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Mission and Vision  
Mission: 
Birchwood Montessori school is a learning environment that educates children 

using the principles and methodology of Dr. Maria Montessori. We respect and nurture 
the whole child. We instill a lifelong love of learning through developmentally 
appropriate and purposeful work. 
 

Vision: 
We envision Birchwood Montessori to be a sustainable, authentic Montessori 

program in the Des Moines metro that guides children on their journey toward 
independence, motivation, and investment in their communities, preparing them for life 
beyond the classroom.  
 
Staff Directory  
Tiffany Wilson Lillard - Office Manager, office@birchwoodmontessori.org  
Erin Allen - Primary Guide, primary@birchwoodmontessori.org 
Katy Severe - Elementary Guide, elementary@birchwoodmontessori.org  
Megan Christofferson - Board Chair, board@birchwoodmontessori.org  
 
Board of Trustees 

Birchwood Montessori is a non-profit organization and is therefore governed by 
our board of directors. Our board fulfills a variety of roles and responsibilities. Among its 
many duties, the board: 
 

● Oversees the financial operations of the organization 
● Maintains the legal and ethical standing of the organization and its staff 
● Provides leadership and strategic direction for the organization 
● Ensures that our organization remains accountable to its donors and to the 

general public 
 

Board members consist of both parents and community members with a broad 
range of experiences who bring diverse talents and perspectives to the table. Our board 
serves an essential role in helping Birchwood Montessori become a sustainable 
organization that will serve our community for years to come. Please see our website for 
a listing of our current board members. If you are interested in becoming a board 
member for this school year or next, please contact us at 
board@birchwoodmontessori.org.  
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History of the School  

Birchwood Montessori is a small, non-profit school located at 4801 Franklin 
Avenue in the center of the former Franklin Junior High School.  Our school is nestled at 
the convergence of three unique Des Moines neighborhoods:  Beaverdale, Waveland 
Park and Merle Hay which offer amenities such as Tower Park, Iowa Food Cooperative, 
and Franklin Avenue Library. Our space within the historic Franklin building offers a 
beautiful environment of Montessori materials with natural light, a green-space 
extension of the classroom for outdoor exploration, gymnasium and performing arts 
auditorium. 

 
 Birchwood Montessori was established by families and educators committed to 
the educational principles of Maria Montessori. We strive to educate the whole child in a 
loving and supportive way.  
 
Program Description 

Primary, ages 3-6 
The Montessori Primary classroom is focused on:  

● Fostering the growth of functional independence, task persistence and 
self-regulation. 

● Promoting social development through respectful, clear communication and 
safe, natural consequences. 

● Offering a large variety of materials for the refinement of sensory perception and 
the development of literacy and mathematical understanding. 

● Offering opportunities for imaginative exploration leading to confident, creative 
self-expression. 

 
Curriculum components:  

● Practical Life 
● Sensorial 
● Language Arts 
● Mathematics 
● Culture 
● Peace Education 
● Grace and Courtesy  

 
Elementary, ages 6-12 

The Montessori Elementary classroom is focused on:  
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● Offering opportunities for collaborative intellectual exploration in which the child’s 
interests are supported and guided. 

● Supporting the development of self-confidence, imagination, intellectual 
independence and self-efficacy. 

● Fostering an understanding of the child’s role in their community, in their culture 
and in the natural world.  

 
Curriculum components:  

● Language Arts 
● Mathematics 
● Geometry 
● Culture 
● Science/Zoology/Botany 
● History 
● Geography 
● Peace Education 
● Grace and Courtesy 

 
Admissions and Enrollment  

Non-Discrimination Statement  
Birchwood Montessori is committed to a policy of equal employment opportunity 

and does not discriminate in the terms, conditions, or privileges of employment or 
admissions on account of race, age, color, sex, national origin, physical or mental 
disability, or religion or otherwise as may be prohibited by federal and state law. Any 
employee, board member, volunteer or client who believes that they or any other 
affiliate of Birchwood Montessori has been discriminated against is strongly encouraged 
to report this concern promptly to the Director. 
 

Financial Aid 
Each year, Birchwood is able to award a limited number of financial scholarships 

determined on enrollment and the number of families seeking aid. Please download and 
fill out our financial aid application located on our website.  

 
Student Success 
The Montessori environment is unique. It cultivates an inner discipline that is the 

foundation for further learning and social development. Occasionally the learning style 
of an individual child is not compatible with the climate of the Montessori classroom. If 
the classroom guide becomes concerned about the suitability of the Montessori class 
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for your child, they will contact you to set up a conference. Parents and guides strive for 
a team approach. It is essential that the guide and parent have a trusted partnership. 

 
We want every child to experience the satisfaction and joy of a successful 

education. Generally, children adapt to the Montessori classroom.  If your child is not 
functioning successfully in the classroom, we will make educational recommendations 
to your family. If we believe that Montessori will not meet your child’s needs, we will 
recommend alternate environments to you and remove him/her from the class. 
 

Withdrawal 
Birchwood Montessori is dedicated to maintaining a safe, harmonious classroom 

environment for the optimum development of all our students. Parents of children with 
excessively disruptive or hurtful behavior will be asked to seek professional assistance. 
 

Enrollment Termination Process 
● The guide will consult with the Montessori advisor at the earliest opportunity to 

identify an at-risk student. 
● The Montessori advisor will observe the student in the classroom and/or on the 

playground, and provide the guide with information and recommendations to 
address the child’s needs. 

● Staff will document specific incidents of behavior that are worrisome or 
problematic. 

● If needs or problems are significant, the Montessori advisor and guide will meet 
with parents. Using observations about patterns of behavior, a plan will be 
created to address the needs of the child. The need for specific professional 
consultation may be identified. If the need for professional support is requested, 
parents are expected to respond in a timely manner to acquire those services. 

● A written statement of goals and strategies for achieving goals will be created 
with parents, the school, and consulting professionals. A date for a progress 
review will be set. 

● If support from the family is not forthcoming and/or the problems are of such 
severity that the climate of the classroom and safety of the other children is in 
jeopardy, parents will be given a date by which the student will be removed from 
the classroom and parents will need to obtain alternate care for their child. 

● If a family is asked to leave the school, the student will be considered withdrawn 
after the last date of attendance. Tuition will be prorated for time attended, and 
the school shall retain any deposits and/or fees.  
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Other Reasons for Withdrawal 
● The school operates on the tuition and fees paid for services. If a family’s 

account is 60 days or more past due, the child will be withdrawn from the 
program until the account has been brought up to current status. Written 
notification of intent to withdraw a child shall be made at least 30 days prior to 
withdrawal. 

● Children who are not bathroom independent by the first day of school will be 
withdrawn from the school. 
 

Communication  
Open, direct and respectful communication builds and supports the best 

relationships in our school community. Please call the office during the school day if you 
have an emergency or need to get in touch with your child or child’s teacher. The 
individual classrooms do not have seperate room extensions or phone lines. Please 
schedule a face to face meeting with your child’s guide for longer conversations. We 
encourage you to establish and maintain direct practices with your child’s teacher and to 
regularly communicate with those staff who can best help you with your questions and 
concerns.  All of the staff at Birchwood Montessori have your child’s best interest.  
 
Daily School Procedures 

School Hours  
Monday - Friday 8:15am - 2:45pm. Please see our online calendar for school 

closures and other holidays.  
 
Arrival  
Maria Montessori brought light to the idea that unneeded assistance is an 

obstacle to a child’s development. At Birchwood Montessori, we encourage you to let 
your child show you what they can do for themselves, and in doing so they will take 
pride in their independence.  

 
Drop off is between 8:00-8:15am. When you arrive at school with your child, 

please enter the south parking lot next to the playground and drive up to the South 
Entrance for curb drop off. A staff member will be there to greet your child and assist 
them out of the car / car seat. Please be patient by forming a car line and waiting until 
you are at the South doors before your child exits the vehicle. Safety of our students 
and staff is of utmost importance.  
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If there is a need to communicate something to the teacher that morning (i.e. 
child did not sleep well, they are going to a friend’s house after school, etc., please call 
the school or write a note for the child’s teacher). It is best for parents to refrain from 
lingering even if your child may be having a difficult morning — we will be sure to assist 
your children.  

 
Dismissal 
Half day pick up is at 12:00pm after lunch  from the classroom. Please park and 

enter through the South entrance doors, turn left and walk to the classroom to pick up 
your child. Full day pick up is between 2:45-3:00 at the South Entrance. Similar to drop 
off, we ask parents to form a car line instead of parking in the lot. A staff member will 
help bring your child to your car for pick up. Written authorization must be on file with 
the school before a child is released to anyone other than a parent. Authorization forms 
are available to download from our website and in the office.  

We encourage daily communication with your child’s teachers, but please be 
aware of our need to supervise all the students present. If you would like more time to 
speak with a teacher, please arrange a meeting time when they can give you their full 
attention. We appreciate your understanding! 

 
Extended Day Options and Policy 
Before care: 7:30am - 8:00am 
Drop off: Please park at the South entrance and walk your child to the classroom.  
After care: 2:45pm - 5:30pm  
Pick-up: Aftercare students may be on the playground, so check there first.  

 
Please remember to sign your child out with the aftercare teacher. If students are 

not on the playground, please park at the South entrance and walk into the classroom to 
pick-up your child.  
 

Extended care will be pre-billed and due by the 1st day of the month at a rate of 
$6/day for before care and $12/day for aftercare. No discount or credit will be given for 
days missed due to illness or absence, or days where a child was picked up early at the 
last minute. If you know in advance prior to the first of the month that there will be 
certain days within the following month that your child will not be participating in before 
or aftercare, it is your responsibility to let us know those dates in advance and we will 
adjust the monthly invoice to reflect that.  
 

Drop-in care is available and will be billed at the end of the month, to be due 
within seven days of billing. Birchwood staff would prefer to have 24 hours notice, but 
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we understand that emergencies arise. Please give us notice as soon as possible for 
before care and before the end of the school day for aftercare. Drop-in before care will 
be billed at $10/day and drop-in aftercare at $17/day. If parents/guardians are late 
beyond 3:05 picking up their child, a one-time grace period will be given. If 
parents/guardians are late a second time, you will be billed at the drop-in aftercare rate. 
 

Thirty minutes of free aftercare is provided for parents needing to meet with a 
teacher after school. This courtesy is limited to once a month usage and must be 
prearranged.  
 

Attendance  
All Birchwood students are expected to attend school on a daily basis. Consistent 

attendance and prompt arrival are essential in building classroom community. Late 
arrival is disruptive and a consistent school day routine is especially important for 
Primary children.  

 
Please call the office phone by 8:00 if your child will be absent. If your child 

leaves during the school day or arrives late, please sign in/out your child at the front 
office. Attendance guidelines are intended to protect your child’s educational 
experience.  

 
Please do not hesitate to contact Birchwood with questions regarding the 

attendance policies. Students are expected to attend and to be on time for 95% of the 
total school days each year. Contact your child’s teacher if there are special 
circumstances that need to be addressed. 

 
When we ask you to arrive on time, it is to enhance your child’s start to the 

school day. When your child arrives at the same time as the other children, he observes 
the morning routine, and thus naturally joins in, doing what comes next - greeting 
teachers and each other, putting belongings away, and entering the classroom with 
peers. This is a joyful time for your child. Arriving late means he misses this start to the 
day and must join the class already in progress. For many children it can be 
disorienting, to come into community late.  

 
Absence Procedures  
The school day begins at 8:15 AM and ends at 2:45 PM. We ask all families to 

place a large emphasis on school attendance. Please make every attempt to schedule 
vacations around the scheduled days off throughout the school year. We ask parents to 
use good judgment when it comes to sickness.  
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Parents are asked to call the school at (515) 306-4593 if your child will be 
absent. A message may be left at this number if you are not calling within school office 
hours. The voicemail is regularly checked. Unless the school has been notified by a 
parent concerning the child's absence, school personnel will attempt to contact the 
parent by telephone, either at home or at work. Parents are to inform staff of extended 
student absences due to illness, family activities or other circumstances.  
 

School Calendar  
Birchwood maintains an online calendar. Please visit our website for more 

information. Classroom-specific information may also come from your child’s teacher.  
 

Safety/Security 
The hallway doors to the school are locked throughout the day, and staff take 

precautions to monitor who enters and leaves our hallway.  The code for the building is 
only accessible by parents and staff.  Keep the code confidential for the safety of our 
staff and children.  

 
Fire, tornado and stay-put drills are held throughout the year.  Safe, quiet and 

orderly evacuation or reaching a safe site within the building are the goals. In case of a 
school emergency that would require the evacuation of the building, arrangements have 
been made for students and staff to take shelter at the Franklin Library located at 5000 
Franklin Ave.  

 
If you plan to pick up your child during the school day, please inform the school in 

advance.  
 
Weather Cancellations  
In case of serious weather conditions, you will receive an email regarding school 

delays or closings. We will follow the Des Moines Public School for emergency school 
closures. Local TV and radio stations have up-to-the-minute closures; Birchwood 
Montessori will be listed on the KCCI school closings website: 
https://www.kcci.com/weather/closings 

 
Emergency plans should be considered in advance by parents in the event of 

inclement weather. Some of our families live outside of the Des Moines metro area and 
may have difficulty getting their child to school in the event of inclement weather. Even if 
Birchwood Montessori does have school, please make a decision that is best for your 
family and notify the school in the morning.  
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Classroom Procedures 
Birthdays 
Primary and Elementary each have their own way to celebrate a child’s birthday. 

Your child’s teacher will let you know the details. Please note that birthday celebration 
food must be nut-free. 
 

Snack / Lunch  
Please send a water bottle to school with your child. These will stay at school; we 

sanitize them weekly. We encourage hydration throughout the day. We provide time in 
the morning for children to eat snack when they are ready. We will ask families to rotate 
bringing in morning snack for the children to share. Cutting, assembling, and eating 
snack is part of our Practical Life curriculum in the Primary classroom. If your child 
participates in extended day after-care, we will provide an afternoon snack for them.  

 
Please send a nourishing lunch each day. The goal is to pack a lunch every day 

with balanced foods that will help your child be naturally energetic, allow them to be 
alert and focused during class, and prevent them from an energy crash in the afternoon 
(which, as an added bonus, will hopefully curb after-school meltdowns, too). We 
encourage you to involve your child in preparing, making or packing their lunch to the 
best that your schedule and time allow. Please utilize reusable containers when 
possible as we value environmental responsibility. Make sure your child can open and 
close all lunch containers in order to aide independence.  

 
Microwave use is limited to elementary children only and for foods that need to 

be heated for no longer than 1-minute. When possible, please warm foods at home and 
utilize a thermos.  

 
Do not send sweetened chocolate milk, juices or soda pop. We will encourage 

your child to eat at least half their “growing food” before they are dismissed for 
afternoon work time, beginning with “protein”, then whole fruits and vegetables, yogurt 
or cheese, then other fillers such as crackers. If you have any concerns or questions 
regarding your child’s lunch please speak with your child’s teacher.  
 

Dress Code 
Respectful school and weather-appropriate dress is expected of all students and 

staff. Clothing should allow participation in a full range of daily activities without 
distraction or disruption. Shoes must be worn inside and outside at all times. Clothing 
should be neat, clean, in good repair and appropriately sized. Underclothes must be 
covered. 
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Inside Shoes: Please send a pair of inside shoes that can be kept at school for 

your child to wear inside the classroom only. We like to keep outside dirt, outside. 
These inside shoes must have a rubber sole to protect your child’s feet in the case of an 
emergency. Flip-flops are not permitted in the classroom or on the playground for 
attention, coordination and safety purposes.  

 
Please help your child choose clothing that encourages movement and 

independence. When buying shoes, it may be wise to have your child independently 
practice putting on and taking off their own shoes. To prevent accidents in your child’s 
busy day, clothing that is easy to get on and off is requested. To respect the 
concentration of the children, we ask that simple clothing be worn that does not include 
music or lights. If your child is dressed inappropriately, the child will need to change and 
you may be asked to bring a change of clothing if extras are not present.  

 
An extra set of clothing (including a top, bottom, underwear and socks) should be 

kept at school and replaced when necessary (seasonally); accidents happen and play is 
a natural part of development as children may get wet or dirty.  

 
Weather appropriate clothing is necessary—please assess the weather before 

your child gets dressed each day. This is very important for your child to be comfortable 
and participate in school activities enjoying their experience with us. We expect parents 
to ensure appropriate weather clothing each day—we will not regularly provide outdoor 
clothing such as warm coats, hats, gloves or snow-pants. It is important for children to 
enjoy the outdoors, and we will do so daily. We understand the morning task of getting 
the family ready for the day can be challenging—please ask a staff member for advice if 
your family has repeated morning dressing challenges.  

 
Personal Belongings  
Please keep toys, dolls and stuffed animals in the car or at home. Please label all 

personal belongings and extra clothing with your child’s name. Anything found on the 
playground, stays on the playground (this includes woodchips, rocks, leaves and 
feathers, unless used for a school project).   
 

Naps and Quiet Time 
Young children benefit from scheduled periods of rest. This rest may take the 

form of actual napping or a quiet time for children staying all day. At Birchwood 
Montessori all children four and under are required to rest. Children who do not fall 
asleep will have a quiet rest time that may involve, but is not limited to: looking at books, 
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listening to music, or other such quiet activities. Naps are available to all children if they 
need or want to rest during the day.  

 
Bathroom Independent Policy 
To attend Birchwood Montessori, your child must be fully bathroom independent. 

This means that your child consistently spends at least three days without an accident 
and can successfully complete all steps of the bathroom process independently. If your 
child is not bathroom independent by August 1, please let us know and we can withdraw 
your enrollment. Your deposit will be held on account until your child is fully bathroom 
independent and an opening exists.  
 

Outdoor Recess Policy  
Outdoors is an important part of the complete prepared environment. Children 

will go outside everyday. We use the KCCI weather website during the colder months to 
determine if we go outside. If the "feels like" temperature is 10 degrees F or above by 
11:30am, we will gear up and go outside. This "feels like" temperature takes into 
consideration the air temperature and the wind speed or wind chill. We always keep 
safety in mind by watching the children while outside. We may shorten our recess time 
due to the cold, but getting outside for some fresh air and a chance to move big 
muscles (even for ten minutes) is always a good idea.  

 
If you feel your child has a cold or that there are other conditions that would 

prevent your child from going outside, this must be discussed at drop off with your 
child’s teacher and may require that he/she remain at home until health improves. 
 

Field Trips 
Parents will be notified in advance in writing for each scheduled educational and 

developmentally appropriate field trip. Parents may be asked to volunteer in helping 
transport and supervise children on outings. Written consent for Birchwood Montessori 
staff to transport will need to be noted on each child’s field trip form. When necessary, 
written consent for other parents to transport your child will be obtained before each 
field trip.  
 

Discipline Statement  
The Montessori program nurtures self-discipline, which develops over a period of 

many years. The basis of discipline is respect: respect for oneself, for others, and for 
the environment. The adults and children in the prepared environment set limits for 
behavior based on the group’s need for a safe and mutually respectful community.  
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If a student has difficulty following the rules of the community, the response will 
be age-appropriate. Personal attention, distraction or removal from the situation are 
typical approaches we use and find successful. Many instances resolve themselves as 
the student, within the bounds of safety and common sense, experiences the logical 
consequences of his/her actions (i.e., cleaning up after an intentional mess or limited 
freedom within the classroom or recess time).  

 
If the student disregards the rules of the classroom community, the teacher will 

seek the underlying causes in order to help the student understand the 
inappropriateness of his/her actions and to find a constructive alternative. If a child is 
disruptive to the concentration, peace or safety of other students to a serious degree, or 
is disruptive to the classroom environment (including destruction or misuse of 
materials), he/she may be separated until he/she has calmed and is ready to be 
respectful and act safely; this may require faculty requesting family assistance in 
immediately picking up the student and/or suspending attendance until a parent-teacher 
meeting can be held addressing follow-through within the school and at home. If a 
faculty member has any concerns about a child’s behavior, a faculty meeting will be 
held to discuss the behavior and solutions for it. If the behavior occurs repeatedly, the 
teacher will contact parents for further discussion and your cooperation. 
 

Anti-Bullying Policy  
Every student has the right to a safe and peaceful environment. Staff and 

students are educated about aspects of bullying and bullying behavior as part of our 
curriculum.  Montessori education strives to promote the development of peaceful 
individuals. All observations and reports of bullying are addressed.  
 
Parent Involvement 

Conferences 
The staff at Birchwood values open communication between parents and 

teachers throughout the year. It is important to address questions and concerns, to 
minimize any misunderstandings and to jointly share in your child’s educational 
experience.  Parent-teacher conferences are held in the fall and spring each year. You 
are always welcome to schedule a face-to-face meeting with your child’s teacher at 
other times.  
 

Observations 
We welcome you to come observe your child during the morning work period and 

witness the wonderful rhythm of busy children. Once classroom routines begin to set 
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(about one month) you may schedule an observation day with your child’s teacher. 
Keep in mind that you are an observer and may watch the children’s concentration with 
the materials and interaction with others. We learn so much when we are quiet enough 
to observe the child. Observation guidelines are available at the office. Special “work 
days” will be scheduled later in the year so your child may show you his/her mastered 
work and invite you to participate more closely with him/her in the classroom. 
  

“When a child works, he does so to attain no further goal. His objective in 
working is the work itself, and when he has repeated an exercise and brought his own 
activities to an end, this end is independent of external factors.” Maria Montessori 

 
Parent Education  
We, at Birchwood, value the relationship between parent, child and teacher. 

Therefore we encourage you to attend all the parent education events offered 
throughout the year.  A variety of opportunities are scheduled throughout the year which 
may include presentations by staff or guest speakers.  

 
We seek to limit the number of parent events so as not to overwhelm your 

schedule. At the same time, we urge you to attend our parent education events. We 
create them especially for you. Our goal is to enhance our partnership with you by 
spending time together with you as adults, without children present. We offer topics that 
we think will be useful to you as parents and will further your understanding of 
Montessori. It’s also a time for you to socialize with other parents who are doing exactly 
what you are doing - raising children in today’s modern culture. There is much to learn 
from each other. Your questions and concerns are important, relevant, and useful for 
other parents as well.  
 

Community Connections 
Building a strong sense of community between school and home is essential for 

the success of our school.  This connection is brought forth through an inclusive 
partnership with families to provide children the most enriching personal growth 
experience balanced with a strong academic foundation. 
  

Building community is at the heart of Birchwood Montessori. Our classrooms are 
set-up to facilitate community interactions amongst children, and forming partnerships 
with parents is critical to our success. In addition, we feel that being involved in the 
larger community around us is also essential to our success. This provides opportunities 
to teach children about the world around them and their role in it. We work to help 
children develop authentic community service projects that are meaningful to their 

Birchwood Montessori Family Handbook 16 



immediate communities. In doing so, we expand our definition of “stakeholders” beyond 
the families we serve directly, and we work to make our surrounding communities 
stronger and healthier for children. 
 

Volunteer Opportunities 
We ask families to rotate bringing in morning snack for the children to share. 

Classroom teachers may ask for volunteers for special activities throughout the year.  
 
If you are interested in listening to student readers or helping our classroom in 

some other way, please speak with your child’s teacher. Parent involvement 
opportunities consist of but are not limited to: listening to our readers, baking, wood 
construction projects, crafts, fundraising assistance, building and grounds maintenance, 
classroom care, lesson material preparation, and field trip transportation and 
supervision.  

 
To ensure the safety of all students, background checks will be requested of 

volunteers before approval.  
 

Montessori at Home 
We, at Birchwood hope that you would embrace and support Montessori’s 

philosophy at home. It is best for a child to have similar expectations in place that 
encourage independence and self direction.  Remember that children are in constant 
process and developing his/her own perspective of the world.  

 
Please visit our website under “Events and News” -> “Parent Resources” for 

parent-friendly resources about Montessori education and more ideas and ways to 
implement Montessori at home.  

 
Below are some examples of simple ways you can reinforce some of the learning 

that happens at school.  
1. Provide the opportunity for repetition: You can support your child by providing 

them with opportunities to repeat activities that interest them. During play time, 
don’t encourage them to pack away if they are in the middle of activity. Allow 
them as much time as possible to complete the activity. 

2. Learning Extensions: Encourage learning extensions based on repetition of 
your child’s favorite story, movie, activity or song. Invite your child to repeat the 
activity, and extend by drawing pictures, reflecting on similarities and differences, 
and encouraging them to pre-empt words or actions. This repetitive learning will 
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help them to forge the neurological connections they need for more complex 
learning. 

3. Multi-sensory Instructions: Promote repetition using multi-sensory instructions. 
Ask questions such as: “What does it look like?” “What does it smell like?” “What 
does it sound like?” These instructions will encourage your child to retain new 
information. 

4. Self-Reflection: Reinforce the positive aspects of repetition by asking your child 
about what they enjoyed doing at school throughout the day. On your way to 
school the next day, remind them about what they enjoyed the previous day. This 
will encourage them to self-reflect, which will assist them in learning things more 
completely and quickly. 

5. Family Inclusion: Allow and encourage your child to help out with household 
duties such as: sweeping, meal preparation, yard work, animal/plant care, etc. 
Your home may include child-sized furniture.  Self-care independence is 
important in the home as well as school. When a child has easy access to their 
clothing, toothbrush, hair care-they are more likely to show independence and 
care. 

Repetition in learning is one of the most important fundamentals in child 
development. To support and reinforce this important building block of neurological 
connections, save up some extra patience for those days when your little one wants to 
read “Possum Magic” for the umpteenth time. Trust in your child’s internal development 
drive that repetition is what they need to learn and succeed. It will pay off! 

 
Health and Wellness 

Confidential Information 
Any information about a child or staff member at Birchwood is confidential. 

Anyone who acquires such information through the operation of the school may not 
disclose it, directly or indirectly, except before the court of law or with the written 
consent of that person.  Parents’ phone numbers, emails and addresses are only to be 
used for school communication. Personal information is NOT to be used for non-school 
mailings, solicitations, or personal/commercial distributions. If your address, phone 
number, email or place of employment changes please notify the office ASAP.  
 

Allergies 
We are an allergy-aware school. Please let us know of any known allergies and 

how we can accommodate for them when your child is in our care. We strive to meet 
the needs of all individuals. This policy is subject to change depending on the 
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enrollment of our student population. We will notify parents of any significant changes to 
this policy in writing during the school year.  
 

Immunizations 
Iowa’s school immunization law requires that all students be fully immunized by 

the first day of school before being allowed to enroll or remain in school. Immunization 
requirements can be waived for medical reasons or for those who are conscientiously 
opposed to immunizations. Please obtain the necessary waiver form from the school 
office. All forms must be in the Birchwood office for students to begin the school year. 
 

Medication Administration  
The process for handling and administering medications must be well structured 

and carefully followed. When possible, a child’s parents and physician should try to 
minimize the need for medication and administration in the child care setting. If it is 
necessary for a child to receive medication while at school, we will follow the State of 
Iowa Department of Public Health and Human Services requirements and administrative 
rules. A full policy is available and can be requested at the office. 
 

Lice  
Students diagnosed with live head lice do not need to be sent home early from 

school; they can go home at the end of the day, be treated, and return to class after 
appropriate treatment has begun. Nits may persist after treatment, but successful 
treatment should kill crawling lice. 

Head lice can be a nuisance but they have not been shown to spread disease. 
Personal hygiene or cleanliness in the home or school has nothing to do with getting 
head lice. If you have any questions about this policy, please contact your child’s 
teacher. 

Communicable Diseases 

Children thrive in a healthy environment, and we’d like to work with you on 
keeping your child’s classroom free of contagious germs! If you notice a change in your 
child’s behavior, such as feeling tired or out-of-sorts, consider this a sign of the onset of 
illness, which is the most contagious time. Keep your child home for some extra rest if 
he/she is overly tired or irritable, shows breathing difficulty, complains of pain or not 
feeling well, and if he/she has poor fluid/food intake, nausea, or loose stools.  
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One of our staff members will perform a brief health assessment of each child 
every day upon arrival. Conditions for which a child will be excluded from attendance 
are:  

● Fever 99 degrees or above. *Must be fever free, without medication for 24 hours 
before returning.  

● Sore throat or difficulty swallowing  
● Uncontrolled coughing 
● Wheezing 
● Change in color around mouth or face and/or difficulty breathing  
● Loose, watery and/or bloody stools  
● Vomiting *Must wait 24 hours after last vomiting episode before returning.  
● Body rash (must be evaluated by a healthcare provider to determine cause 

before returning)  
● Mouth sores with drooling  
● Bacterial conjunctivitis (pink eye). *Must be treated for 24 hours before returning.  
● Skin infections including impetigo, chickenpox, shingles, scabies, and ringworm  

 
When a child is absent due to illness, we will obtain the reasons so the interest of 

the other children may be properly protected. If a communicable disease is suspected, 
we must inform the Polk County health department. No child shall be re-admitted after 
an absence until the reason for the absence is known and there is assurance that the 
child’s return will not harm that child or the other children. In the unfortunate case that 
your child will become ill at school, your child will be safely separated from other 
children and we will contact you immediately and ask that you come pick-up your child 
as soon as possible.  
 
Administrative 

Withdrawal Procedure 
Should you choose to withdraw from Birchwood, the procedure is as follows:  

1) Submit a written letter of intention to withdraw with a minimum of one week’s notice. 
2) You will be required to make a tuition payment for the month following that month of 
the given notice. Example: If a withdrawal letter is given on November 15, you will be 
required to make a December tuition payment.  
 
Financial Policies 

Payment Options  
There are three ways to make tuition payments. 
1)  Plan A: Payment in full due by August 1, 2019. A 5% discount is applied. 
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2)  Plan B: Trimester payments due August 1, December 1, 2019 and March 1, 2020. A 
3% discount is applied. 
3)  Plan C: Ten monthly payments due on the first of each month from August 1, 2019 
through May 1, 2020. 
 

Late Fees 
Tuition is due on the first business day of each month. There is a 5-day grace 

period allowed for payments after which a $50.00/month fine will be added to the 
payment until balance is paid in full. 
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