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Thank you for choosing Busy Hands Montessori (the “School”) for your 
child’s education.  We are aware of the tremendous trust that you are 
placing in us.  Our goal is to provide a safe, loving, and educational 
environment that enables your child (the “Student”) to learn and excel at 
their full potential. 

Your input is appreciated at every level.  Please feel free to discuss any 
suggestions or concerns with us at any time.  You are invited to visit your 
child or call our school at any time during the school day. 

Admissions 

The School accepts all children without regard to race, religion, color, 
national origin, gender, marital status of the parent, or special needs.  We 
will accommodate the special needs of any child unless the staff is unable 
to provide appropriate care for the special needs or structural barriers 
exist in the facility preventing the provision of such appropriate care or 
full participation.  

Enrollment Forms 

Upon enrollment, the following paperwork needs to be completely filled 
out: Registration Form, Emergency Consent Form, Information and 
Authorization Form, Student Information Form, and Immunization Form.  
In addition to the foregoing forms, you will receive a Tuition Schedule 
with the rate for your Student’s program, the rate for Your Student’s 
program is the “Standard Tuition.” 

Medical Forms 

The State of Oregon Certificate of Immunization form must be completed 
entirely and on file the first day of enrollment.  As your Student grows, 
the State of Oregon requires that the Immunization Form be updated 
regularly.  THE SCHOOL REQUIRES ITS FAMILIES TO UPDATE ITS INOCULATION 

RECORDS PROMPTLY.  ANY STUDENT THAT IS ON A DEFERRED INOCULATION PLAN FOR 

ANY REASON NEEDS TO PROVIDE A SIGNED LETTER FROM THE STUDENT’S PEDIATRIC 

CARE PROVIDER EXPLAINING WHY THE STUDENT’S INOCULATION SCHEDULED IS 

ALTERED AND WHETHER SUCH ALTERATION OF THE INOCULATION SCHEDULE MEETS THE 

INOCULATION SCHEDULE REQUIRED PURSUANT TO OAR 333-050-0050 (THE 

“INOCULATION RULE”).  EXCEPT WHEN A STUDENT HAS A MEDICALLY BASED AND VALID 

EXEMPTION FROM THE REQUIREMENTS OF THE INOCULATION RULE, THE STUDENT WILL 

NOT BE ENROLLED AT THE SCHOOL UNLESS ALL IMMUNIZATIONS ARE UP TO DATE.  IF 
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THE SCHOOL LEARNS THAT THE STUDENT IS NOT INOCULATED IN ACCORDANCE WITH 

THE INOCULATION RULE, OR THAT THE STUDENT’S RECORDS ARE NOT UP TO DATE, THE 

STUDENT WILL BE EXCLUDED FROM ATTENDING SCHOOL UNTIL SUCH TIME AS THE 

STUDENT IS APPROPRIATELY INOCULATED, OR THE RECORD IS UPDATED. ABSENCES DUE 

TO FAILURE TO COMPLY WITH THE INOCULATION RULE ARE SUBJECT TO THE ABSENCE 

POLICY IN THIS HANDBOOK. 

Registration Fees 

The following fees are due upon enrollment:  non-refundable registration 
fee (the “Registration Fee”) for each student enrolling; the annual 
material fee (“Material Fee”); and, a refundable deposit equal to the 
Monthly Tuition (the “Deposit”).  The Deposit will be credited toward the 
student’s final month or last 30 days of tuition provided proper notice (30 
days) was given and the student is enrolled for a minimum of three (3) 
consecutive months.  Any funds remaining after the Deposit is applied to 
tuition will be paid by check mailed to the last contact address the 
student provided to the School.  

Enrollment Agreement 

The School provides year-round services and instruction. The Student is 
continuously enrolled, and tuition is due monthly.  You must provide 30-
days written notice to the administer to terminate each Student’s 
enrollment (“Termination Notice”).  You will be charged the standard 
tuition rate if Termination Notice is given at the first of the month.  If your 
30-day notice is given after the first of the month the daily tuition rate 
will be applied for your last 30-days.  The daily tuition rate is higher than 
the standard tuition rate. 

Each January 1, the Monthly Tuition will increase five percent (5%) over 
the previous year’s Monthly Tuition.  

Payment of the Registration Fee and Deposit are required to secure 
enrollment.  These fees will be forfeited should you decide not to attend 
after payment. 

The School reserves the right to terminate any Student’s enrollment with 
or without cause, and may, at its sole discretion, elect to retain the 
Deposit. 
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Hours of Operation 

The School is open from 7:00 AM to 5:30 PM, Monday – Friday, except 
holidays, in the event of inclement weather, or any other day(s) shown 
on the academic calendar which is provided upon enrollment. Students 
will not be admitted to the premises prior to 7:00 AM. (See page 5 for 
late pick-up policy) 

Monthly billing policy 

Your monthly tuition invoice will be emailed to you on the first of each 
month.  A paper invoice or electronic tax receipt will be provided upon 
request only.  The School’s Federal Tax ID # is 81-0911952. 

Tuition shall be paid no later than the 3rd day of each month.  If the 3rd 
falls on a weekend, holiday, or other scheduled school closure, payment 
is due on last day the School is open prior to the 3rd (the “Due Date”).  

If tuition is not paid by the Due Date a $50 late fee will be due beginning 
on the 4th day of the month, additionally, a $25 per day late fee will be 
added for each day after the Due Date that payment is not received. 

Any failure to pay the tuition by the 10th day of any month will result in 
the termination of the Student’s enrollment, and forfeiture of the 
Deposit. The School reserves the right to seek recovery for unpaid tuition 
and fees in small claims court.  

Vacation/Sick/Absence Policy 

Tuition is due regardless of absences including days missed due to illness, 
vacation, holidays, inclement weather closures, or any other scheduled 
closure.  Missed days will not be made up. 

Discipline Policy 

The School believes practicing care, patience, and understanding is key 
to nurturing your Student’s development. However, we are required to 
respond to misbehaviors when caring for your Student.  Hitting, biting, 
kicking, spitting, hostile verbal behavior, and other behaviors that could 
hurt another Student are not permitted. 

The School staff are trained to follow our response policy by: 

• respecting the Student; 

• establishing clear rules; 
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• consistently enforcing rules; 

• using positive language to explain desired behavior; 

• speaking calmly at the Student’s eye level; 

• offering clear choices of alternate behavior; 

• redirecting the Student to a new activity; and, 

• if necessary, removing the Student to a time-out area or chair, 
for no longer than 1 minute per year of your Student’s age. 

The School staff will never respond to misbehavior by: 

• using threats, physical punishment, or humiliation; or depriving 
your Student of food or other basic needs. 

Arrival and Departure 

Arrival 

Upon arriving, please sign-in your Student on the Sign-In sheet.  Oregon 
law requires a parent, step-parent or legal guardian (the “Parent”) or 
responsible person designated by the Parent School to sign-in the 
Student each morning. 

The School begins its daily routine with morning circle at 8:30 AM.  The 
success of all students in our classroom and program depends on your 
timely arrival each morning; please arrive before the morning circle 
begins. 

Late arrivals are disruptive to our students’ daily routine.  To minimize 
any disruption, whenever possible, please arrange any late arrival with 
our staff in advance. 

Departure 

Each Student’s Parent or responsible person is required to sign-out the 
Student upon pickup.  WHEN DEPARTING THE FACILITY, THE PARENT MUST OPEN 

THE DOOR, STUDENTS ARE NOT PERMITTED TO OPEN THE DOOR WITHOUT AN ADULT 

HAND.  Students may only be picked up by a Parent or person the Parent 
has designated as a responsible person.  School staff will require 
identification from any person other than you, to ensure your Student’s 
safety. 
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Adult demeanor in the Classrooms  

All electronic and mobile devices are prohibited in the facility.   The 
presence of unfamiliar adults and adult voices can be disruptive to 
Students; please pay close attention to the volume of your voice in the 
facility. 

Please keep communication at drop off and pick up light and positive.  
Your concerns and comments are important to us, but teachers cannot 
give full attention during these transition times.  Whenever possible, any 
information of an urgent nature, should be discussed over the phone with 
the administrator or head teacher on site.  

Parents may have access to their Students at any time during business 
hours. We ask that Parents make every effort to not enter the classroom 
unscheduled during morning hours. There are several reasons for this 
request, and the School staff are happy to answer any questions you may 
have about this policy. 

Late pick-up policy 

The School will charge a $1.00 per-minute late pickup fee for any Student 
not picked up before 5:35 PM.  Unless you have contacted the School and 
provided information regarding late pick up, if your Student remains at 
the School after 6:30 PM, the School will contact Child Protective Services 
to place your Student. 

Inclement Weather and Emergency Closure 

In case of inclement weather, the School will notify Parents by email 
regarding closure, the School will generally follow the Beaverton School 
District closure or late start decisions.  If you are unsure whether the 
School is open, please call the school at 503.747.2150 or email the 
Administrator at the contact email busyhandspdx@gmail.com to confirm 
our hours of operation for that day.  We will make every reasonable effort 
to be open during normal operating hours, but the safety of School staff 
and students is of the utmost concern.  Therefore, we ask that you keep 
frequent contact with us throughout the day regarding the status of a 
possible early closure.  
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Health and Medications 

Medication 

Oregon regulatory rules require written consent from a Parent in order 
to dispense and/or administer any medication.  The medication 
information along with a Parent signature needs to be written in the 
medication log located in the sign in book.  BEFORE THE SCHOOL MAY DISPENSE 

MEDICATIONS, THE PARENT OR GUARDIAN MUST PROVIDE ALL MEDICATIONS IN THE 

ORIGINAL CONTAINER WITH THE PRESCRIPTION LABEL INTACT AND LEGIBLE SHOWING: 
(1) THE STUDENT’S NAME; (2) DOSAGE; (3) DISPENSING INSTRUCTIONS;(4) AND, THE 

DATE OF PRESCRIBING AND DOCTOR’S NAME.  AFTER ENTERING THE MEDICATION IN 

THE MEDICATION LOG THE PARENT SHALL GIVE THE MEDICATION DIRECTLY TO THE 

STAFF MEMBER ON DUTY AND INFORM THEM IF THE MEDICINE REQUIRES 

REFRIGERATION.  With the exception of sunscreen, upon written consent of 
the Parent, the School does not administer non-prescription medication. 
The School will use broad spectrum sunscreen on all Students unless their 
Parent provides a specific tube of sunscreen for their individual Student.  

Allergies 

If your Student has any allergies to food, the Parent shall inform the 
Administrator.  You may substitute snacks when we are serving food to 
which your Student is allergic.  If your Student’s allergy requires a specific 
plan, you are required to inform the Administrator so we can develop a 
written care plan with the appropriate parties.  

Health Policy 

As part of the developmental successes of each Student within their day, 
we ask that each one comes prepared to explore their environment 
without reservations.  We recommend a good night’s sleep, good 
grooming habits, and healthy eating habits to ensure your Student gets 
the most of each day. 

The goals of the School’s Health Policy are: 

• to protect the health of the Students and staff: 

• to prevent the spread of communicable disease; and, 

• to provide a separate quiet environment, for the Student to rest 
and any extra attention they need while waiting for their Parent 
or guardian to come and pick them up. 
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WHEN A STUDENT PRESENTS THE FOLLOWING SYMPTOMS, THE STUDENT SHOULD BE 

KEPT HOME FOR A MINIMUM OF 24-HOURS AFTER THE SYMPTOMS ARE NO LONGER 

PRESENT WITHOUT MEDICATION, OREGON REGULATORY RULES REQUIRE THAT THE 

SCHOOL SEND A STUDENT HOME IF SUCH SYMPTOMS ARE PRESENTED WHILE THE 

STUDENT IS IN THE SCHOOL’S CARE: 

• A temperature of 100 degrees or more 

• Diarrhea 

• Vomiting 

• A skin rash of unknown origin 

• Continuous cough or pain that prevents normal play and sleep 

• Discoloration of nasal mucous  

• Pink/red eyes at least 24 hours on medication and eyes are no 
longer crusted or have discharge 

THE STUDENT NEEDS TO REMAIN HOME FOR 24 HOURS AFTER THE SYMPTOM(S) ARE 

NO LONGER PRESENT.  IN THE EVENT OF AN INTESTINAL ILLNESS, 36 HOURS MUST PASS 

FROM THE TIME OF LAST INCIDENT BEFORE RETURNING TO SCHOOL. 

When a Student is sick, there is an agreement between parents and staff 
that the Student should not be at school.  With less clear symptoms, 
many factors are considered before the judgement is made.  YOUR 

STUDENT’S NEEDS AND THEIR ABILITY TO PARTICIPATE COMFORTABLY IN NORMAL 

ACTIVITIES, AS WELL AS TAKING SYMPTOMS INTO ACCOUNT, ARE THE MAJOR FACTORS 

CONSIDERED.  PROTECTING THE WELL-BEING OF ALL OUR STUDENTS AND SCHOOL 

STAFF IS A COOPERATIVE EFFORT BETWEEN PARENTS AND TEACHERS.  THE SCHOOL 

RESERVES THE RIGHT TO REGULATE THE ATTENDANCE OF STUDENTS WHO ARE ILL. 

A Note about Antibiotics: If your Student is prescribed antibiotics (for any 
reason) your Student needs to complete 24 hours of the medication 
before returning to school.  

A Note about colds:  While it may seem like your Student is often sick 
with a perpetual runny nose, their immune system is gaining strength.  
Usually your Student is most contagious before they present with any 
symptoms and for the first day or two, while their mucus is still clear.  
Ideally, this is the time to keep your Student home.  We have found that 
Students who remain at home engaged in low-level activities recover far 
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sooner than their classmates who are not afforded this opportunity.  It is 
also a kind way to spare the community of your Student’s illness. If your 
Student has a cold, but is not too sick to be in school, it may be prudent 
to plan that school be the only activity of the day, so that your Student 
has plenty of down time.  While Students may seem full of energy at 
home, being at school is very draining, and down time becomes 
important in supporting your Student’s energy level while they are at 
school. 

A Note about Vomiting and Diarrhea: We have had intestinal viruses 
infect Students in the past. We insist that your Student be removed from 
the community after one diarrhea bowel movement if there is a known 
intestinal illness being passed around and require that your Student not 
return to school until 36 hours from their last episode of vomiting or 
diarrhea has elapsed. All soiled clothing will be sent home with your 
Student. 

Abuse & Neglect 

Under Oregon Law, the School and the School staff are mandatory 
reporters required to report suspected incidents of child abuse and/or 
neglect. See, Oregon Revised Statute 419B.005. 

Media 

Publicity/Photo Release 

Unless Parents otherwise opt-out, you grant permission for The School to 
use photographs or images of your Students for advertising and/or 
promotion of the School in news media brochures, web, and/or displays 
used during Parent activities or open houses. Additionally, images of your 
Student may be used in teacher training manuals or material for 
educational purposes and may be published in educational journals.  The 
School will never use your Student’s name on these materials without 
first seeking your express written approval.  

To Opt-out of Publicity/Photo Release please initial here:  ________  

If you choose to opt-out, no individual photos of your Student will be used 

in any of the described media.  However, in the event that a group photo 

which contains your Student is used, the School will ensure that your 

Student’s face or any other distinguishing bodily features are obscured to 

the extent that they are reasonably calculated to prevent identification. 
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Use of Media 

There may occasionally be viewing of a G-rated movie as a treat for the 
students.  Please contact the administrator if you do not want your 
student to participate. 

The School does not regularly use electronic devices in the classroom, 
with the exception of smartphones or tablets which are used for the 
camera function and documentation only. Due to safety and privacy 
concerns, parents are not permitted to bring electronic devices to into 
the facility.  Further, the School staff are prohibited from prolonged 
engagement in electronic devices on school grounds.   

Do not hesitate to contact us in person, by phone, or email should you 
have any questions about any of the policies or information outlined in 
this handbook.  We are so pleased to be a part of your child’s life and 
look forward to learning and growing together. 

This Handbook, together with any documents referenced herein, 
constitute the entire agreement between the Student’s Parent with 
respect to the actions and policies of Busy Hands Montessori, LLC.  By 
signing this Handbook, parents acknowledge that they have read and 
understand the provisions of this Handbook and agree to be bound by 
its terms.  As consideration for this agreement, the school agrees to 
enroll the student provided the parents pay all applicable fees and 
tuition in a timely manner.  The provisions of this Handbook shall 
survive any termination of the Student.  This Handbook is severable and 
shall survive in whole regardless if a single provision is found to be 
unenforceable.  The signature of one Parent shall be construed to mean 
that each parent, step-Parent and/or guardian expressly acknowledges 
its understanding of and agreement to the terms herein.  The parties 
agree that any dispute between the parties must be resolved through 
binding arbitration under the laws of the State of Oregon County of 
Washington with the Arbitration Service of Portland.  

 

___________   ____________________________ 
Date    Parent’s Signature 

 
    ____________________________ 
    Parent’s Printed Name 
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DUPLICATE PUBLICITY/PHOTO RELEASE  
TO BE MAINTAINED IN SCHOOL FILE 

(PLEASE SIGN AND RETURN TO THE SCHOOL ADMINISTRATOR) 

 

Media 

Publicity/Photo Release 

Unless Parents otherwise opt-out, you grant permission for The School to 
use photographs or images of your Students for advertising and/or 
promotion of the School in news media brochures, web, and/or displays 
used during Parent activities or open houses. Additionally, images of your 
Student may be used in teacher training manuals or material for 
educational purposes and may be published in educational journals.  The 
School will never use your Student’s name on these materials without 
first seeking your express written approval.  

To Opt-out of Publicity/Photo Release please initial here:  ________  

If you choose to opt-out, no individual photos of your Student will be 

used in any of the described media.  However, in the event that a group 

photo which contains your Student is used, the School will ensure that 

your Student’s face or any other distinguishing bodily features are 

obscured to the extent that they are reasonably calculated to prevent 

identification. 

___________   ____________________________ 
Date    Parent’s Signature 

 
    ____________________________ 
    Parent’s Printed Name 

 

Name of Student(s): _____________________________________ 


