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A Foundation for Life:
Your Child and A Village Green Montessori

GOALS

We believe that parents and the environment they create at home are the chief educational 
influences in the life of a child. At home, children learn everything from how to take their first 
steps to singing the alphabet…and so much more! As a school, we want to enhance those 
experiences and to create a partnership through which we help your child on their journey to 
learning and self-discovery. 

Dr. Maria Montessori believed that each child has their own unique potential—a drive to explore 
and to uncover who they are through life’s experiences. It is our goal to help your child become a 
creative, competent human being—one who is fully aware of oneself, of others, and the world 
outside the home and classroom. We strive to foster a lifelong love of learning, while nurturing 
each child’s independence, confidence, concentration, intrinsic motivation, perseverance, and 
habits of inner discipline. 

To realize these goals, we have created a school where children can be themselves in an 
atmosphere of freedom, responsibility, and mutual respect. A Village Green Montessori (VGM) 
is a place where little ones will come joyfully and become absorbed and interested in their 
learning. May this handbook be your invitation to join us in this educational adventure.

THE MONTESSORI APPROACH

The Montessori method of education is based on the observations and discoveries of Dr. Maria 
Montessori. She was the first woman physician in Italy, graduating from the University of Rome 
in 1896. Through years of careful observation, Dr. Montessori created materials and activities 
designed to support the unique development of each child. She recognized that when given a 
thoughtfully prepared learning environment, children flourish and naturally love learning!  

Montessori education is designed to help each child reach their fullest potential. The Montessori 
materials provide hands-on experiences that foster concentration, coordination, independence, 
and a concrete understanding of academic concepts. The classroom environment allows children 
to develop at their own pace, while also cultivating respect and awareness of others. 

In order to maintain a happy, healthy, and orderly learning environment for the children, we ask 
for parents’ partnership and support in following our school’s policies.
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GENERAL INFORMATION

Our academic year runs from late August through early June. For the most part, we follow the 
District 70 calendar. We also offer a six-week summer camp program. To meet the needs of our 
families, our school offers a variety of scheduling options. Half-day (morning or afternoon) and 
full-day programs are available for preschool and kindergarten. Regular school hours are from 
8:30 AM—3:30 PM, with Early Bird and After School Club options beginning at 7:30 AM and 
ending at 4:30 PM. We accept applications for our toddler classrooms (2 and early 3-year-olds) 
and our mixed-age, primary classrooms (3–6 year-olds). 

ENROLLMENT PROCEDURE 

A Village Green Montessori School admits students of any race, color, national and ethnic origin, 
provided VGM can meet their needs. VGM does not discriminate on the basis of race, color, 
national or ethnic origin in administration of its educational policies. We respect and welcome 
diversity at our school.

Interested parents are invited to tour the school, meet the staff, and review and complete an 
application for admission prior to enrollment. Upon receipt of the completed application and 
registration fee, placement will occur on a first-come, first-served basis during our open 
enrollment period. A priority enrollment period occurs in January for currently enrolled students 
and any new members of their family. Prior to a child’s attendance, all required forms are due 
into our office and checked for completion. The necessary paperwork includes, but is not limited 
to:

• Application for Admission
• Enrollment Contract
• Permissions and Consents Form
• Medical Release
• Transportation Authorization 
• Child Health Examination Form
• Intro to Child Form
• Parent Handbook Acknowledgement
• DCFS Licensing Standards (if enrolled in toddler program)    
• Copy of Child’s Birth Certificate (if enrolled in toddler program)
• Late Pick Up Policy (if enrolled in toddler program)

If your child has Allergies, we require:
• Completed Allergy Forms
• Medication or devices (i.e. EpiPen) in the original package with the label if required by a physician

If your child is a Kindergarten student at VGM, we also require:
• Dental Exam Form
• Vision Form
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ARRIVALS AND DISMISSALS 

Full-day and morning half-day session children may arrive at school any time between 8:30 AM–
9:00 AM. Children attending the afternoon half-day session should arrive at 12:30 PM 
(or 11:30 AM if your child is scheduled to have lunch at school).

While under our staff’s supervision, children are expected to stay in line and walk while in the 
parking lot. We ask you to support us by ensuring that your child follows the same “parking lot 
rules” while they are under your supervision. This consistency from teacher and parent/caregiver 
will provide your child with ultimate safety.

Parents/caregivers are responsible for dropping off children promptly at the classroom door or 
the designated arrival location. At arrival, all children must be walked into the building and 
brought to their classroom door or designated arrival location. Please verbally check your child 
in with one of their teachers. 

Children are not to be dropped off in the hallway or outside the building and allowed to walk in 
by themselves. Please do not allow your child to run in the hallways or to use the elevator 
without being accompanied by an adult.

When picking up your child for the day, the same procedure is to be followed. Verbally check 
your child out with one of their teachers. Promptness is imperative as our teaching staff has other 
obligations after class. Established dismissal times are 11:30 AM, 12:30 PM, and 3:30 PM. After 
School Club dismissals are at 4:00 PM and 4:30 PM. Late parents/caregivers will be charged a 
late fee ($15.00 for every 15 minutes past dismissal time). 

If someone other than the designated person(s) is to pick up your child from school, please send 
written notification to the school office and copy your classroom’s email. If you need to have 
someone pick up your child on a regular basis, please add their contact information to your 
child’s Transportation Authorization Form.

Parents who may at some time need care outside of their child’s scheduled time should make 
arrangements through the school office. We will do our best to accommodate your needs.  

OUTDOOR ARRIVAL AND DISMISSAL PROCEDURES
 

When picking up children from the park, courtyard, or tot lot, please make sure children stay 
safely with their teacher until you are within reach to hold your child’s hand. Please verbally 
check out with your child’s teacher.  

When picking up or dropping off at the park, make sure to use the stairs ONLY.  Please do not 
use the handicap ramp or allow your child to exit from there as this is not allowed during school 
(persons with disabilities or strollers only please). 

If your child is in line with their class and walking to or from outdoors, please do not attempt to 
pick them up from the line. Instead, wait until they are safely at their destination. Teachers are 
working to keep the children in line and walking safely with a partner or in a single file line. 
Attempting to check a child in or out would take the teacher’s attention off the entire group. 
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Following these rules helps the VGM staff with keeping the children safe and accounted for at all 
times.

STUDENT RECORDS

Each child enrolled at VGM must have an updated school record with all state and VGM 
required forms. This file is confidential and will be shared with staff members only as required to 
meet the needs of the child.

Parents are asked to review contact information as needed or on a yearly basis. Medical records 
are required to be updated annually or whenever the child’s immunization or health status 
changes.

Upon graduation or withdrawal of the student, a copy of your child’s complete file may be 
requested in writing. School Districts’ requests for documents will require written permission for 
release by the parent.

CLASS ENROLLMENT LISTS

Class enrollment lists are available in Transparent Classroom. This list includes the child’s name, 
address, the names of the child’s parents, phone number, and email addresses. If you do not wish 
this information published regarding your child,  please notify the office immediately. Otherwise, 
your child’s name and pertinent information will be included in the Transparent Classroom 
Directory.

CLASSROOM PHOTOS

Pictures and videos of children are taken from time to time during classroom time or special 
events. The school sometimes uses these photos for advertising purposes. Children’s names are 
never identified. If you do not want photos or video of your child used, please indicate this on 
your Permissions and Consents Form at the beginning of the school year.

ATTENDANCE

If your child is absent for any reason, please notify the office via email at 
vgmschool@icloud.com AND copy your child’s classroom email: vgmgreenroom@gmail.com, 
vgmorangeroom@gmail.com, vgmyellowroom@gmail.com, vgmblueroom@gmail.com, 
vgmrainbowroom@gmail.com. 

After missing a day due to illness, parents often ask us if their child can make up that day(s).  
Unfortunately, we are not able to accommodate this request. Each classroom session is full to 
capacity every day of the week.

 

TUITION PAYMENTS, REGISTRATION, AND FEES

An annual application fee of $200 is payable upon enrollment and annually when the child is re-
enrolled for the new school year.
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Tuition installments are due on the first day of each month, May 1st and then August 1st through 
April 1st. There will be a $50.00 service charge for any late payments made after the 5th of the 
month. The school makes every effort to provide quality educational programs and counts on 
each family to uphold its yearly contractual agreement to make their payments on time, as 
specified in the contract, so that the school can meet its financial obligations promptly.

If you are experiencing a financial problem and are unable to pay your tuition on time, please 
notify the school office. Special payment arrangements can be made with the school office.

EXTRA CHARGES

Late Tuition Payment (if received after the 5th) $50.00 
Extra Care $15.00 per hour
Late Pick Up $15.00 for each 15 minutes late
Schedule Changes $25.00 each

EXTRA CARE

If you would like to request for your child to attend for additional time at school outside of their 
regular schedule, an Extra Care Form is required. Please notify the office 24 hours in advance 
(unless there is an emergency). Your child’s teacher will need to give final approval based on 
space availability, at which point you will receive an Extra Care Form via Transparent 
Classroom. The extra care rate is $15.00 per hour.

SCHEDULE CHANGE REQUESTS

Schedule change requests must be submitted via a Schedule Change Form. Please know that we 
make every attempt to accommodate our parents’ requests. However, schedule changes should be 
made prior to the 1st of the month and are not always possible due to space limitations. Since 
VGM classrooms tend to fill, please make every effort to consider your family’s schedule 
thoughtfully when enrolling. A $25.00 schedule change fee is required along with classroom 
approval.  Schedule changes will occur on the 1st of the month.

ADDITIONAL DAYS/HOURS

The Director must approve any schedule changes or additional days in advance. Switching of 
scheduled days is not permitted. The addition of hours and days are based upon ratio 
requirements and may not always be available.

RELOCATION

A 90-day notice is required in the event a family moves more than 15 miles away from our 
school location.

LIABILITY INSURANCE COVERAGE

A Village Green Montessori of Libertyville, IL carries Commercial General Liability Insurance. 
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CHILD SAFETY

 
ACCESS TO PARENTS

It is imperative that we are able to reach at least one parent immediately if an emergency arises 
during the school day. Please notify the office promptly if your phone number, address, or email 
address changes so that we always have your current contact information.

PARENT ACCESS

A parent of a child enrolled at VGM shall be permitted free access, without prior notice, 
throughout the school whenever the child is in attendance. In cases where Family Court or other 
legal entities have established visitation or custody rights, a copy of the orders must be provided 
to VGM. The orders of the court will be strictly followed unless the custodial parent requests a 
more liberal variation of the court order in writing.

SECURITY SYSTEM

VGM has a key fob security system. New families should stop in the VGM office on the first day 
of school to pick up your 2 security fobs. Key fobs will allow entry through VGM’s main entry 
glass door and the fire door at the bottom of the stairs which leads to the hallway. If you 
accidentally forget your key fob, call the school office at 847-281-9911 for entry. If there’s no 
answer at our main number, call 847-636-6094.

Each key fob is registered to the individual’s family and records each time you enter the 
building. If there is another person entering the building behind you who you do not recognize, 
let them use their own key fob. No one should feel offended. The is the proper procedure to keep 
our children safe and the reason for installing security. The security system is only as good as its 
users. Please help VGM stay secure.

Please note a replacement fee of $50.00 will be charged for lost key fobs. Families can request an 
extra key fob if needed for a caregiver for an additional fee of $50. You will receive the extra fob 
once payment is received. This fee will be credited back to your account once the key fob is 
returned. All key fobs must be returned upon graduation or when your child leaves VGM.

The Rainbow classroom is located in the first hallway on the left, just past the elevator. The 
Yellow, Blue, Green, and Orange classrooms are located inside the two wood doors from the 
hallway. The wood doors remain closed and alarmed, except during arrivals and dismissals. If 
you arrive outside of our arrival and dismissal times and the wood doors are closed, please ring 
the doorbell to the right of the doors and our office staff will let you in.

VISITORS

Visitors are asked to schedule appointments and are allowed in school areas at the discretion of 
the Director. A staff member shall accompany visitors at all times. Any adult without a child in 
attendance shall be logged in. The log shall include the person’s name, address, purpose of 
visiting our school, and the times of their visit.  
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TRANSPORTATION/RELEASE OF CHILDREN

Transportation is the responsibility of the parents. Class enrollment lists are available when class 
begins to assist those wishing to form a carpool. A Transportation Authorization Form is also to 
be completed for persons you wish to grant permission to pick up your child. Please be sure your 
emergency contacts are also listed on the Transportation Authorization Form. Children cannot be 
dismissed to persons not listed on the Transportation Authorization Form without WRITTEN 
notification. A photo ID is required to verify identity at pick up.

REPORTING SUSPECTED CHILD ABUSE

We are required by the State of Illinois to report any and all instances of suspected child abuse or 
neglect. When a staff member has information or evidence of suspected child abuse, the Director 
will be informed, and the Illinois Department of Children & Family Services (DCFS) is 
contacted and given this information.

EMERGENCY CLOSINGS

VGM’s policy is to follow District 70’s closing schedule for snow days. In the event of closings 
due to extreme cold, we will make every effort to open on time and remain open. However, it 
may become necessary for the school to cancel classes or delay opening. Parents should check 
our website and email for information on closings and delays.

Should parents be prevented by weather conditions from reaching their children, the staff will 
care for the children and maintain proper staff-child ratio until the parents reach the school.

Due to the short window between the end of school and the opening of summer camp, VGM is 
not able to make up snow days. Teachers need this time to prepare classrooms and materials so 
that camp can start on schedule.

In the event of an emergency evacuation of the building, the staff-child ratios will be maintained, 
and parents may pick their children up at a nearby location. Each staff member will carry 
emergency contact information and class attendance records. Parents will be contacted by phone 
or email and given the pick up location.

HEALTH & WELLNESS

WELLNESS POLICY

The Director and VGM staff do all we can to promote a healthy environment for your children. 
Our teachers make sure children wash their hands before eating, after art projects, after toileting 
and diapering, after coming in from outside, and after wiping their nose, sneezing, or coughing.  
Our staff washes their hands before serving meals and snacks, and they wear gloves when 
serving food. Our staff also wears gloves while diapering or assisting a child with toileting and 
when coming into contact with any bodily fluids. We disinfect our Montessori works and toys on 
a regular basis.
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These policies, together with your cooperation in keeping your child home when they are 
showing symptoms of illness, will help limit the spread of illness throughout the school. By 
maintaining a healthy environment and reasonable health policies, all our children will benefit.

 
 VGM’S HEALTH POLICY

Contagious Illness Symptoms: 
• fever of 100.4 degrees Fahrenheit or higher
• cough
• shortness of breath or difficulty breathing
• new loss of taste or smell
• sore throat
• undiagnosed rash
• muscle or body aches

• fatigue
• headache
• vomiting
• diarrhea
• runny nose or congestion in combination 

with any of the other symptoms listed 

Please keep your child at home if they show ANY signs of illness to safeguard their health and 
the health of the other children. Children should return to school when they are feeling well 
enough to participate in all school activities, including outside play. Requests made to keep 
children inside the building during our outdoor time will not be honored.

Please notify the school office at vgmschool@icloud.com AND copy your child’s classroom 
email if your child is diagnosed with ANY contagious illness or if your child will be absent.

COVID, FLU, RSV
If your child has tested positive for COVID, flu, or RSV, please be aware that it may take up to 7 
days before your child is ready to return to school. Keep in mind preschoolers are particularly 
susceptible as their immune systems are just developing. As a safeguard, please keep your child 
home for at least 48 hours after all flu symptoms have subsided. 

If there are more than 2 positive cases of COVID, flu, or RSV in one classroom pod, VGM 
reserves the right to require a negative test from all students before returning to school.

OTHER CONTAGIOUS CONDITIONS
Children diagnosed with other contagious conditions such as lice, pink eye, or strep throat 
should remain at home for a minimum of 24 hours after medication or treatment has begun. In 
the event of lice, a professional must certify your child is free of all stages of lice before 
returning to school.
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COVID POLICY

Student with a positive COVID-19 exposure to a household member

• Student must stay home for at least 5 days.

• Student can return to school masking continually and properly for the remaining 5 days of 
the total 10-day quarantine (days 6-10), with providing the VGM office a negative 
COVID-19 test on day 6 prior to coming to school. Test must be submitted to 
vgmschool@icloud.com with the student’s name and date of test. The student must stay 6 
feet apart from other individuals while eating or drinking when a mask cannot be worn. If 
student tests positive, the individual must begin the isolation procedure below.

Student tests positive for COVID-19— Isolation

• Must Stay Home- If student tests positive for COVID-19, the individual must isolate for at 
least 5 days regardless of vaccination status. 

• Day 0 is the first day of symptoms or a positive viral test. Day 1 is the first full day after 
symptoms develop or day after test specimen was collected. 

• If symptoms improve and there is no fever for 24 hours, the positive individual can return 
to school on day 6 only if a mask can and will be worn properly for days 6-10. The student 
must stay 6 feet apart from other individuals while eating or drinking when a mask cannot 
be worn. If a mask will not or cannot be worn, the individual must complete 10 days of 
isolation. 

HEAD LICE POLICY

Individuals suspected of having live head lice or nits will be checked by a staff member. If a 
student is suspected to be positive, the student will be sent home with information for the parents 
or guardians regarding treatment and control measures. A student may return to school only 
when the parent or guardian obtains a note from their private health provider or a professional 
lice removal technician and submits it to the office. 

• In the event a student has a suspected case of head lice, a checklist will be sent home with 
the student.  

• The student may return to school once they have been seen by a professional, treatment 
has been given (if needed), and a note from their doctor or a professional lice removal 
technician is submitted to the office.

• When an instance of head lice is discovered in a particular classroom, a general notice 
shall be sent to the parents or guardians of the class alerting them to the fact that a case(s) 
of head lice has been discovered.

• VGM does not conduct routine head checks.

• Once the child returns to school with the physician’s or technician’s note stating they 
have been treated, we do not do rechecks unless they show symptoms, such as head 
scratching, again.
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• If VGM has been notified of several cases of lice in any particular classroom, we will 
notify you of an all-class scheduled check.

• Please note that early detection is key. By checking your child thoroughly upon any 
notification of lice in the classroom, we work together to avoid reoccurrence in our 
classrooms and school.

HEALTH REQUIREMENTS

1. Parents or emergency contacts listed are required to pick up the child immediately if they 
become ill during class time, as the school is not equipped to care for ill children.

2. VGM requires that each child be examined by a physician within 6 months prior to 
entering school and that all immunizations be up to date. The medical report must be 
submitted to the school office. Parents requesting a religious exemption to required 
immunizations must submit to the school office a completed Illinois Certificate of Religious 
Exemption to Required Immunizations Form signed by your child’s health care provider. A 
separate form is required for each child.

3. VGM is required to file a report with the Department of Health within 24 hours in case of 
communicable diseases. If a child has not been fully immunized to these diseases due to the 
child’s age, medical condition, or religious exemption, they will be excluded from the school 
during the outbreak of a vaccine-preventable disease, as directed by the state department of 
health.

Reportable diseases include but are not limited to:

• Chicken Pox (Varicella)
• Covid-19
• German Measles
• Giardiasis
• Hand, Foot, & Mouth   
   cluster or outbreak

• Hepatitis A, B, & C
• H1N1
• Lyme Disease
• Measles
• Mumps
• Polio

• Rubella
• Salmonellosis
• Shigellosis
• Spinal Meningitis
• Tuberculosis
• Whooping Cough 

All parents will be informed in writing if a communicable disease is reported.

MEDICATION PROCEDURES

Only medication prescribed by a doctor and in the original prescription container will be given at 
school. A Permission to Dispense Medication Form, a Medication Dispensing Information Form, 
and a Physician’s Authorization Form all need to be filled out and signed upon arrival at school. 
These forms will be emailed to you if needed. Medication must be dropped off at the school 
office, not the classroom or with teaching staff.

General Guidelines

• Medication must be for a specific purpose.
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• Medication must state the dosage and when it is to be administered. It will not be given “as 
needed”. The only exception is emergency medication, such as medication to counteract an 
allergic reaction, asthma/reactive airways, or seizure medication.

• Every medication must have a child’s first and last name printed on the bottle/box.

• Medications shall be labeled with a full pharmacy label in its original container.

• Medication must not be expired.

• Siblings cannot share medication. 

• Medications must be stored in the Director’s office, with the exception of allergy or seizure 
medications that are stored in the classroom first-aid backpacks.

• Over-the-counter medication and topical creams (sunscreen, diaper cream) shall be clearly 
labeled with child’s first and last name and shall have written permission provided by the 
parent.

• Other than noted exceptions, medications must be taken home daily.

Allergies That May Require Medication

Allergy Forms must be completed for allergy medication and must remain on file (required for 
EpiPens). A copy of the Physician’s Authorization Form must be kept in the child’s file and with 
the medication. This medication may remain at school overnight. When it is determined that a 
child is in need of this emergency medication, a staff member will contact the parent, complete a 
Medication Administered Notice, and have the parent sign it. Parents will be asked to update 
their Allergy Forms each school year.

Daily Medication Required for Specific Conditions

A doctor’s note stating the illness or condition, medication dosage, and possible side effects of 
the medication must be on file. A Permission to Dispense Medication Form, a Medication 
Dispensing Information Form, and a Physician’s Authorization Form all need to be filled out and 
signed. Copies of the Physician’s Authorization Form must be kept in the child’s file and with the 
medication. This medication may remain at the school overnight. A medication log for a child 
will be completed each time the medication is given. The medication log must be kept under 
separate cover to ensure the child’s privacy. Authorization forms must be updated as needed or 
every school year.

Topical Medications and Creams

If a child requires an over-the-counter topical medication, ointment, diaper cream, lotion, 
sunscreen, etc., these must be labeled with the child’s first and last name. The parent must 
complete an Authorization Form for each type of topical product. This authorization is good for 
the school year. If diaper ointment is applied, it will be noted on the child’s daily log. These 
ointments and lotions must be placed in a designated container in the teacher closet or cabinet 
and may remain at school overnight.
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Parent Responsibilities

• Complete all necessary authorization forms. Forms must be completed for each medication 
to be administered.

• Make sure to complete the necessary forms in their entirety. No medication can be given 
unless the forms are complete.

• Your forms must be dosage and time specific. The medication will be given only for the 
dates indicated on the form.

• Authorization forms need to be completed for each new cycle of medication(s).

• Turn in your authorization forms and your child’s medication(s) to the office staff.
Teaching staff cannot accept medications.

• Whenever possible, medication should be administered at home.

School Responsibilities

Director and office staff or their designee is responsible for checking the medication logs and 
dispensing the medication.

Before giving any medication, the staff member must:

1. Verify that the information on the Physician’s Authorization Form and the actual 
medication are consistent.

2. Verify that the name on the medication is the name of the child for whom it is indicated on 
the form.

Each time medication is given, the designated staff member must complete the Medication 
Administered Notice documenting the date, time, and dose of medication given. This will be sent 
electronically to the child’s parent(s) via Transparent Classroom, and a hard copy will be handed 
to the parent or caregiver at pick up.

INJURIES 

If a child is injured at school, the parent will be notified by an Injury Report Form via 
Transparent Classroom. Parents will be called by the school at the time of any significant injury 
(see procedures below).

EMERGENCY MEDICAL PROCEDURES

For rare instances when a child requires additional medical treatment, immediate action will be 
taken. The immediate needs of the child will be met by a staff member while another staff 
member contacts the Emergency Medical Services (EMS). Once medical services are en route, 
the parents will be notified. The EMS team will then assess the situation and determine where the 
child will receive the next level of treatment if needed. In an emergency, the child will be 
transported by ambulance to the nearest hospital or emergency room (Advocate Condell Medical 
Center in Libertyville), and the parent will be contacted to meet an accompanying staff member 
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at that facility. It is crucial that your child’s emergency contact information be kept up to date at 
all times. 

NOTE: A child cannot be transported for care or receive any emergency care at school unless the 
Medical Treatment Release has been granted and signed. This release is included in your 
Permissions and Consents Form in Transparent Classroom.

SCHOOL CLEANING SCHEDULE

Cleaning and sanitizing procedures are in place to minimize the risk of illness. The procedures 
occur on a daily, weekly, and monthly basis. They include, but are not limited to:

Daily sanitizing:

• All toddler toys used that day
• All tables, chairs, and shelving
• Floors in all classrooms
• All bathrooms and food prep areas

Weekly sanitizing:

• All non-wooden preschool toys and manipulatives
• All cots, sheets, pillowcases, & blankets
• All trash cans and waste receptacles

Monthly sanitizing:

• Shelving and food storage areas
• Window ledges and walls

Quarterly use of sanitizing system on:

• All windows & all carpeting

SMOKING

Smoking is prohibited in the building or on the grounds of the school.

SCHOOL DAYS

VISITING THE CLASSROOM
 

One of the best and most delightful ways to learn about the Montessori approach to education is 
to observe a class in session. All parents are invited to come and see their child at work as they 
interact with the Montessori materials and their classmates. We encourage you to schedule a time 
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to observe your child during the course of the school year. Visitation appointments can be made 
through the school office between November 1st and May 1st of each school year. 

CLASSROOM ENVIRONMENT 

Many parents and visitors often observe that our classrooms are quiet and peaceful while the 
children are busily working and involved in a multitude of activities. The teachers work very 
hard to set a good example for the children by using a soft “inside voice” and moving in a quiet, 
graceful manner. We discipline ourselves to slow down our movements and use a quiet voice 
knowing that the children will follow our lead. This has proven to be a very effective way of 
creating and maintaining a peaceful environment where the children are able to concentrate. 
Thus, an abundance of learning can occur. 

We ask that parents follow our lead as well. Whether you are dropping off or picking up your 
child, or volunteering in the classroom for a special activity, please use a soft voice and move 
slowly in the classroom. Your support helps us maintain the calm, respectful environment that is 
essential to the Montessori experience.

SPECIALS 

It is important to note that our primary focus is educating your child using the Montessori 
methods and materials. In addition, VGM offers a variety of special classes as enrichment to the 
Montessori curriculum from October through May. This year, the specials include Science, Yoga, 
Fitness, Music, and Spanish. Depending on your child’s scheduled days and times at VGM, your 
child may participate in some or all of these special classes. 

Please keep in mind that all specials are offered as part of VGM’s curriculum and, as such, their 
costs are covered by the school. Specials are scheduled based on teacher availability and rotate 
throughout the classrooms. Due to our flexible scheduling options, all specials are not available 
for every child. 

Our specials are designed to offer children a taste of extracurricular activities but not intended to 
replace them. Our hope is that our special classes will spark new interests while also exposing 
the Montessori child to learning in a whole-group setting. We hope you will continue to pursue 
your child’s individual interests and explore them together outside of school.

CLOTHING

General Clothing Guidelines

In order to create an optimal learning environment, ensure your child’s safety, and encourage 
your child’s independence, we kindly ask you to adhere to the following clothing guidelines:
 
1. Children should wear closed-toed, well-fitting shoes to run around in. Gym shoes are highly 
encouraged. No heels, party shoes, or flip-flops please.
   
2. Children should wear non-distracting attire in the classroom. No costumes, hats, tiaras, or 
unicorn headbands please.
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3. Children should wear clothes they can easily manage when going to the bathroom. Please no 
overalls, leotards, tutus, one-piece rompers, and puffy dresses because they are very difficult for 
children to manage independently and efficiently.
 
4. Children should dress appropriately for the weather.

5. Children will be painting, coloring, playing outside, etc. Avoid dressing them in nice clothing.

Winter Clothing

It is our policy to take the children outside every day unless it is very cold or raining. Our policy 
is to go outside if it’s 20 degrees and sunny or 30 degrees and up. Please make sure your child is 
prepared to go outside every day with the rest of their class. All students’ winter outerwear 
should include a coat, hat, mittens, snow pants, and boots. When shopping, keep in mind that all 
these items should be easy for your child to put on independently. Please do not send gloves as 
children have great difficulty putting these on by themselves. Mittens (without zippers please!) 
are much easier for children to put on by themselves. We encourage you to have your child 
practice putting on their winter gear at home. On boot days, make sure your child has a dry pair 
of shoes to wear in the classroom.

*ALL clothing, including footwear (shoes and boots), should be labeled with your child’s 
  name. Permanent marker or sewn in labels are recommended.

Extra Clothing

Please make sure that your child has a complete, spare set of clothes each day, including 
underwear, socks, shirt, and pants. This can be kept in a labeled bag that stays on your child’s 
coat hook or in a plastic bag stored in their backpack. It is not uncommon for a child to have an 
occasional accident at school or to merely get wet while doing a water activity in the classroom. 
When children have on wet clothing, they are not only physically but emotionally 
uncomfortable. So out of respect for them, we always want to be prepared. Again, please label all 
items with your child’s name. 

In the toddler classrooms (Rainbow 1 and 2), additional sets of clothing and underwear will be 
required, especially when the child is potty training. 

PERSONAL ITEMS

Children are to keep toys, candy, gum, and other personal items at home. However, your child is 
allowed to bring an educational item from home on their designated Show-and-Tell day. 

CUBBIES & HOOKS

Each child will be assigned a cubby drawer in their classroom and a coat/backpack hook in the 
hallway. We teach the children to put their backpack on the small hook and their coat on the big 
hook. Boots or extra shoes can be stored under the bench beneath their hook. Please help us 
reinforce this organization system to keep our hallway tidy.
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HAND WASHING BEFORE SCHOOL

Prior to bringing your child to class, please have your child use the restroom and wash their 
hands with soap. This will ensure that any residue from food and contagion from home has been 
removed and will help avoid interruptions during lesson times.

BREAKFAST

A healthy, nutritious breakfast is a great way to start the day. We encourage our families to feed 
their children something substantial in the morning. The suggestions we make to parents include 
oatmeal, Malt-o-Meal, a healthy cereal, granola, Nutri-Grain, yogurt, eggs, cheese, fruit, and 
milk. Sugar cereals do not provide adequate vitamins, minerals, or protein. Additionally, we have 
found on countless occasions that sugared cereals, donuts, and sweet rolls served in the morning 
can have a negative impact on a child’s behavior. 

If your child attends Early Bird, they may bring a NUT-FREE breakfast. If your child does not 
attend Early Bird, please ensure that your child has finished breakfast prior to coming to school. 
Due to highly sensitive food allergies, we cannot allow outside food and beverages in the 
building.

VILLAGE GREEN IS A NUT-FREE SCHOOL

Due to life-threatening food allergies, VGM is NUT-FREE for snacks and lunches. While we 
know this may be inconvenient for some families, the risk of leaving residuals from nut foods in 
our classrooms is simply too large a risk. Children with severe or dangerous Peanut or Tree Nut 
allergies have reactions that could be sensitive to touch or even airborne in severe cases. Each 
exposure can differ in the severity of the allergic reaction. Please do not allow your children to 
bring open food items into the building, and do not allow them to eat in the hallways.

LUNCHES  

Mealtimes are important for children. They socialize, gain healthy attitudes toward new foods, 
and learn good manners. A catered, hot lunch program is available for all students or children in 
our 3–6 year-old classrooms can bring a nutritious, nut-free lunch from home. Please limit cold 
lunches to mostly healthy food. A small treat is acceptable; however, VGM’s policy is to have 
children eat their healthy food first. 

Please label your child’s lunch bag/box with their first and last name. At morning arrival, have 
your child place their lunch in their classroom’s lunch bin in the hallway. 

We require a NUT-FREE lunch to keep all our students safe. Please check the ingredient list 
of each food item you pack in your child’s lunch. 

*PLEASE DO NOT PACK THE FOLLOWING THINGS IN YOUR CHILD’S LUNCH 
DUE TO SEVERE FOOD ALLERGIES & CHOKING HAZARDS:

• Peanuts or Tree Nuts
• Nut Butters of any kind (no peanut butter, almond butter, Nutella, etc.)
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• Popcorn
• Marshmallows
• Hard Candy
• Meat or Fish with Bones
• Whole Grapes (please cut in half lengthwise or quarter)
• Whole Grape/Cherry Tomatoes (cut in half lengthwise or quarter)
• Whole Carrots or Carrot Rounds (cut into thin, short sticks)
• Whole Hot Dogs or Hot Dog Rounds (dice into small pieces)
• Large Chunks of Meat (dice into small pieces)
• Large Pieces of Dried Fruit (dice into small pieces)

SunButter is an acceptable alternative. Please clearly label your child’s lunch when SunButter is 
used because it is difficult to tell just by looking at it.

Also, please help us keep our classrooms clean by packing:

• Milk or juice in boxes with straws only (no open-spouted containers)
• Custard-style yogurt (no Go-gurt or drinkable yogurts) 

Foods that need to be cooked in the microwave are not permitted as we do not have enough 
microwave space for lunch preparation. 

We encourage the children’s independence so items that are easy for them to open are 
appreciated. 

 LUNCH PROGRAM FOR TODDLER CLASSROOMS

Our toddler classrooms (Rainbow 1 & 2) provide a catered lunch in compliance with the 
requirements of DCFS. We have chosen a catering company that adheres to the standards 
required for the Department of Children and Family Services as well as the Illinois State Board 
of Education. Menus will be posted on Transparent Classroom’s home page under school info 
and are available at www.tasteforkids.com. Hot lunch is also an available option for our 3–6 
year-olds.

REST TIME

Full-day 2 and 3-year-olds are required to lie quietly on their cots for approximately 1-1.5 hours. 
Quiet music is played, the lights are dimmed, and it is a period of relaxation for both nappers and 
non-nappers. Children who do not fall asleep during the initial quiet time are given the 
opportunity to select books to occupy themselves while their classmates rest. 

Although we make every effort to meet each child’s individual rest needs, it is difficult to 
guarantee a specific length of naptime or wake up time as a child’s rest needs vary with activity 
level, sleep patterns the night before, etc. It is equally difficult, and in opposition to our child-
centered program, to keep a child awake if they want to rest. VGM’s policy is that all 2 and 3-
year-olds rest.
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SNACK TIME 

Village Green provides morning and afternoon snacks. To offset the cost, parents are billed a 
snack fee of $100 for full-day students and $50 for half-day students.

SHOW-AND-TELL

Show-and-Tell begins in October and runs through the school year. Approximately once a month, 
your child will be assigned a Show-and-Tell day. Please note that there are not enough days in 
the month for every child to have a date assigned. If your child is not scheduled this month, they 
will definitely be scheduled the following month. A calendar will be posted in your child's 
classroom and in Transparent Classroom under “School Info” for your convenience. 

Feel free to provide an optional fresh fruit or vegetable snack for your child to share with their 
class on their Show-and-Tell day.

Show-and-Tell is an opportunity for your child to experience presenting something educational 
to their classmates and to share their interests or experiences which allows their classmates to get 
to know them better.

Examples of educational Show-and-Tell items include: 

• Favorite Books or Puzzles 
• Photos of family members, baby pictures, pets, or vacations 
• Educational Toys or Games 
• Souvenirs from Travels
• Cultural Items (this is an excellent opportunity to share your child's heritage) 
• Musical Instruments 
• Sports Uniforms and Gear 
• Any item that allows your child to share knowledge or demonstrate something of interest

*Children should bring ONE item or a small collection of related items.

If you know in advance that your child will be absent on their assigned day, you are welcome to 
reach out to another parent in your child’s class to arrange to trade days with their child. If you 
do trade, please let your child’s teacher know. 

If your child is unexpectedly absent on their assigned day, please email the office and we will try 
to make sure that your child is included on the following month’s schedule. Rarely is it possible 
to make up a missed Show-and-Tell day in the same month because other children are already 
scheduled.

FIELD TRIPS 
* ONLY FOR 3–6 YEAR-OLD CLASSROOMS *

VGM will typically schedule two field trips (one in house and one offsite) per school year. The 
Kindy 5 Club will also participate in a few walking field trips around town.
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If a field trip  is scheduled on a day that your child does not attend school, your child is invited to 
attend the field trip portion of the day. A general field trip permission form and medical release 
form is signed at the beginning of the school year so you do not have to fill one out at the time of 
each individual trip. You will be notified about a field trip prior to the day of the trip. 

If you have not given permission for your child to attend field trips, it will be your responsibility 
to ask the office for a permission form prior to taking the field trip. If the permission form is not 
completed, your child will not be able to participate in the trip, and you will need to keep your 
child home that day. Regular classes will not be in session at school during the field trip since our 
staff will be attending the trip.

PARENT VOLUNTEERS 

Our Parent Teacher Organization (PTO) will be organizing events to promote classroom and 
school community. All parents are encouraged to volunteer to help at a special event or class 
party during the school year. We appreciate the help, and the children really enjoy parent 
participation in our festivities. If you are interested in being a room parent to help plan parties or 
special events, please email the office at vgmschool@icloud.com. 

You may also choose to share your job, a hobby, or something cultural with your child’s class. 
Please see your child’s teacher for scheduling.

BIRTHDAYS

Children will be assigned a Birthday Show-and-Tell day. At VGM, we celebrate with the 
children and their class by singing “The Earth Goes Around the Sun” and talk about each year of 
life and how the children grow and learn. Their Show-and-Tell item should represent something 
personal for your child.

In the past, we allowed a sweet treat to share with the class. However, we realized with the 
number of birthdays we have to celebrate, the kids were getting more treats on a weekly basis 
than some parents might prefer. Therefore, we have phased out birthday treats and ask that you 
save them for their parties outside of school. Instead, we encourage you to bring your child’s 
favorite fruit or veggie to share with their class.

No goody bags or gifts at school please. You may choose to purchase an optional birthday book 
for the class to share.

BIRTHDAY PARTY INVITATIONS  

To avoid hurt feelings, birthday party invitations can only be passed out at school if all children 
in the classroom are invited. If all students are not invited, the invitations should be sent by mail 
or email. Your cooperation is very much appreciated.

RELIGIOUS INSTRUCTION AND HOLIDAYS

Village Green Montessori is a non-sectarian school. There is no religious affiliation between the 
school and St. Lawrence Church. Children of all religions are accepted and attend our school.  
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All holidays are celebrated from a cultural perspective focusing on music, art, traditional foods, 
and dance.

TELEVISION/MOVIES/VIDEO GAMES

It is the school’s recommendation that any television program, movie, or video game which 
demonstrates ANY kind of aggressive or violent behavior, whether verbal or physical, should not 
be viewed by preschool-aged children. It has been observed by our staff while out on the 
playground that the children acting in an aggressive fashion are often imitating some character 
that they have seen in a show, movie, or video game. Please help your child in selecting viewing 
material that promotes kind and respectful behavior. Violent or aggressive behavior, artwork, 
and/or pretend play is not allowed at VGM.

LOST AND FOUND

There is a “Lost and Found” basket in our school hallway. If your child is missing something, 
please look there first. We appreciate parents checking the basket weekly and claiming any items 
that belong to your child.

BEHAVIOR POLICIES AND PROCEDURES

STUDENT DISCIPLINE PROCEDURE

An atmosphere of respect and order is maintained in the classrooms. Rules and expectations are 
carefully explained and shown to the children. A respectful tone of voice from staff members is 
always required. Redirection, choices, problem solving, and conflict management are to be the 
primary modes of discipline. Calling out a child in front of their classmates, shaming of any 
kind, and corporal punishment are absolutely unacceptable and not permitted at VGM.  

“Time Out” or a “Thinking Chair” is used sparingly and only when other methods have failed. If 
used, staff will adhere to the “age rule” (3 minutes for a 3-year-old, 4 minutes for a 4-year-old, 
etc.). Under any circumstance, children are always under adult supervision.

If any unacceptable behavior is noted, the child’s parent(s) will be involved in the following 
ways:

• The Director or lead teacher will notify the child’s parent verbally and discuss the child’s 
behavior.

• The lead teacher will document the unacceptable behavior (frequency and cause) and notify 
the parent(s) and Director of any ongoing issues. The documented incident report must be 
signed by the teacher and parent via Transparent Classroom and will be placed in the 
child’s file. 

• When behavioral problems are ongoing, the parent, teacher and Director will meet to 
discuss and work together on a plan that will help the child move towards more appropriate  
behavior.
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• The above plan will have behavior goals set for the child and will include a designated 
amount of time for the child to work towards having more positive, acceptable behavior. A 
follow-up meeting will be scheduled. This meeting will determine the next course of action 
and can involve a parent advocate for the child.

• If a child is deemed to be acting in a way that may endanger oneself or others or is creating 
a continuous interruption to the learning environment, then the child will be removed from 
the classroom. The parent will be called, and if deemed necessary, the parent will be asked 
to pick up the child. 

BITING POLICY

The goal of our policy is to ensure the health, safety, and well-being of all children and staff by 
addressing unsafe behaviors in a developmentally appropriate, supportive, and equitable manner. 

Biting is a developmentally appropriate behavior observed in children as they learn to cope with 
their feelings and environment. Biting occurs for a variety of reasons and is most common in 
children from nine months through thirty months old. Generally, children over the age of three 
have developed more appropriate ways to communicate. Therefore, when children over the age 
of three bite, our concern is heightened.

While biting during the toddler years is developmentally appropriate, it is upsetting to children, 
parents, and caregivers when it occurs. The school’s primary approach is prevention, supervision, 
redirection, and supportive intervention, rather than punishment. All responses will prioritize 
child safety, dignity, development, and clear communication with families.

If a child bites another child or staff member:

1. Staff will ensure the immediate safety of all children.

2. Staff will calmly separate the children and provide comfort to those distressed or hurt.

3. Staff will assess for injuries and provide appropriate first aid.

4. Staff will inform the Director as soon as possible.

5. The lead teacher will document an incident and injury report in Transparent Classroom. 
Confidentiality will be maintained by providing each family with a separate report. These 
reports must be signed by both the teacher and parent.

First Incident
• Parents/guardians are notified by phone the same day.

• Staff and the Director review the situation and begin monitoring for patterns or 
triggers.

• Families are informed that if another incident occurs, the child may need to be 
picked up for safety.

Second Incident
• The child is sent home for the remainder of the day.
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• A behavior support plan is initiated, including observation notes, strategies, and 
follow-up communication with parents.

• Parents are informed that a third incident will result in a short suspension while 
further supports are identified.

Third Incident
• The child is suspended for one school day.

• An in-person meeting with the Director, teacher(s), and parent(s) is scheduled.

The meeting will focus on:
- Reviewing triggers, patterns, and interventions attempted
- Identifying additional support strategies (environmental adjustments, 

communication tools, behavior supports, referrals if appropriate, etc.)
- Determining how the school and family will partner going forward

‣Only if all reasonable support strategies have been attempted and safety concerns remain, the 
Director may discuss temporary or permanent removal from the program. This step is taken 
with great care and in collaboration with the family.

VGM ANTI-BULLYING POLICY
Last Reviewed: 9/24/2025

Bullying is a behavior that intentionally causes emotional or physical harm to another person or 
group of people. Bullying is often expressed by the following behaviors: Spreading rumors, 
excluding, tormenting, pushing, kicking, physical contact, and teasing.

Prevention of Bullying
The following strategies may be used to prevent bullying: 

• Writing and implementing a set of school rules. 
• Using Art, Drama, or Music to build social and emotional intelligence in students.
• Using literature to increase awareness about bullying.
• Having frequent discussions about bullying and consequences.

According to 105 ILCS 5/27-23.7:

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

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

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

(3) Substantially interfering with the student's or students' academic performance; or
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(4) Substantially interfering with the student's or students' ability to participate in or benefit from  
the services, activities, or privileges provided by a school.

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

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

Bullying is contrary to State law and the policy of the non-sectarian nonpublic school and is 
consistent with subsection (a-5) of this Section [free exercise of religion]. Nothing in this Section 
is intended to infringe upon any right to exercise free expression or the free exercise of religion 
or religiously based views protected under the First Amendment to the United States Constitution 
or under Section 3 of Article 1 of the Illinois Constitution.

Initial Support for Victims and Families
• If bullying is suspected or reported, the incident will be dealt with immediately.
• A clear and precise account of the incident will be reported on an Incident Form by the lead teacher 

and reviewed with the Director.
• Parents will be kept informed.
• After consultations with all parties concerned, an appropriate action plan will be implemented.

Ongoing Support
• Staff will endeavor to restore self-esteem and confidence.
• Staff will model conflict resolution strategies within the classroom community.
• Staff will consistently engage in grace and courtesy lessons with students.

The following disciplinary steps can be taken:
• Official warnings to cease bullying behavior
• Minor fixed-term exclusion
• Major fixed-term exclusion
• Permanent exclusion
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TO REPORT BULLYING: 
Send an email to Ann Phillips, the Head of School, at vgmschool@icloud.com or call 
847-281-9911. Upon receiving a report of bullying, the school will investigate whether such 
reported act of bullying is within the permissible scope of its jurisdiction.

Response to Bullying Reports
In accordance with federal and state laws and regulations governing student privacy rights, the 
parents or guardians of all students involved in the alleged bullying incident will be notified. This 
includes any threats, suggestions, or instances of self-harm determined to be the result of 
bullying. Notification will occur within 24 hours of the school’s administration becoming aware 
of the incident.

As appropriate, the school will also inform families about the availability of social work services, 
counseling, psychological services, other interventions, and restorative measures.

The school will make diligent efforts to contact a parent or legal guardian using available contact 
information or any that can be reasonably obtained within the 24-hour period.

The school will promptly investigate and address the bullying report by doing the following:
(A) Make all reasonable efforts to complete the investigation within 10 school days after the date 
the report of the incident of bullying was received and taking into consideration additional 
relevant information received during the course of the investigation about the reported incident of 
bullying.

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

(C) Notify the Head of School or their designee of the report of the incident of bullying as soon as 
possible after the report is received. (If the person receiving the report is not the Head of School 
or administrator).

(D) Consistent with federal and state laws and rules governing student privacy rights, provide 
parents and guardians of the students who are parties to the investigation information about the 
investigation and an opportunity to meet with the Head of School or their designee to discuss the 
investigation, the findings of the investigation, and the actions taken to address the reported 
incident of bullying.

Reprisal or retaliation against any person who reports an act of bullying is strictly prohibited. 
Any individual who engages in such acts may be dismissed from the program.

Any individual who is found to have falsely accused another of bullying as a means of retaliation 
or as a means of bullying will receive appropriate interventions. Possibilities include classroom 
lessons surrounding bullying, lessons designed to build empathy, or in extreme cases, possible 
dismissal from the program. 

The Head of School or designee may implement interventions to address report of bullying. This 
includes, but is not limited to, social work services, restorative measures, social-emotional skill 
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building, counseling, psychological services, and community-based services. Additionally, the 
school shall provide the victim with information regarding services and other programs.

Policy Evaluation
The Board of Directors will review this policy annually and assess its implementation and 
effectiveness. The Anti-Bullying Policy is in accordance with policies of the Board of Directors 
and is consistent with the requirements set forth by the American Montessori Society. 

The policy will be promoted and implemented throughout the school. The policy shall be posted 
on the school website and is included in the staff and parent handbook. It is distributed annually 
to parents, guardians, students, and school personnel, including new employees when hired. As 
part of the process of reviewing and reevaluating the policy under subsection (d) of this Section, 
contains a policy evaluation process to assess the outcomes and effectiveness of the policy that 
includes, but is not limited to, factors such as the frequency of victimization; student, staff, and 
family observations of safety at a school; identification of areas of a school where bullying 
occurs; the types of bullying utilized; and bystander intervention or participation. The non-
sectarian nonpublic school may use relevant data and information it already collects for other 
purposes in the policy evaluation. The information developed as a result of the policy evaluation 
must be made available on the Internet website of the school. If an Internet website is not 
available, the information must be provided to school administrators, school board members, 
school personnel, parents, guardians, and students.

STUDENT DISMISSAL PROCEDURE

Students are admitted to Village Green Montessori for the full academic term, late August to 
early June. On the rare occasion that a child has difficulty adjusting to the Montessori 
environment, you will be notified by the school. A conference will be held to discuss how to best 
meet the needs of your child. A plan of action will be decided upon and implemented to assist the 
child in adjusting to the Montessori program. In the extremely unusual event that the child 
continues to have a difficult time adjusting, another conference will be held to discuss various 
alternatives to better suit the needs of the child. If all measures have been tried without success, a 
third conference will be held to discuss alternate programs to better suit the needs of the child. At 
this time, the child will be dismissed from the program. VGM is ready to partner with the new 
provider if needed, and we will be available to answer any questions they have about the child, 
with the parent’s permission.

Other reasons for dismissal include, but are not limited to:

• A parent is unwilling to meet and work out a behavior plan for their child.

• A parent demonstrates an unwillingness to comply with payment of tuition, medical 
policies, or other policies set forth by VGM.

Resources are available to help providers address the needs of a specific child and support the 
healthy development of all children in their program. Resources include:

• Developmental and social-emotional screenings for the child 
     More information: ExceleRate Illinois; Child Find Project
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• Consultation services from an infant/toddler specialist or infant/early childhood mental health 
consultant

     Contact: Child Care Resource & Referral agency or ISBE

• Referrals to Early Intervention (0-3) or Early Childhood Special Education (3-5) 
     Referral forms and information:  Early Intervention Clearinghouse;  ExceleRate Illinois

• Professional development trainings and other resources 
Child Care Resource & Referral agency, Gateways to Opportunity, Early Intervention Training 
Program, Early Choices, STARnet

• Consultation with child’s primary care physician

COMMUNICATION

It is our sincere desire to create and maintain a strong and open relationship between the school 
staff and our families. If you have any questions, concerns, or suggestions, we encourage you to 
voice them. Please feel free to share them with us at vgmschool@icloud.com. We always want to 
hear from you!

This email will be checked Monday through Friday during school hours. The appropriate VGM 
staff member will address your issue in a timely fashion. You may also contact the Director, Ann 
Phillips, directly at 847-281-9911.

VGM provides many opportunities for parents to receive information on the progress of their 
child as well as details on other general activities occurring from time to time. Examples of the 
types of communication that parents/guardians will receive include:

TRANSPARENT CLASSROOM/EMAILS/FLYERS/WEBSITE/SOCIAL MEDIA

Parents will receive emails or flyers with pertinent information which will give you a brief 
summary of the activities in each classroom as well as other information about the school. We 
strongly encourage you to check your child’s backpack and your email to read the school updates 
and notices. Special events and calendar updates will be discussed in these communications. 
Pictures and videos of your child in the classroom at work and play will be posted in Transparent 
Classroom and to VGM’s Facebook and Instagram pages for parents who have given consent.

Our website www.villagegreenmontessori.com and Transparent Classroom are excellent 
resources for school information, forms, emergency closings, and our Parent Handbook.   

VGM’S VIDEO LESSONS LIBRARY 

If you’re looking for indoor activities for your child on chilly or rainy days, days off of school, or 
when your child is home sick, please visit our video lessons library in Transparent Classroom. 
VGM’s video lessons library is a valuable resource created out of necessity during the brief 
school closures during COVID-19. Within this comprehensive library, you’ll find teacher-made 
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lessons in the core areas of the Montessori classroom: Practical Life, Sensorial, Math, Science, 
Cultural, and Language.

In addition to our academic video lessons, our library also contains valuable Social-Emotional 
lessons from the Fox and Trove Kindness Curriculum, along with The Incredible Flexible You 
Series. We also have story time videos of teachers reading aloud a variety of books, which 
children really enjoy. 

Our video lessons are categorized by subject and age-appropriateness for your convenience.

How to Access VGM’s Video Lessons Library
1.  Log into Transparent Classroom.
2.  Click “Home” in the left column.
3.  Click the “School Info” dropdown menu.
4.  Click “VGM Video Lesson Library.”
5.  At the bottom of the library spreadsheet are tabs for each subject area. Click on the desired subject  

tab. 
6.  Click on the lesson you’d like to view.

CONFERENCES

Parent-Teacher conferences will be held in the fall and spring of each academic school year. 
Additional conferences may be scheduled as deemed necessary by the parents and/or teachers. 
All parents are strongly encouraged to attend these conferences as they have proven to be very 
informative and beneficial as we work together to encourage your child’s growth and 
development.

INFORMATION BOARDS

Information boards located in the hallway outside each classroom and near the office provide 
information about upcoming school and community events. Please check the boards regularly for 
updates.

PARENT RESOURCES

Should your family require additional guidance, VGM has resources available to help you.  
Please see the Director to borrow from our adult library or to schedule a time to talk.
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HANDBOOK ADDENDUM: 
TODDLER ROOMS (Rainbow 1 & 2)

While the Rainbow Rooms are very much a part of the VGM community, there are some 
differences from the 3–6 classrooms and some topics that deserve special attention. We hope the 
information below answers many of your questions, but please feel free to speak to teachers or 
office staff at any time. 

Birthdays

To celebrate your child’s birthday (or half-birthday), please speak with a teacher and select a date 
to bring in a Show-and-Tell item that your child can share during line time. Also, feel free to 
bring your child’s favorite fruit or vegetable to share with the class as a birthday snack. Teachers 
will take care of washing and cutting, and the children love to help with this task. 

Clothing

An important part of our Montessori classrooms is guiding the children toward independence in 
self-care, including dressing. Whenever possible, clothing and shoes that are easy for children to 
take on and off themselves are preferred; please keep this in mind when purchasing clothing and 
outerwear. 

The children do a lot of work involving water and may have a spill or bathroom accident 
occasionally. Please make sure that your child has a complete, spare set of seasonally-appropriate 
clothes each day (including socks and shoes) to change into if needed. Extra clothing can be 
stored in the green bags on the hooks. Please bring a wet-dry bag to leave on your child’s hook. 
These can be purchased inexpensively from Amazon or Target.

*Please label everything with your child’s name, as toddlers do not always recognize their  
  own belongings. Permanent marker or sewn in labels are recommended.

Diapering and Toilet Learning

Children in diapers should plan to keep a week’s supply on hand. We will notify you when your 
child’s supply needs replenishing.
 
When it comes time to move out of diapers, the Rainbow Room teachers are happy to help your 
child through this important transition. We will ask you to prepare by leaving some extra 
clothing and underwear at school, and we will be in frequent communication with you as your 
child moves through the process. The atmosphere is very positive, and many children are excited 
to begin to use the toilet as their peers do. However, accidents are to be expected. We handle 
these cheerfully and with respect for your child, empowering them to help choose and change 
into clean clothes. 

Once your child wears underwear, please leave a few extra pairs at school. Even children who 
are very established in using the toilet at home may have accidents at school because they are 
busy working and having fun with friends!
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Separation

It can be hard to leave your child at school, especially when they are showing signs of distress. 
We recommend developing a predictable routine for saying goodbye, such as a special hug, high 
five, or phrase that you repeat together each day at drop off. This helps your child understand 
what to expect, and while it is difficult in the moment for both parent and child, this approach 
actually hastens the adjustment period overall. It does get easier. 

As you leave the classroom or Tot Lot, please take comfort in knowing that our caring teachers 
will be helping your child acclimate to the school environment and become part of our school 
community while giving them the attention and reassurance they need.

Special Events

The Rainbow Rooms frequently participate in schoolwide events (exceptions include field trips 
and afternoon activities), but often in a slightly different way. The office and classroom teachers 
will communicate details to you as the events approach, but please don’t hesitate to clarify. 

Walking With the Class

To allow the teachers to ensure each child’s safety, we ask that students walking on the rainbow 
rope stay with the group until they have arrived at the classroom hooks or Tot Lot. You are very 
welcome to walk alongside us to keep your child comfortable, but we ask for your help in 
reminding them to keep holding onto the rope until we have made it to our destination. 
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Acknowledgement of Receipt of Parent Handbook

 
I, ____________________________________ (parent/guardian’s name) have read 
the A Village Green Montessori (VGM) Parent Handbook. I have familiarized 
myself with the policies, procedures, and expectations. I understand and agree to 
comply with the guidelines, policies, and obligations contained in this handbook. 

I understand that the Illinois Department of Children and Family Services, the 
State Licensing agency, has the right to inspect the school, staff, records, and 
attending children without prior consent. VGM’s policies and procedures are 
subject to change to reflect the needs of the program and the children and families 
we serve. We may also make changes or modifications if required by our licensing 
agency. VGM will inform staff and parents of changes to policies and procedures 
whenever possible in a timely fashion. 

*signatures to be collected via Transparent Classroom*
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