	engaging	in	
enriching	activities.		These	programs	combine	the	fun	of	summer	camp	with	Montessori	activities	such	as	
art,	crafts,	music,	water	fun,	picnics,	sports,	games,	stories,	cooking,	science	and	nature,	and	sewing.	
Details	will	be	published	in	January	for	the	upcoming	summer.		Please	watch	for	emailed	registration	
reminders.		Camps	fill	up	very	quickly.		 	
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POLICIES	AND	PROCEDURES	
	
Nondiscrimination	
Highlawn	Montessori	School	admits	students	of	any	race,	color,	religion,	national	origin,	ancestry,	
physical	handicap	or	gender.		All	rights,	privileges,	programs	and	activities	of	the	school	shall	be	generally	
accorded	or	made	available	to	all	students	at	the	school.		All	requested	personal	information	is	kept	
confidential.	
	
Classroom	Assignments	
Class	lists	will	be	completed	during	the	summer	months.		New	students	will	be	assigned	to	classrooms	
according	to	age	and	gender	based	on	balancing	ratios	in	the	classroom.		The	director	will	consider	a	
parent’s	request	to	have	siblings	together	or	in	separate	classes.		Please	note	that	requests	for	placement	
cannot	be	guaranteed.			When	possible,	carpool	arrangements	will	be	taken	into	consideration.			
	
Children	will	remain	in	their	current	classrooms	if	returning	to	the	same	program	for	the	next	school	
year.		Following	Montessori	pedagogy,	we	believe	that	the	relationships	formed	with	their	classroom	
community	should	be	protected.	No	transfers	will	be	made	to	another	class.			
	
Deposit	and	Tuition	Payment	Policy	
A	deposit	of	one	month’s	tuition	and	annual	fees	are	required	at	enrollment.		The	tuition	deposit	is	
credited	toward	the	May	tuition	payment.		As	stated	in	the	enrollment	contract,	this	deposit	is	non-
refundable	in	case	of	absence	or	withdrawal.		Monthly	tuition	is	due	the	1st	of	each	month.	The	Automatic	
Tuition	payment	system	is	required	for	families	choosing	the	10-payment	option.	Monthly	tuition	
payments	will	be	automatically	withdrawn	from	a	designated	bank	account	on	the	1st	of	each	month	
beginning	in	July	and	ending	in	April.		Tuition	not	received	by	the	1st	of	the	month	due	to	insufficient	
funds	is	subject	to	a	$30	late	fee.		
	
Termination	of	Enrollment	 	
Should	it	become	apparent	that	the	child	is	not	benefiting	from	this	form	of	education,	the	school	reserves	
the	right	to	terminate	the	enrollment	contract.		A	child	will	be	dismissed	only	after	all	possible	remedial	
measures	have	been	tried	and	proven	unsuccessful.		Parents	shall	be	given	advance	notice	and	reason	for	
dismissal.	
	
Withdrawals	
Terms	for	withdrawal	are	outlined	on	the	enrollment	contract.		We	require	a	30-day	advance	written	
notice	of	your	child’s	withdrawal.			
	
Discipline	Policy	in	the	Classroom	
In	the	event	that	a	child	needs	to	be	disciplined	because	of	disruptive	behavior,	the	Highlawn	staff	shall	
use	the	following	procedure:	
1. Explain	to	the	child	that	the	specific	behavior	is	not	acceptable	and	that	it	must	not	continue.		We	then	

assist	the	child	in	choosing	a	new	activity	or	piece	of	work.	
2. If	the	child	is	physically	aggressive,	we	will	remove	the	child	to	a	designated	area	for	no	more	than	5	

minutes	and	discuss	more	appropriate	ways	to	handle	anger	or	frustration.	
3. Should	a	child’s	inappropriate	behavior	persist	we	would	then	remove	the	child	to	the	school	office	

for	a	time	of	reflection.	
4. Parents	will	be	notified	if	excessively	inappropriate	behavior	occurs	and	a	record	of	such	occurrences	

will	be	kept.	
5. Parents	may	be	called	to	pick	up	a	child.	
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Visits	and	Observations	
Parents	are	encouraged	to	call	or	email	the	teacher	with	any	concerns	about	school.		Do	not	hesitate	to	
contact	your	teacher!		Children’s	House	observations	via	Zoom	are	scheduled	two	times	during	the	year,	
prior	to	parent/teacher	conferences,	so	parents	can	unobtrusively	view	their	child’s	classroom	
community.			
	
Photo	Release	
By	signing	the	school’s	photo	release,	you	are	giving	Highlawn	Montessori	School	permission	to	use	and	
reproduce	any	and	all	photographs	or	videotape	taken	of	your	child	for	art,	newsletters,	advertising,	
trade,	school	website,	yearbook,	or	any	other	lawful	purpose,	without	compensation	to	you.		All	
negatives,	positives,	and	digital	files	together	with	the	prints,	shall	constitute	the	school’s	property,	solely	
and	completely.	HMS	does	not	post	photos	on	social	media.		
	
School	Portraits/Yearbook	
Student	portraits	are	taken	in	the	fall.		You	will	be	notified	in	advance	of	portrait	day.		Student	photos	can	
be	purchased	from	the	photographer.		Class	pictures	will	be	taken	the	same	week	and	Highlawn	will	
purchase	a	class	picture	for	each	student.		You	will	have	an	opportunity	at	the	end	of	the	year	to	purchase	
a	yearbook	for	your	child.	
	
Field	Trips	
It	is	our	experience	that	Highlawn	parents	typically	spend	a	great	deal	of	time	enriching	their	child’s	
world.		We	feel	that	the	child’s	time	with	the	Montessori	equipment	is	very	precious.		Therefore,	field	
trips	must	offer	a	truly	unique	experience.	If	a	field	trip	is	scheduled,	Highlawn	will	lease	school	busses	
with	volunteer	parents	as	additional	chaperones.			Permission	slips	for	each	field	trip	are	required	for	
children	to	be	transported.		All	students	who	are	transported	by	their	parent	to	the	field	trip	must	be	
transported	back	by	their	parent.	
	
We	have	found	in	many	instances	a	wealth	of	unique	experiences	that	can	be	brought	to	the	children	from	
the	parents.		We	encourage	you	to	share	with	your	class	information	about	your	work,	hobbies,	travels,	
ethnic	or	holiday	customs,	etc.		Contact	your	child’s	teacher	if	you	would	like	to	share	something	with	the	
children.		It	is	characteristic	of	Elementary	Montessori	Classrooms	for	the	children’s	education	to	include	
“Going	Out.”		The	classroom	teacher	arranges	these	events	with	the	parents.	
	
Celebrations	or	Birthdays	
One	of	the	joys	of	all	children’s	lives	is	to	celebrate	their	birthday	or	other	seasonal	or	cultural	celebration	
in	a	special	way.	Please	check	with	the	teacher	for	class	details	regarding	birthday	celebrations	at	school.		
	
It	can	also	be	very	rewarding	for	them	to	“give”	as	well	as	“receive”	on	that	day.	You	may,	if	you	wish,	
make	a	donation	to	your	child’s	classroom	wish	list	or	check	with	your	child’s	teacher	for	further	
suggestions	or	ideas.			
	
No	birthday	party	invitations	are	distributed	at	school.		A	list	of	class	contact	information	is	provided	in	
the	school	directory	so	that	invitations	may	be	sent	directly	to	friends.	
	
School	Closings	
Typically,	if	the	Shawnee	Mission	School	District	(SMSD512)	is	closed	due	to	inclement	weather,	public	
health	related	or	other	emergencies,	Highlawn	will	be	closed.		If	school	is	open,	use	your	best	judgment	
about	driving	children	to	school	on	very	inclement	days.			
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Text	Alerts	
Families must sign up for Highlawn Montessori ALERT to get important information about unexpected school 
closures.  This text alert system is instituted if Highlawn is closed due to inclement weather or other 
emergencies. A text message will be sent directly to your mobile phone.   
	

Go	to	http://my.textcaster.com/ServePopup.aspx?id=1886	
to	register	for	Highlawn	Montessori	ALERT.	

	
Things	You	Should	Know	

1. We	must	have	permission	in	writing	for	someone	other	than	those	listed	on	the	emergency	form	
to	pick	up	your	child.	

2. Weapons	and	firearms	are	strictly	forbidden	on	our	property	and	at	events	sponsored	by	the	
school.	

3. Toys,	money,	gum,	stickers,	combs,	brushes,	umbrellas,	sunglasses,	or	makeup,	etc.	should	not	be	
brought	to	school.	

4. Books,	things	found	in	nature,	and	other	cultural	items	are	appropriate	to	bring	for	sharing.		Your	
child’s	teacher	will	review	specific	classroom	procedures.	
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CARE	AND	HEALTH	
	
Health	Policies	
Children	need	to	be	in	good	health	to	get	the	most	out	of	their	educational	experience.		We	understand	
that	children	may	occasionally	become	sick	during	the	day	or	show	no	signs	or	symptoms	of	illness	prior	
to	arrival.		Our	goal	is	to	reduce	the	spread	of	illness	and	maintain	the	health	of	all	of	the	children	at	
Highlawn.		
	
If	your	child	becomes	ill	while	in	our	care,	we	will	notify	you	immediately.		Your	child	may	not	return	to	
Highlawn	until	the	symptoms	or	signs	are	treated	and	the	child	is	symptom-free	for	24	hours.		The	
following	symptoms	or	signs	of	illness	will	prevent	your	child	from	participating	in	our	programs:	
	
• Vomiting	
• Diarrhea	
• Blood	in	stools	
• Persistent	abdominal	pain	
• Fever	over	99.9	degrees	
• Colored	discharge	from	the	nose		
• Respiratory	distress	

• Eye	Drainage	
• Unusual	rash	
• Mouth	sores	
• Infestation	
• Unusual	color	of	skin,	eyes,	stool,	or	urine	
• Unexplained	irritability,	lethargy,	and/or	

persistent	crying		
																																																																																		

The	teachers	have	the	discretion	of	excluding	the	child	from	school	if	any	of	the	above	symptoms	
are	visible	when	the	child	comes	to	school	or	if	they	occur	during	the	session.		A	child	must	be	
symptom	free	for	24	hours	prior	to	returning	to	school.			
	
Contagion	Guide	
We	value	your	child’s	health	and	recognize	that	preventing	the	spread	of	infectious	disease	is	an	important	
and	necessary	step.			
In	order	to	control	and	prevent	the	spread	of	communicable	diseases	parents	are	requested	to	
observe	the	following	rules:	

	
Chicken	Pox	 Remain	home	until	scabs	are	dry	–	7	days	after	onset.	
Conjunctivitis		 (Pink	Eye)	Remain	home	for	24	hours	after	medicine	is	given	or	all	

discharge	has	ceased.	
COVID	 Will	be	determined	based	on	current	CDC	and	Health	Department	

recommendations.	
Lice	 Cases	will	be	excluded	from	school	until	adequately	treated	and	nits	are	

removed.		
Measles	 Remain	home	for	7	days	after	the	onset	of	rash.	
3-Day	Measles	 Remain	home	for	5	days	after	the	onset	of	rash.	
Mumps	 Remain	home	for	7	days	or	until	all	swelling	is	gone.	
Strep	 Remain	home	until	24	hours	on	antibiotics	and	if	they	no	longer	have	a	fever	

(temperature	of	100	degrees	or	higher),	are	eating	and	drinking,	and	are	not	
visibly	sick.	

Whooping	Cough	 Remain	home	for	at	least	three	weeks	after	the	onset	of	typical	whoop.	
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If	a	child	is	recognized	to	have	certain	communicable	diseases,	control	measures	may	require:	

• Sending	the	child	home	from	school.	
• Evaluation	and	treatment	by	the	child’s	health	care	provider.	
• Notification	of	parents/guardians	of	other	children	in	our	school.	
• Notification	of	the	local	health	authorities	(i.e.,	health	department).	
• Notification	of	staff	members.			
• Wearing	a	face	covering.	

	
Parent	Responsibility		
It	is	the	responsibility	of	our	entire	community	to	protect	the	health	and	safety	of	the	students,	
staff,	and	families.	Please	do	not	send	your	children	to	school	if	they	are	showing	signs	of	illness.	
This	is	more	important	than	ever	before,	and	supports	the	state	requirements.	HMS	requires	that	
children	do	not	come	to	school	when	feeling	unwell	or	displaying	any	symptoms.		
	
Monitoring	Absenteeism	
Highlawn	Montessori	School	administrative	staff	will	monitor	absenteeism	among	children	and	
staff	using	the	school’s	data	base.	 Any	unusual	patterns	will	be	considered	when	evaluating	the	need	
for	temporary	or	long-term	building	closure.	Decisions	about	a	health-related	closure	will	be	made	
in	consultation	with	the	Johnson	County	Department	of	Health	and	Environment.	
	
Procedure	for	Reporting	and	Recording	a	Student	Absence		
Classroom	teachers	record	attendance	in	HMS	database	daily.		If	your	child	is	absent,	please	email	
the	school	at	absent@highlawn.org	and	your	child’s	teacher.		Please	include	the	date	and	reason	
for	the	absence	in	your	email.			
	
Medication	
A	Medication	Authorization	Form	must	be	on	file	before	the	staff	can	administer	prescription	or	
over-the-counter	medication	to	your	child.	Medication	is	required	to	be	in	original	packaging.		This	
is	for	the	safety	of	your	child.		Never	send	medication	in	tote	bags	or	lunch	boxes.		Long	term	and	
short-term	medication	authorization	forms	can	be	found	in	the	password-protected	Parent	Portal	
on	the	www.highlawn.org	website,	or	request	a	copy	from	your	classroom	teacher.	
	
If	Child	Shows	Signs	of	Sickness	While	at	School	
If	a	child	shows	signs	of	illness	while	at	HMS,	they	will	need	to	be	picked	up	as	soon	as	reasonably	
possible.	If	a	parent	is	not	available,	an	emergency	contact	must	be	readily	available	to	come	get	a	
child,	if	necessary,	on	any	given	day.		
	
Medical	Records		
The	State	of	Kansas	requires	that	each	child	have	a	completed	physician’s	examination	form	
including	immunization	records	on	file	at	the	school.			Medical	examination	and	immunization	
records	must	be	provided	before	the	first	day	of	school	and	must	be	kept	current.	Highlawn	
students	must:	
• Be	fully	immunized,	or	
• Be	in	the	process	of	becoming	fully	immunized	according	to	the	approved	schedule,	or	have		
														a	physician’s	statement	that	immunizations	are	not	given	for	medical	reasons.	
• HMS	does	not	accept	religious	exemptions	for	immunizations.		
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Emergency	Contact	Information	
A	notarized	emergency	form	must	be	on	file	before	your	child	can	be	admitted	to	the	school.		
This	form	must	be	on	file	before	your	child’s	first	day	of	school	and	must	be	kept	current	by	the	
parent.		
	
HMS	has	and	will	continue	to	collaborate,	share	information,	and	review	plans	with	local	health	
officials	to	help	protect	the	entire	school	community.	School	plans	are	designed	to	complement	
other	community	mitigation	strategies	to	protect	high-risk	populations	and	the	healthcare	system,	
and	minimize	disruption	to	teaching	and	learning.	

	
Vulnerable	/	High-Risk	Groups	
Based	on	currently	available	information	and	clinical	expertise,	older	adults	and	people	of	any	age	
who	have	serious	underlying	medical	conditions	might	be	at	higher	risk	for	severe	illnesses.	To	
protect	staff	and	students	at	higher	risk,	it’s	important	that	everyone	practices	healthy	hygiene	
behaviors.	Staff	and	children	with	underlying	health	conditions	should	seek	medical	advice	from	
a	licensed	physician	before	coming	to	school.			
	
Adherence	to	the	Americans	with	Disabilities	Act	
We	comply	with	the	Americans	with	Disabilities	Act	(ADA)	and	other	applicable	regulations	
pertaining	to	providing	services	to	individuals	with	disabilities.		We	carefully	consider	each	
child’s	individual	needs	in	order	to	determine	if	our	program	can	accommodate	a	child’s	unique	
needs.		If	your	child	is	disabled	or	has	any	other	special	needs,	please	communicate	this	to	
Highlawn’s	director.	

	
Cleaning,	Disinfecting	and	Sanitizing	
Highlawn	Montessori	School	follows	the	national	standards	for	cleaning,	sanitizing	and	
disinfection	of	educational	facilities	for	children	provided	by	Caring	for	Our	Children	(CFOC).	
HMS	follows	this	Cleaning	and	Sanitization	Practice	and	has	a	detailed	plan	for	each	community.	
These	efforts	include	the	following:	
	
• Staff	will	routinely	clean,	sanitize,	and	disinfect	surfaces	and	objects	and	materials	that	are	

frequently	touched.	
• All	bathrooms	will	be	cleaned	and	disinfected	daily.	
• Professional	Cleaning	Service	will	clean	entire	building	daily.	
• Electrostatic	Spraying	Technology	is	available	to	disinfect	and	sanitize	our	environments	as	

needed.	The	electrostatic	charge	ensures	that	even	the	hard-to-reach	places	are	coated	
evenly	and	effectively.		

• HMS	uses	cleaning	and	disinfecting	products	that	are	EPA-approved.		
• Materials	that	cannot	be	cleaned	and	sanitized	will	not	be	used.	
• Materials	that	children	have	placed	in	their	mouths	or	that	are	otherwise	contaminated	by	

body	secretions	or	excretions	will	be	set	aside	until	they	are	cleaned	by	hand	by	a	person	
wearing	gloves.	These	materials	will	be	sanitized	prior	to	use	by	the	next	person.	

• Children’s	books,	like	other	paper-based	materials	such	as	mail	or	envelopes,	are	not	
considered	high	risk	for	transmission	and	do	not	need	additional	cleaning	or	disinfection	
procedures.	

• Cleaning	and	Disinfecting	Cots	and	Bedding	
• Full	Day	students’	bedding	is	kept	separate	and	stored	in	individually	labeled	bins.	Cots	and	

mats	are	labeled	for	each	child.	Bedding	is	cleaned	at	least	weekly.	
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Healthy	Hand	Hygiene	
Washing	hands	can	keep	you	healthy	and	prevent	the	spread	of	infections	from	one	person	to	the	
next.		All	classroom	environment	sinks	and	bathrooms	have	touchless	faucets	and	soap	
dispensers.			

All	children	and	staff	will	engage	in	hand	hygiene	at	the	following	times:	

• Arrival	to	the	classroom	and	after	breaks	
• Before	and	after	eating	or	handling	food	
• After	using	the	toilet	or	helping	a	child	use	the	bathroom	
• After	coming	in	contact	with	bodily	fluid	
• After	playing	outdoors		
• After	handling						garbage	
	
Hand	Sanitizer		
Washing	hands	with	soap	and	water	is	the	best	way	to	get	rid	of	germs	in	most	situations.	If	soap	and	
water	are	not	readily	available,	alcohol-based	hand	sanitizer	that	contains	at	least	60%	alcohol	is	
available.	Sanitizers	can	quickly	reduce	the	number	of	germs	on	hands	in	many	situations.	
• Touchless	hand	sanitation	stations	will	be	located	at	each	entrance	to	the	school,	in	each	

classroom,	and	in	common	areas	such	as	hallways.		
• Health	Department	regulations	require	hand	sanitizer	in	a	licensed	3-6-year-old	classroom	to	

be	stored	in	a	locked	cabinet	or	located	on	shelf	or	wall	above	5	feet.	
	

Personal	Belongings	
Please	do	not	let	your	child	bring	toys	or	belongings	from	home	to	school.		These	objects	distract	
from	the	Montessori	work	in	the	classroom.		Also,	each	child’s	personal	space	is	limited	and	it	is	
distressing	for	children	and	staff	members	when	things	are	lost	or	misplaced.		Highlawn	cannot	
assume	responsibility	for	loss	or	damage	to	any	belongings.	
	
Bathroom	Independence	
Children	enrolled	at	Highlawn	must	be	potty-trained	before	attending	school.		The	child	should	
be	in	cloth	underwear	and	not	in	diapers,	pull-ups,	or	training	pants	and	have	very	few	
accidents.		A	child	having	accidents	daily	would	not	be	considered	potty-trained.		Please	note	
that	wearing	pull-ups	isn’t	considered	being	potty-trained.	
	
Why	do	children	have	to	be	potty-trained	before	they	begin	preschool?	
	
• The	Children’s	House	classrooms	are	not	equipped	for	diaper	changing	as	outlined	by	the	

Health	Department	regulations.		
• When	an	adult	is	busy	changing	a	child’s	diaper	or	soiled	clothing,	it	is	taking	away	from	

learning	time	for	all	students	and	it	removes	one	adult	from	the	direct	supervision	of	and	
interaction	with	the	rest	of	the	class.	

	
We	do	understand	that	even	potty-trained	children	will	have	toileting	accidents.		By	definition,	
“accidents”	are	unusual	incidents	and	should	happen	infrequently.		In	these	instances,	the	
teachers	will	help	children	to	change	their	clothes,	encouraging	independence	as	much	as	
possible.	
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A	potty-trained	child	is	a	child	who	can	do	the	following:	
• Communicate	to	the	teachers	that	he/she	needs	to	go	to	the	bathroom	before	having	an	

accident.	
• Alert	him/herself	to	stop	what	he/she	is	doing	to	go	and	use	the	bathroom.	
• Pull	down	his/her	clothes	and	get	them	up	without	assistance.	
• Wipe	him/herself	after	using	the	toilet	(with	minimal	assistance	for	3-year-olds).	 	
• Get	on/off	the	toilet	by	him/herself.	
• Wash	and	dry	hands.	
• Postpone	going	if	they	must	wait	for	someone	who	is	in	the	bathroom.	
• Awaken	during	nap	time	should	they	need	to	use	the	bathroom.	
	
A	teacher	will	assist	children	as	needed,	but	children	should	be	able	to	complete	toileting	
activities	independently.		Children	are	expected	to	use	the	toilets	and	clean	up	properly.		
Assistance	with	hand	washing	reminders	and	clothing	fastening	will	be	given	if	necessary.		We	
certainly	will	ask	your	child	many	times	throughout	the	day	if	they	need	to	use	the	bathroom.		
Full	Day	students	will	always	go	to	the	bathroom	before	naptime.	
	
It	is	not	uncommon	for	a	child	who	is	fully	toilet	trained	to	need	reminders	when	he/she	is	in	a	
new	environment.		Children’s	House	staff	are	aware	of	this	and	will	assist	the	children	when	
necessary.		Please	dress	your	child	in	clothing	that	can	be	unfastened	or	changed	easily.		All	
Children’s	House	students	are	required	to	have	a	complete	change	of	clothes	at	school	
appropriate	for	the	season.		Parents	will	be	notified	if	a	child	has	a	toileting	accident.	
	
We	understand	that	each	child	arrives	at	this	milestone	differently;	therefore,	we	will	allow	6	
weeks	from	the	first	day	of	school	for	your	child	to	demonstrate	accomplishment	of	this	goal.		
However,	if	the	situation	is	not	manageable	within	the	classroom	environment,	we	will	discuss	
the	issue	with	parents	and	reserve	the	right	to	suspend	attendance	of	the	child	at	such	time.	

	
Before	School	Begins			
If	your	child	is	not	completely	potty-trained	as	described	above	when	preschool	starts,	the	following	
options	are	available:	
	
1. If	you	enroll	your	child	before	he	or	she	is	potty-trained	and	find	that	they	are	not	ready	by	

the	first	day	of	school,	you	have	the	option	to	hold	their	enrollment	spot	by	paying	monthly	
tuition	until	your	child	is	fully	out	of	diapers.	

2. You	may	withdraw	your	child	from	school	and	place	their	name	at	the	top	of	our	waiting	list.		
Registration	and	supply	fees	are	non-refundable;	however,	if	your	child	is	re-enrolled	in	our	
program	at	a	later	date	during	the	same	school	year	or	the	following	school	year,	you	will	not	
need	to	pay	these	fees	again.		If	you	choose	this	option,	we	cannot	guarantee	that	a	space	will	
be	available	during	the	current	school	year.	

3. If	your	child	will	not	be	ready	to	start	school	in	the	fall,	you	must	formally	withdraw	from	
school	in	writing	before	June	1st	to	avoid	tuition	penalties.		If	your	child	will	not	be	ready	to	
start	school	in	the	fall	and	you	withdraw	from	school	after	June	1,	there	is	a	two-month	
tuition	penalty	(see	section	XII	of	enrollment	contract).	
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After	School	Begins		
A	Children’s	House	student	will	not	be	considered	potty-trained	if	the	child	continues	to	consistently	
have	toileting	accidents	after	the	first	6	weeks	of	school.		After	the	first	6	weeks	of	school,	the	following	
policies	will	be	in	place	for	children	who	have	accidents.	
1. If	three	or	more	accidents	occur	in	one	week,	parents	will	be	notified	with	the	understanding	

that	if	the	issue	isn’t	corrected	by	the	end	of	the	second	week,	the	child	will	have	to	stay	
home	at	least	one	week	or	longer	until	he/she	is	completely	potty-trained.		Tuition	will	not	
be	pro-rated	during	this	time.		Parents	should	contact	the	director	to	facilitate	the	child’s	
return	to	school.	

2. If	multiple	accidents	occur	in	one	day,	parents	will	be	notified	on	that	day;	and	if	not	
corrected	by	day	three,	the	child	will	have	to	stay	home	one	week	or	longer	until	he/she	is	
completely	potty-trained.		Tuition	will	not	be	pro-rated	during	this	time.		Parents	should	
contact	the	director	to	facilitate	the	child’s	return	to	school.	

3. We	will	work	with	parents	with	Full	Day	Program	children	who	have	habitual	naptime	
accidents	on	an	individual	basis.	

	
Food	and	Nutrition	
Children	need	proper	nutrition	to	maintain	a	high	level	of	interest	and	energy	throughout	the	
day.	If	your	child	has	any	allergies	or	special	dietary	restrictions,	please	indicate	them	on	your	
child’s	health	form	and	discuss	them	with	the	director	and	your	classroom	teacher.			
																																																																																																																																																												
Children’s	House	Extended	Day,	Full	Day,	and	Elementary	students	are	to	bring	a	well-balanced,	
nutritious	lunch.		Some	suggested	items	include:		meat,	poultry,	fish,	eggs,	cheese,	cooked	beans,	
fruits,	vegetables,	and	bread.			
	
• Full	Day	Children’s	House,	Extended	Day	Children’s	House,	and	Elementary	students	will	

bring	their	own	cold	lunch	from	home.		
• It	is	the	parent’s	responsibility	to	offer	a	balanced	and	nutritious	variety	of	foods.			
• It	is	the	child’s	responsibility	to	determine	how	much	to	eat	and	which	foods	to	eat.			
• Food	not	consumed	during	the	lunch	period	will	be	sent	home	in	child’s	lunch	box	so	

parents	can	adjust	portions	accordingly.			
• Some	foods,	yogurt	and	applesauce,	for	example,	cannot	be	resealed	to	send	home	if	

not	finished.		
• Consider	limiting	items	that	contain	added	sugars.	
• If	there	are	concerns	regarding	your	child’s	lunch,	the	teacher	will	contact	parents	to	

discuss.	
• Refrigeration	is	not	available.	
• Microwaves	will	not	be	available	to	warm	food.	

• Please	consider	using	a	thermos	to	keep	food	warm.	
• If	a	lunch	item	requires	silverware,	it	must	be	included	in	child’s	lunchbox.	
• Staff	will	supervise	children	washing	hands	prior	to	and	immediately	after	eating.	
• Staff	must	wash	their	hands	before	assisting	children	and	after	helping	children	to	eat.	
• We	will	eat	outside	whenever	possible.		

• Highlawn	provides	nutritious	snacks	daily	in	Children’s	House	classes.		
• Individual	Children’s	House	snacks	will	be	prepared	by	an	adult	following	health	

department	regulations.	
• Regulations	require	items	from	two	food	groups	be	offered.	
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Hydration	
• Students	will	be	required	to	bring	a	clean,	filled	water	bottle	to	school	daily.	
• Water	bottles	must	have	a	Chug-Style	lid	so	drink	surface	stays	completely	covered.	
• Water	bottle	filling	stations	are	available	in	elementary	classroom	drinking	fountain	stations	

and	the	primary	playground	drinking	fountain.	
	

Food	Allergies	
Highlawn	strives	to	create	and	maintain	a	healthy	and	safe	educational	environment	for	all	
children.		When	a	child	has	a	documented	food	allergy,	parents	must	work	with	staff	to	identify	
steps	to	reduce	the	risk	of	exposure	in	common	areas.	
	
Parents	and	the	child’s	doctor	must	provide	information	and	recommendations	to	help	the	
school	develop	a	plan	to	manage	food	allergies	for	children.			This	Emergency	Care	Plan	(ECP)	
must	be	signed	by	the	doctor	and	should	include	the	following:	
	
• A	recent	photo	of	the	child.	
• Information	about	the	food	allergen,	including	a	confirmed	written	diagnosis	from	the	child’s	

doctor	or	allergist.	
• Information	about	signs	and	symptoms	of	the	child’s	possible	reactions	to	known	allergens.	
• Information	about	the	possible	severity	of	reactions,	including	any	history	of	prior	

anaphylaxis	(even	though	anaphylaxis	can	occur	in	children	without	a	history	of	prior	
anaphylaxis).	

• A	treatment	plan	for	responding	to	a	food	allergy	reaction	or	emergency,	including	whether	
an	epinephrine	auto-injector	should	be	used.	

• Information	about	other	conditions,	such	as	asthma	or	exercise-induced	anaphylaxis	that	
might	affect	food	allergy	management.	

• Contact	information	for	parents	and	doctors,	including	alternate	phone	numbers	for	
notification	in	case	of	emergency.	

	
Highlawn	strives	to	be	a	dietary,	needs-aware	school.		We	acknowledge	that	there	are	varying	
levels	of	food	allergy	reactions,	as	well	as	religious	restrictions	on	food.		However,	we	cannot	
guarantee	a	totally	safe	environment	from	severe	allergic	reactions	because	there	is	no	
reasonable	or	fail-safe	way	to	prevent	an	allergen	from	inadvertently	entering	the	building.		
Please	DO	NOT	send	products	with	any	type	of	peanuts,	nuts,	shellfish,	or	meat	to	Highlawn	for	
student	distribution	(ex.	class	snack,	birthday	treats,	class	parties,	open	house,	etc.).		This	
handbook,	however,	serves	to	acknowledge	that	this	request	is	not	strictly	enforced.		If	your	
student	has	a	dietary	restriction	of	any	kind	it	is	your	obligation	to	speak	specifically	with	the	
school	director	AND	your	child’s	classroom	teacher	in	detail	about	your	child’s	needs	and	how	
you	wish	to	handle	your	child’s	ECP	dietary	limitations	within	the	confines	of	our	existing	lunch,	
snack,	and	treats	policy.			

	
Outdoor	Play	
Fresh	air	and	exercise	are	an	important	part	of	any	child’s	day.		To	gain	the	full	benefit	of	our	
outdoor	environment,	please	be	sure	your	child	has	adequate	outdoor	clothing	and	footwear	for	
all	weather	conditions-boots,	mittens/gloves,	hats,	warm	coats,	snow	pants,	etc.		
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Clothing	
Montessori	education	requires	very	comfortable,	serviceable	clothes.		The	children	do	much	
work	on	the	floor,	are	encouraged	to	work	in	the	garden,	engage	in	messy	art	activities,	and	are	
totally	responsible	for	their	own	bathroom	changes.		Therefore,	we	recommend	easy-fitting,	
comfortable,	washable	play	clothes.				
• A	complete	change	of	clothes	is	essential.		Please	provide	an	extra	set	of	labeled	clothes	for	

your	child.	(Use	indelible	ink	or	name	labels.)		Clothing	should	be	sent	to	Highlawn	in	a	
sealed	plastic	bag.		Be	sure	to	mark	your	child’s	name	on	the	outside	of	the	baggie	as	well	as	
on	the	clothing.	

• Please	dress	your	child	in	footwear	that	is	appropriate	for	the	prevailing	weather	conditions	
and	safe	for	running,	climbing,	and	playing.	Please	do	not	send	your	child	in	flip	flop	shoes	or	
Crocs.		Please	no	umbrellas	or	sunglasses.	

• When	buying	clothes,	select	items	that	are	large	enough	and	simple	enough	for	children	who	
are	learning	to	care	for	themselves.			
	

Training	
Staff	is	familiar	with	and	receives	ongoing	training	regarding	CDC,	State,	and	Johnson	County	
Health	Department	recommendations	and	requirements.	Annual	staff	training	sessions	each	
will	cover	all	topics	in	this	document.		
	
Tobacco-Free Workplace 
Highlawn Montessori provides a tobacco-free environment for all employees, students and 
visitors. This policy covers the smoking of any tobacco product, e-cigarettes, and vapor as well 
as the use of oral tobacco products. No use of tobacco products is permitted within the facilities 
or on the property of Highlawn Montessori at any time.	
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SAFETY	AND	SECURITY	
	

Emergency	Procedures	
• Emergency	phone	numbers	are	clearly	posted	by	all	phones.	
• The	parent/guardian	provides,	in	writing,	the	names	and	phone	numbers	of	person	to	

contact	if	the	parent/guardian	cannot	be	reached.	
• In	case	of	an	emergency,	a	faculty/staff	member	will	go	with	the	child	to	the	emergency	room	

and	remain	until	a	parent/guardian	arrives.	
• Teachers	report	in	writing	any	injuries	that	may	occur	while	the	child	attends	Highlawn.	
• Teachers	fill	out	documentation	for	accidents,	incidents,	and	health-related	situations.			
• Teachers	follow	universal	precautions	for	blood-related	accidents	and	incidents.		
• Teachers	notify	parent/guardian	of	any	injury	requiring	first	aid	treatment.	
• Teachers	report	serious	injuries	to	the	director	immediately.	
• Fire	and	tornado	drills	are	conducted	monthly	to	prepare	children	in	the	case	of	an	

emergency.		
• Emergency	evacuation	plans	are	posted	in	each	room	and	hallways.		

• Should	HMS	evacuate	the	building	due	to	an	emergency	situation,	the	designated	off	
premise	relocation	site	is	Claridge	Court,	8100	Mission	Road,	Prairie	Village,	KS.		

• Should	HMS	evacuate	the	building	due	to	an	emergency	situation,	the	school’s	text	alert	
system	(see	page	13)	will	be	utilized	to	communicate	reunification	procedures	to	
parents.	

	
General	Safety	Practices	
• State	background	and	fingerprint	screenings	are	conducted	on	all	staff	and	regular	

volunteers.	
• Staff	is	required	to	have	TB	test	and	health	form	on	file.	
• Staff	members	are	mandated	to	report	any	suspicion	of	child	abuse/neglect.	
• Children	are	supervised	at	all	times	and	appropriate	child/staff	ratios	are	maintained.	
• Authorized	pickup	information	is	required	to	be	on	file	for	all	children.	
• Staff	is	trained	in	CPR,	First	Aid,	Choke	Saving/Rescue	Breathing,	Safe	Sleep,	and	

Crisis/Threat	Response	procedures.	
• Medicines	are	stored	out	of	children’s	reach	and	administered	only	with	written	permission	

of	parent/guardian.		Contact	your	child’s	teacher	for	copy	of	permission	form.	
• All	medication,	prescribed	and	over-the-counter,	must	be	in	original	container.		If	medication	

is	prescribed,	it	must	be	in	container	with	prescription	label.			
• Cleaning	supplies	are	stored	out	of	children’s	reach.	

 
Access	to	the	Building		
For	the	safety	of	our	students	and	staff	all	exterior	doors	are	locked	during	the	day.			

	
Driveway	Procedures	
Left	turns	into	and	out	of	the	Highlawn	drive	during	drop	off	and	pickup	are	not	allowed.	
Approach	Highlawn	eastbound	from	Mission	Road	and	enter	the	west	driveway.		You	must	make	
a	right	turn	both	into	and	out	of	the	Highlawn	driveway.		The	City	of	Prairie	Village	restricts	cars	
from	turning	left	when	exiting	our	driveway	between	8:30	and	9:00	am,	11:30	am	and	12:00	pm,	
and	2:30	and	3:15	pm.			
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Cars	waiting	to	enter	Highlawn’s	driveway	are	not	allowed	to	block	the	entrances	to	our	
neighbors,	The	Villas	at	Corinth	and	the	Prairie	Village	Public	Works	driveway,	located	to	west	of	
the	school.		Follow	city	street	signs,	as	Prairie	Village	Police	will	ticket	violators.		For	the	safety	of	
all	in	line,	please	wait	patiently.		Do	not	pass	cars	waiting	on	Somerset	to	enter	Highlawn’s	lot.		
Stay	in	the	right	turn	lane	on	Somerset	until	you	can	pull	into	the	driveway	and	pass	the	yellow	
striped	area	at	the	entrance.		This	allows	cars	exiting	to	see	around	you.	
	
West	Building:	Cars	should	pull	all	the	way	forward	in	the	circle	drive	to	the	white	line.		Make	a	
right	turn	out	of	the	West	entrance	to	exit	onto	Somerset	Drive.	
	
East	Building:	After	pulling	into	the	driveway,	turn	left	to	pull	up	in	front	of	the	East	Building	
parallel	to	Somerset.		Cars	should	pull	all	the	way	forward	to	the	yellow	line.		Make	a	right	turn	
out	of	the	East	entrance	to	exit	onto	Somerset	Drive.	
	
Staff	have	been	directed	to	discuss	driveway	violations	with	families.	It	is	the	family’s	
responsibility	to	share	all	driveway	procedures	with	drivers	transporting	students	to	or	from	
school.		
	
Carline	Rules	Video		
A	carline	video	has	been	created	to	help	illustrate	and	review	carline	procedures.		Please	view	
and	share	with	any	family	or	friends	providing	transportation	for	your	child	during	the	year.	
https://youtu.be/ed_fm2ART6g	
	
Car	Tags	
In	an	effort	to	help	our	carline	move	as	safely	and	efficiently	as	possible,	please	be	sure	to	
display	your	student	car	rider	tag	by	prominently	hanging	it	from	your	car’s	rear-view	mirror.	
For	families	who	need	replacement	or	additional	tags,	contact	the	office.			
	
Transportation	 	 	
The	school	does	not	provide	transportation	to	or	from	school.		You	are	supplied	with	a	full	roster	
for	arranging	carpools	if	you	so	desire.		Carpools	are	cost	and	time	efficient	and	are	encouraged.		
We	do	ask	that	you	keep	safety	in	mind.		Transport	only	the	number	of	children	for	which	your	
car	has	seat	belts	or	booster	seat	for	each	child.	
	
Car	Safety	
When	arriving,	children	should	be	in	seat	restraints	until	it	is	their	turn	to	exit	the	car.		Do	not	
drive	with	the	door	open	or	allow	children	to	walk	free	in	the	car,	hang	out	of	the	sunroof,	or	
pretend	to	drive.	
	
Staff	members	are	not	allowed	to	buckle	children	into	cars.		It	is	your	responsibility	to	ensure	
the	child	has	been	properly	restrained	in	car	seat,	booster	seat	or	seatbelt.			
	
Drivers	should	stay	in	their	car	during	drop-off	and	pickup	except	when	buckling	children	in.		If	
you	need	to	exit	your	car	to	assist	your	child	in	buckling	their	car	restraint,	please	pull	all	the	
way	forward	in	the	carline	or	pull	into	an	open	parking	area	before	exiting	your	car.		This	will	
help	prevent	unnecessary	carline	backups	onto	Somerset	Drive.			
	
At	dismissal,	staff	members	will	put	children	in	cars	only	if	there	is	a	back	seat	with	seat	belts	for	
each	child	car	or	booster	seat.		The	driver	of	any	car	without	a	rear	seat,	without	a	car	or	booster	
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seat	for	each	child,	or	without	a	seat	belt	for	each	car	or	booster	seat	will	be	asked	to	park	their	
vehicle	to	place	the	child	in	their	vehicle	on	their	own.	

	
Arrival	at	School	
It	is	important	to	arrive	on	time	for	drop	off	and	pickup.		When	children	arrive	late,	they	miss	
valuable	lesson	presentations	and	work	time.	Not	only	are	late	arrivals	disruptive	to	your	child’s	
day,	but	they	also	interrupt	the	class	routine.			
• Elementary	

• Your	child	should	remain	in	your	car	until	a	staff	member	begins	daily	arrival	
procedures.	

• Elementary	Students	will	be	admitted	to	the	building	beginning	at	8:00	am.			
• Your	child	will	be	marked	as	tardy	if	arriving	after	8:10	am.			
• If	your	elementary	student	has	a	younger	sibling	enrolled	in	a	Children’s	House	

classroom,	the	younger	child	is	invited	to	attend	Before	School	Care,	at	no	charge,	
starting	at	8:00	am	so	parents	have	only	one	drop	off	time.			

• Children’s	House	
• Children’s	House	Students	will	be	admitted	to	their	building	at	8:40	am	daily.		
• A	staff	member,	at	the	entrance	to	their	building,	will	meet	your	child	at	the	car	door	

between	8:40-8:55	am.		
	
Late	Arrival	
Highlawn’s	staff	respectfully	request	families	to	arrive	during	the	program’s	arrival	window.		
Please	be	patient	while	waiting	in	the	car	line.		It	is	disruptive	to	your	child’s	routine,	as	well	as	
the	entire	classroom	community,	when	you	arrive	late.			We	have	found	that	families	with	
established	morning	routines	and	procedures	tend	to	arrive	on	time.			

	
We	do	understand	that	occasionally	families	have	early	morning	appointments	or	need	to	arrive	
late	due	to	unforeseen	circumstances.		Please	follow	this	procedure	when	arriving	after	your	
program’s	arrival	window	closes:	
• Call	the	Main	Office	when	you	arrive	at	your	students	drop	off	location.	
• Office	Staff	will	give	you	specific	drop-off	instructions	and	notify	your	child’s	classroom.	

	
Dismissal	from	School	
• Departure	for	all	½	day	Children’s	House	students	from	11:40	to	11:50	am.	
• Departure	for	all	Extended	Day	Children’s	House	students	from	2:30-2:40	pm.	
• Departure	for	all	Elementary	Children	from	3:00-3:10	pm.	
• Pull	up	and	park	at	the	designated	arrival/departure	driveway	for	your	class.	
• Wait	in	your	car	and	your	child	will	be	walked	to	you	and	helped	inside	the	car.	
• Once	your	child	is	in	the	car,	pull	all	the	way	forward	on	driveway	to	finalize	buckling	

your	child	in	their	car	seat.	
• Email	your	child’s	teacher	with	any	special	communications	regarding	your	child’s	

departure	from	school	(going	home	with	a	friend,	not	going	home	with	the	car	pool,	
early	pickup,	etc.)	or	give	the	staff	member	a	written	note	at	drop-off.		Please	note	that	
staff	do	not	check	email	during	class	instructional	work	periods.			

• If	departure	plans	change	during	the	day	contact	the	office	staff	and	we	will	
communicate	departure	plans	with	your	child’s	teacher.			

• All	late	fees	will	be	strictly	enforced	(see	page	8).	
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Early	Departure		 	
• If	possible,	notify	your	lead	teacher	via	email,	before	students	arrive,	that	your	child	will	be	

departing	early.			
• Pull	up	to	the	curb	for	your	class.		
• If	your	student’s	teacher	does	not	see	your	vehicle	when	you	arrive	at	school,	call	the	HMS	

Office,	913-649-6160,	and	office	staff	will	notify	the	classroom	that	you	have	arrived	and	
staff	will	bring	your	child	to	the	designated	door.		

• Please	do	not	call	the	office	until	you’ve	arrived	on	site	in	order	to	decrease	the	amount	of	
time	students/staff	spend	waiting	for	parents	running	late.	
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FAMILY	COMMUNICATION	AND	INVOLVEMENT	
	
Communication	with	Teachers	
It	is	always	beneficial	and	necessary	for	there	to	be	open	communication	between	parents	and	
the	teacher.		However,	try	not	to	be	overly	anxious	in	the	early	days.		Allow	the	child	to	become	
acquainted	with	the	new	environment.		
	
Should	any	incident	occur	at	home	that	would	affect	the	child’s	mood,	such	as	loss	of	sleep	for	
several	nights,	the	birth	of	a	sibling,	unusual	stress	or	tension,	or	other	changes	in	daily	routine,	
please	inform	us	as	this	provides	added	insight	into	the	child’s	behavior	in	the	class	and	allows	
us	to	deal	more	effectively	with	any	problems.			
	
Email,	Voice	Mail,	and	Tote	Bags	
Each	lead	teacher	has	a	school	email	address	and	designated	voice	mail	for	parent	communications.	
Lead	teachers	try	to	respond	to	emails	within	24	hours	during	the	week.	Teachers	do	not	respond	
to	phone	messages	or	email	during	instructional	lesson	time.		
	
Please	DO	NOT	hesitate	to	contact	your	child’s	lead	teacher	any	time	you	have	a	question	or	
concern.		We	want	all	parents	to	feel	they	are	part	of	our	community	and	feel	connected	to	their	
child’s	classroom.		Your	child’s	lead	teacher	should	be	your	first	point	of	contact.			

Time-sensitive	contact	with	teachers	during	the	school	day	can	be	facilitated	by	calling	the	main	
office,	913-649-6160,	and/or	emailing	administrative	staff.	
	
We	hold	your	child’s	education	and	welfare	as	our	primary	concern.		We	want	to	work	with	you.		
The	two	most	important	ways	to	avoid	misunderstandings	are	to	familiarize	yourself	with	both	
Montessori	philosophy	and	Highlawn	procedures	and	attend	parent	education	events.		This	will	
help	you	understand	the	differences	between	Montessori	and	traditional	education.	
	
Should	misunderstandings	occur	despite	these	efforts,	Highlawn	employs	the	following	route	of	
communication:	
1. Discuss	business	related	matters	with	the	director	or	the	program	coordinator.	
2. Discuss	academic	or	social	matters	first	with	the	child’s	teacher.			
3. If	still	dissatisfied,	a	parent-teacher-director	discussion	can	be	requested.	
	
Highlawn	Montessori	is	striving	to	become	an	environmentally	friendly	school!		We	send	letters	
from	your	teacher	and	the	office,	contagion	notices,	newsletters,	and	other	announcements	
electronically.		
	
A	Highlawn	tote	bag	is	provided	to	each	new	student.		Students	should	bring	their	tote	bag	to	
school	daily.	Notes	and	information	will	be	found	in	tote	bags	or	the	elementary	students’	daily	
planners.		Replacement	tote	bags	are	available	to	purchase	for	$20.		Contact	your	student’s	
teacher	if	your	child	needs	a	replacement.	
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Conferences	and	Reports	
Parent/teacher	conferences	are	scheduled	twice	during	the	year	in	November	and	March.		This	
is	a	time	set	aside	for	parents	and	teacher	to	confer	freely	and	openly	about	the	student’s	
progress.		Therefore,	Children’s	House	and	Lower	Elementary	student	or	siblings	should	not	be	
present	at	conferences.			
	
Ongoing,	informal	communication	of	parent	or	teacher	concerns	and	the	sharing	of	special	joys,	
sorrows,	and	accomplishments	in	the	child’s	life	are	important.		Please	feel	free	to	contact	your	
child’s	teacher	by	phone	or	email	or	mention	during	arrival/departure	that	you	would	like	to	
schedule	a	time	to	talk	privately.		
	
SignUpGenius	
Parents	need	a	free	SignUpGenius	account.		During	the	year	you	will	receive	emails	inviting	you	
to	sign	up	for	various	events,	conferences,	parties,	lunch	bunch,	summer	camp	and	volunteer	
opportunities.			
	
Go	to:	www.signupgenius.com	to	create	an	account	if	you	don’t	already	have	one.		
	
Parent	Council/Class	Room	Parents	
The	Parent	Council	organizes	all-school	events	such	as	Open	House,	Parent	Education,	and	
Fundraising.		All	parents	are	automatically	members	of	the	Parent	Council.		Everyone	is	
encouraged	to	become	involved.	
	
The	Parent	Council	organizes	several	fundraising	projects	throughout	the	year.		These	projects	
help	to	pay	for	renovations,	improvements	to	the	school,	and	the	purchase	of	Montessori	
equipment	for	the	classrooms.		The	fundraising	activities	of	the	Parent	Council	help	to	keep	
tuition	costs	low	and	help	build	a	spirit	of	community	in	the	school.		We	encourage	you	to	
participate.	
	
Volunteers	are	needed	often	during	the	year.		Opportunities	can	vary	widely	from	class	to	class	
and	teacher	to	teacher.		Each	class	has	room	parents	to	help	facilitate	communication	between	
other	parents	and	the	teacher.	Room	parents	solicit	donations	(paper	goods,	snacks,	decorations,	
etc.)	from	parents	for	classroom	parties	and	events	(usually	based	on	a	list	from	the	teacher),	
organize	volunteers	for	the	classroom	for	events	or	enrichment,	and	other	tasks	as	requested	by	
the	teacher.			
	
Let	us	know	if	you	have	time,	a	talent,	or	area	of	expertise	to	share	with	HMS.		Please	contact	
your	child’s	teacher	or	administrative	staff	to	get	involved.	
	
Board	of	Directors	
Highlawn	is	a	Kansas	501(c)3	Not-for-Profit	Corporation	under	the	operative	organization,	
Friends	of	Montessori	Association.		The	property	and	business	of	the	corporation	is	controlled	
and	managed	by	a	Board	of	Directors	consisting	of	nine	current	Highlawn	parents.		The	bylaws	
require	the	Board	of	Directors	to	meet	quarterly	at	a	minimum.			
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THE	MONTESSORI	PROGRAM	
	

Daily	Schedule	
For	your	information,	we	are	including	a	typical	daily	schedule	of	activities	for	Highlawn.		We	
follow	this	routine	fairly	closely	for	the	sake	of	consistency,	but	it	will	vary	occasionally.	
	
Before	School	Care	

7:30-8:40	am		 Optional	program	for	all	children	(students	must	arrive	before	8:10	am)	
Traditional	Children’s	House	Program	
• AM	Session	

8:40-8:55	am		 Arrival	
8:40-11:40	 	 	 	 	 Work	period,	cultural	presentations,	outside	activities,	individual	snacks	

11:40-11:50	am	 Dismissal		
• Extended	Day	Session	

11:40	am-12:30	pm	 Lunch	preparation,	lunch,	outside	time,	quiet	time	
12:30-2:25	pm	 Work	period	and	cultural	presentations	

		 2:30-2:40	pm		 Dismissal		
Full	Day	Children’s	House	Program	
	 11:40	am-12:30	pm	 Lunch	preparation,	lunch,	outside	time,	quiet	time	
	 12:30-1:30	pm	 Nap	or	quiet	time	
	 1:30-3:00	pm		 Work	period	and	cultural	presentations	
	 3:00-3:30	pm		 Outside	activities-weather	permitting	

3:30-5:15	pm		 Enrichment	activities	
5:15-5:30	pm		 Dismissal		

Elementary	
	 8:00-8:10	am		 Arrival	
	 8:10-11:45	am	 Work	period,	cultural	presentations	
	 11:45	am-12:45	pm	 Lunch	and	outside	activities	
	 12:45-2:55	pm	 Work	period	and	cultural	presentations	
	 3:00-3:10	pm		 Dismissal		
Explorer’s	Club	

2:30-5:30	 	 3:00-5:30	pm		 Optional	program	for	Elementary	students	
	

Parent	Education	
It	is	very	important	that	parents	understand	the	Montessori	method.		Only	with	full	
understanding	can	parents	help	their	children	reap	the	full	benefit	from	the	program.		We	want	
to	help	in	whatever	way	we	can:	
	
• The	staff	is	always	available	to	discuss	the	method	with	you.	
• New	Parent	Orientation	takes	place	prior	to	the	beginning	of	a	new	school	year.		Board	

members,	Parent	Council	members,	returning	parents,	and	staff	members	will	be	present.	
• Attend	parent	education	meetings	scheduled	during	the	year.	Through	your	attendance,	you	

will	further	understand	Montessori	philosophy.		Attendance	is	strongly	encouraged.	
• Highlawn	has	a	small	lending	library	with	parenting	and	Montessori	resources	available	in	the	

office.		
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HMS	FUTURE	OF	HIGHLAWN	(FOH)	ANNUAL	FUND	
	
How	can	you	help	support	our	school?	
Highlawn	is	a	healthy	community	for	our	families	and	children.		Part	of	what	creates	that	environment	is	
making	sure	the	school	can	make	the	improvements	above	and	beyond	normal	operating	expenses.		The	
generosity	of	donors	represents	future	programs,	improved	facilities,	and	equipment	purchases	that	are	
not	possible	without	your	support.			
	
Why	does	Highlawn	have	an	annual	fund	drive?	 	
Highlawn	is	again	launching	its	annual	fund	drive,	The	Future	of	Highlawn.		Tuition	alone	does	not	cover	
all	school	expenses.		In	fact,	it	is	set	low	to	keep	the	school	affordable	to	the	community	it	serves.		The	
FOH	fund	provides	an	avenue	for	parents,	staff,	alumni,	and	the	community	to	connect	with	and	support	
Highlawn	Montessori	School.	
	
How	will	the	children	benefit	from	my	gift?	 																							
Your	gift	will	help	us	to	complete	a	number	of	projects.		Previous	gifts	helped	us	upgrade	our	teacher	and	
student	computers,	renovate	and	repair	the	playground	areas,	replace	aging	AC/HVAC,	offset	the	cost	of	
our	sprinkler	system,	replace	our	playground	fence,	and	upgrades	to	our	school	security	features.			
	
Highlawn	Montessori	is	a	501(c)3	tax-exempt	organization,	so	all	gifts	are	tax	deductible.	
	
How	to	Donate	by	Mail	
• Send	in	your	gift	check	to:	

Highlawn	Montessori	School	
3531	Somerset	Drive	
Prairie	Village,	KS	66208	

• Please	note	“FOH”	on	the	memo	line	
	

How	to	Donate	On-line	
• HMS	will	utilize	PayPal’s	Giving	Fund	to	accept	on-line	donations	to	the	Future	of	Highlawn	Annual	

Fund.	
• http://paypal.com/us/fundraiser/charity/2030408	
• Since	Highlawn	is	a	501(c)3,	PayPal	covers	all	transaction	fees.	

	
Please	contact	Kathy	Morrison	at	913-649-6160	or	kathy@highlawn.org	if	you	have	any	questions	or	
would	like	additional	information.	Your	generosity	means	so	much	to	the	Highlawn	community.		On	
behalf	of	all	who	will	benefit	from	your	support,	we	extend	our	sincere	thanks.		

	
	

Everything	invented	by	man,	physical	or	mental,	is	the	fruit	of	someone’s	imagination.	
In	the	study	of	history	and	geography	we	are	helpless	without	imagination,	and	when	we	
propose	to	introduce	the	universe	to	the	child,	what	but	imagination	can	be	of	use	to	us?”	

~Maria	Montessori	
	


