
 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

EMPLOYEE HANDBOOK 
STAFF HANDBOOK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
TABLE OF CONTENTS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

Employee Handbook 
TABLE OF CONTENTS 

    

 Introduction D-1 
  Magic Flute Montessori School Mission and Vison Statement D-2 

  About These Guidelines D-3 

 General Guidelines   

  At Will Employment D-3 

  Nondiscrimination Policy D-3 

  Affirmative Action D-4 

  Americans with Disabilities Act D-4 

  Students with Disabilities and Section 504 D-4 

  Qualifications for Employment D-5 

  Staff Selection Procedures D-6 

  Employment of Family Members D-6 

  Classifications D-7 

  Volunteers D-7 

  Children of Employees D-7 

  Employee Classifications D-8 

  Introductory Period D-8 

  Subsequent Introductory Period D-9 

  Personnel Records D-9 

  Personnel Information Changes D-9 

  Facilities and Property D-10 

  Employee Personal Items/Materials D-10 

  School Master Calendar D-10 

  Reimbursement of Employee Expenses D-11 

  Use of Magic Flute Montessori School Vehicles D-11 

   Key Control D-11 

   New Employee Orientation Plan D-12 

  
 

 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

Compensation And Review 
  Employment Categories D-13 

  Fair Labor Standards Act Applicability D-13 

  Wages and Salaries D-14 

  Overtime D-14 

  Training Wage D-15 

  Payroll Deductions D-15 

  Pay Periods D-16 

  Payroll Advances D-16 

  Consultations D-16 

  Performance Evaluations D-17 

  Compensation Adjustments D-18 

  Promotions D-18 

  Salary Scale and Standard Pay Increments/ Transfers D-19 

 Educator Planning Time and Access to Curricular Resources D-20 

 Work Schedule Policy D-21 

  Weekly Schedule D-21,22 

  Time Code D-23 

  Breaks D-24 

  On-Duty Meal Period D-24 

 Benefits   

  Employee Classification for benefits D-25 

  Health Insurance D-25 

  Retirement D-25 

  Holidays D-26 

  Continuing Education D-26 

  College Class Conversion D-26 

  Childcare Benefit D-27 

  Employee Temporary Leaves and/or Absences D-28 

   Categories of Absences D-28 

   Pre-Arranged Absence and PTO D-29 

   Paid Time Off (PTO) D-29 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

   Accrual of Paid Time Off D-30 

   Calculating Pay for Paid Time Off D-31 

   “Pre-Arranged Absence/PTO Request Form” D-31 

    “Request for Paid Time Off Form” D-32 

   Call-in/Sick Leave D-33 

   Tardiness D-34 

   Job Abandonment D-34 

    “Employee Absence/Tardy Form” Policy D-35 

   Temporary Leaves D-36 

1. Vacation Leave D-36 

2. Sick Leave/Medical Leave D-36 

3. Maternal and Paternal Leave D-36 

4. Bereavement D-36 

5. Jury Duty D-37 

6. Military Leave D-37 

7. Federal Family & Medical Leave D-38 

8. Extended Leave without Pay D-38 

9. Domestic Violence Leave D-39 

10. Other Personal Leave D-39 

   Reinstatement Following “Extended Leave w/o Pay” D-40 

   Leave Sharing, Inclement Weather D-40 

 Employee Safety and Health  

  Occupational and Safety Health Administration (OSHA) D-41 

  Worker’s Compensation and Employee Incident Reporting D-41 

  Employee Wellness/Work Related Injuries D-41,42,43 

  Workplace Violence D-43 

  Harassment and/or Threats from Non-Employees D-43 

  Hand Hygiene Policy/Diaper Changing Procedures D-43,44 

  Risk Management Plan and Emergency Preparedness Procedures D-44 

  Vaccine-Preventable Disease and Under-Immunized Children 
Procedure/Food Safety and Microwave Prohibition Policy 

D-44,45,46 

  Breast Milk Handling and Disposal Policy D-46 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

 Personal Conduct D-47 

  Dress Code D-47 

  Solicitation/Distribution D-48 

  Cellular Phone Policy D-48 

   Personal Phone Call Policy D-48 

  Public Relations D-49 

  Social Media Policy D-49 

  Media Inquires D-49 

  Confidentiality D-49 

  Considerations when Dealing with Gossip D-50 

  Conflicts of Interest D-50 

  Outside Employment D-50 

  Conduct with Clients D-51 
  Non-Compete Clause D-51 

  Child Abuse Reporting Policy/Medical Administration Policy D-52,53,54 

  Specialized Medical Needs and Trained Staff Coverage Policy D-55 

  Sexual and Other Forma of Harassment D-56 

  Conflict/Problem Resolution D-57 

  Grievance Procedures and Appeal D-57 

 Substance Use and Abuse D-58 

  Smoking Policy D-58 

  Alcohol D-58 

  Illegal Drugs D-59 

  Drug and Alcohol Screening D-59 

  Disciplinary Action D-59 

 Disciplinary Action and Termination of Employment D-60 

  Unacceptable Activities/Causes for Termination D-60 

  Firearms, Knives and other weapons D-60 

  Termination of Employment D-60 

  Resignations D-61 

 Additions and Changes D-62 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

 Addendum A: Social Media Policy D-64-67 

 Addendum B: Technology and Media Use in Learning Environment D-68-69 

 Addendum C: Partnering with Families Regarding Developmental 
Concerns or Special Needs 

D-70-71 

 Addendum D: Child Guidance, Positive Behavior Support, and Prohibited 
Practices 

D-72-75 

 Addendum E: Suspension, Expulsion, and Other Exclusionary Measures  D-76-80 

 Addendum F: Supervision and Active Supervision Policy D-81-84 

 Addendum G: Infant Safe Sleep Policy D-85-86 

 Addendum H: Pediatric CPR and First Aid Certification Policy D-87-88 

 Addendum I: Arrival and Departure Unusual Circumstances Procedures D-89-91 

 FORMS D-92 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WELCOME 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

INTRODUCTION: 
 
It is the desire of Magic Flute Montessori School to provide fair and equitable treatment and 
reasonable conditions of employment for all members of the Magic Flute Montessori School. 
 
There are no insignificant jobs at Magic Flute Montessori School, and there are no 
insignificant jobs or positions.  Each person has a place of responsibility, yet each member 
may be accountable in differing capacities.  Every job is necessary for an effective and 
efficient operation.  Employees are expected to work together in a harmonious and 
cooperative manner.  Furthermore, employees are expected to set an example in conduct and 
morality.   
 
 
“Your job is important in the work and goals of Magic Flute Montessori School.  We are 
engaged in the most important business in the world, and you are an integral part of that 
work.” 
 
 

MAGIC FLUTE MONTESSORI SCHOOL MISSION STATEMENT 
 

The mission of MAGIC FLUTE MONTESSORI SCHOOL is to create an exceptional 
Montessori community for children, teachers, and families, built on mutual trust and 

respect. We are committed to offering the highest quality education, fostering a love of 
learning, promoting positive self-esteem, and nurturing cross-cultural understanding. 

Our commitment is to form lifelong learning experiences allowing every child to become 
independent, self-confident and inquisitive learners. 

 
VISION STATEMENT 

Our vision is to create a Montessori community where children grow into compassionate, 
lifelong learners who contribute meaningfully to the world. We aim to provide an 
environment that celebrates diversity, encourages exploration, and empowers every child 
to open and realize their full potential, thriving academically, socially, and emotionally. 
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ABOUT THESE GUIDELINES: 
 
These guidelines are intended to provide our employees with a general understanding of our 
personnel policies.  Employees are encouraged to familiarize themselves with the contents of 
this publication, as it will answer many of the questions concerning employment. 
 
However, this handbook cannot anticipate every situation or answer every question about 
employment and/or duties here at Magic Flute Montessori School.  This handbook is not an 
employment contract and does not create contractual obligations, implied or otherwise. 
 
In order for Magic Flute Montessori School to have the necessary flexibility in the 
administration of policies and procedures, the management of Magic Flute Montessori School 
reserves the right to change, revise, or eliminate any of the policies or benefits described in 
this handbook. 
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GENERAL GUIDELINES: 
 
 
AT-WILL EMPLOYMENT: 
 
Magic Flute Montessori School does not offer tenured or guaranteed employment.  
Employment at Magic Flute Montessori School is on an “At-Will” basis.  This means that as 
long as both the employee and the employer still will for the employment to continue, it can 
and will continue.  If at any point either the employee or the employer no longer will for the 
employment to continue it can and will end at any time with or without cause and with or 
without notice for any reason that is not expressly prohibited by law. This At-Will 
employment relationship exists regardless of any other written statements or policies 
contained in this Handbook or any other Company documents or any verbal statement to the 
contrary.  The contents of this handbook do not constitute the terms of a contract of 
employment.  Nothing contained in this handbook should be construed as a guarantee of 
continued employment, but rather employment with Magic Flute Montessori School is to be 
regarded as an “At-Will basis”.  Any oral or written representations to the contrary are invalid 
and should not be relied upon by any prospective or existing employee of Magic Flute 
Montessori School. 
  
 
NONDISCRIMINATION POLICY: 
 
Magic Flute Montessori School maintains a policy of nondiscrimination with all employees 
and applicants for employment.  All aspects of employment with Magic Flute Montessori 
School are governed on the basis of merit, competence, and qualifications and will not be 
influenced in any manner by race, ethnic background, religion, gender, age, national origin, 
sexual orientation, handicap, veteran status, or etc. 
 
All decisions made with respect to recruiting, hiring, training, education, on the job treatment 
and promoting for all job classifications will be made solely on the basis of individual 
qualifications related to the requirements of the position.  Likewise, the administration of all 
other personnel matters such as compensation, benefits, transfers, and termination of 
employment including layoff and recall for all employees will be free from any illegal 
discriminatory practices. 
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GENERAL GUIDELINES 
 
AFFIRMATIVE ACTION: 
 
It is the policy of Magic Flute Montessori School to provide equal employment and 
educational opportunities for all persons without regard to race, color, religion, national 
origin, gender, age, veteran status, disability, political affiliation, sexual orientation, or etc.  
An integral part of this policy is to administer recruiting, hiring, working conditions, benefits 
and privileges of employment, compensation, training, opportunity for advancement 
including upgrades and promotion, transfer, and without discrimination because of race, 
color, religion, national origin, gender, age, veteran status, disability, political affiliation, 
sexual orientation, or etc. 
 
 
AMERICANS WITH DISABILITIES ACT: 
 
The Americans with Disabilities Act (ADA) prohibits discrimination against qualified 
individuals with disabilities in job application procedures, hiring, firing, advancement, 
compensation fringe benefits, job training and other terms, conditions, and privileges of 
employment.  A qualified employee or applicant with a disability is an individual who 
satisfies skill, experience, education, and other job-related requirements of the position held 
or desired, and who, with or without reasonable accommodation, can perform the essential 
functions of that position.  The ADA does not alter Magic Flute Montessori School’s right to 
hire the best qualified applicant but does prohibit discrimination against a qualified applicant 
or employee because of his or her disability. 
 
 
STUDENTS WITH DISABILITIES AND SECTION 504: 
 
Section 504 of the Rehabilitation Act of 1973 (Section 504) is a federal civil rights law, 
which prohibits discrimination against individuals with disabilities in programs and activities 
that receive financial assistance from the U.S. Department of Education.  Section 504 
requires that students with disabilities be provided a free, appropriate public education.  A 
Section 504 Plan may be developed for students with disabilities who do not need or require 
special education services but who may need accommodations which can be provided 
through the general education program. 
 
Parents or guardians will be notified in writing of any of Magic Flute Montessori School 
decisions, which concern the identification, evaluation, or educational placement or students 
and their right to appeal these decisions under Section 504. 
Further information and assistance concerning Section 504 may be obtained by contacting the Educational Equity Compliance Office. 
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GENERAL GUIDELINES 
 
 
QUALIFICATIONS FOR EMPLOYMENT: 
 
Selection of new personnel or transfers and promotions are guided by provisions of the state 
Civil Rights Commission’s Guide to Lawful and Unlawful Pre-Employment Inquiries and the 
United States and state Civil Rights Acts, as amended. 

1. A positive attitude of cooperation with the Magic Flute Montessori School 
management and staff, and the Magic Flute Montessori School Director. 

2. Any other qualifications as listed in the state law or administrative code governing 
employment in this type of institution or organization. 

3. Evidence of United States citizenship or registration as a legal alien in accordance 
with the Immigration Reform and Control of the United States of America (I-9). 

4. Educational requirements of the specific position being considered. 
5. Any and all specific qualifications deemed necessary to fulfill the specific duties of 

the position being filled which are explained in the “Job Description” handbook of the 
center. 

6. Employees must also provide/submit the following on or before the date of hire: 
a. Completed employment application and/or resume (personnel record) 
b. References (professional references recommended) 
c. Level 2 Background Screening clearance through the Florida Care Provider Background 
Screening Clearinghouse (including fingerprinting) 
d. DCF Affidavit of Good Moral Character (CF-FSP Form 1649A) 
e. Proof of identity and authorization to work in the United States (Form I-9) 
f. Educational credentials and/or transcripts, if required for the position 
g. DCF-required training enrollment within required timeframe (40-hour Introductory 
Child Care Training, if applicable) 
h. Current Pediatric First Aid and CPR certification (as required by position and ratio 
requirements) 
i. Health statement and/or medical clearance, if required by licensing or program policy 
j. Documentation of required immunizations, if applicable under public health guidance 
k. Completion of all required onboarding forms (including W-4 and payroll authorization) 
l. Any additional documentation required by the school, licensing agencies, or applicable 
laws and regulations 
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GENERAL GUIDELINES 
STAFF SELECTION PROCEDURES: 

1. The director and/or individuals designated to do so will do initial screening of all 
applicants and will include a review of the written application and/or resume, and an 
employment interview. 

2. Since Magic Flute Montessori School is “always looking for great people”, 
applications for employment will be accepted on continuous basis and at the Magic 
Flute Montessori School Director’s discretion.  Applicants will be considered for all 
positions for which they are deemed to be a good fit.  Applications will be submitted 
on a standard form.  Applicants that are not hired will remain on an “open” applicant 
status for a minimum of 6 months. 

3. The former supervisors, employers, and character references provided by the 
applicant shall be checked whenever possible and practical.  Reference checks will be 
made by personal contact, telephone, or mail and shall be documented and made part 
of the applicant’s file prior to an offer of employment.  All such information shall be 
treated as confidential information.  Magic Flute Montessori School reserves the right 
to confirm previous employment of each prospective employee. 

4. Applications shall remain on file for a reasonable period of time, up to six months, 
and be reviewed when openings occur. 

5. All candidates for specific positions shall be evaluated against the same qualification 
requirements.  Standards with respect to educational requirements shall be used where 
essential to the performance of the duties of the position. 

6. A copy of the specific and appropriate job description will be given to each selected 
applicant and thoroughly reviewed by the applicant and interviewer for clarification. 

7. Upon employment, all new personnel will receive a copy of the Employee Handbook 
contained herein and any other training documents necessary to familiarize the new 
employee with policies, standards and procedures. 

8. Clarification of all salary expectations will be made prior to the initiation of 
employment. 

9. Magic Flute Montessori School will hire the person that in the opinion of the 
interviewers is deemed the best fit for the position. 

10. All positions are filled at the discretion of the management based on whether or not 
the management believe this would be a good fit and are subject to change at any time 
based upon the continued evaluation of these criteria. 

EMPLOYMENT OF FAMILY MEMBERS: 
Magic Flute Montessori School does not discriminate in employment and personnel actions with 
respect to employees, prospective employees, and applicants based on family relationships with 
current employees, clients and/or customers of Magic Flute Montessori School.  However, the 
management retains the right to prohibit family members being placed in positions where they 
directly supervise or are supervised by another family member or have access to sensitive information 
regarding a family member, when such action has the potential for creating an adverse effect on 
supervision, safety and morale. 
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GENERAL GUIDELINES 
CLASSIFICATIONS: 
Due to strict licensing guidelines and safety issues, we require that all individuals on our 
property be categorized as one of the following:   

1. A regularly scheduled employee at a pre-scheduled shift during the regular course of their 
workday.  They are allowed to be on property up to 15 minutes before or 15 minutes after the 
scheduled shift. 

2. A Child who is in our care (all paperwork has been filled out) 
3. Parents or others during the course of regular drop-off or pick-up (This to be approximately 

fifteen (15) minutes) 
4. Delivery personnel – From a regular or expected company delivering items to the center 

(should be in eyesight of an employee at all times and arriving at an expected time) 
5. Visitor’s – Must be approved by the office and should be accompanied by an employee at all 

times not to exceed once per month and limited to a maximum of 2 hours  
6. Volunteers – Anyone who has been a “visitor” for more than once a month or for over 2 hours 

– Must go through a full screening process similar to the new employment screening process. 
7. Independent Contractors and Other Service Providers – Individuals or separate businesses 

authorized by the office to provide specific services, including therapists, special education 
providers, extracurricular instructors, consultants, and maintenance or repair professionals. 
Independent contractor status is not determined by the number of hours worked. Before 
beginning work or having access to children, contractors and service providers must complete 
all legally required background screening and program authorization requirements. They must 
sign in and out, follow all applicable supervision and building-access requirements, and 
review the program’s health, safety, emergency, child-guidance, confidentiality, and 
mandated-reporting procedures. Individuals who legally qualify as employees will be 
classified as employees regardless of the number of hours worked.  

8. An Intruder – Action will be taken by the staff to notify the proper authorities 
9. Therefore, anyone who is in the building or on the property for an extended period of time 

must be considered either a “visitor” a “volunteer” or an “intruder” including parents and 
employees who are off the clock.   

VOLUNTEERS: 
All individuals including any parent wishing to help chaperone an event must go through our screening process.  
Volunteers are also welcome in our center.  Anyone visiting or volunteering for more than one day per month 
must go through a screening process.  Magic Flute Montessori School screening process includes, but is not 
limited to, 1) a signed statement indicating whether or not they have had a conviction of any law in any state, or 
any record of founded child or dependent abuse in any state; 2) a signed statement indicating whether or not 
they have a communicable disease or other health concern that could pose a threat to the health, safety or well-
being of the children; 3) undergoing a fingerprinting and background check 4) a signed statement regarding 
child abuse 5) going through New Teacher Orientation. And all employment screening required by state law and 
Magic Flute Montessori School.  Any “visitor” who spends extended periods of time in the center will be 
considered a volunteer and will be required to go through the screening and training listed above. 
CHILDREN OF EMPLOYEES: 
Minor children of employees must not be at the center, on Magic Flute Montessori School property, 
or with the employee during working hours, unless pre-approved by the Magic Flute Montessori 
School Director.  Children of employees must also fit one of the 7 categories listed in 
“CLASSIFICATIONS”. 
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GENERAL GUIDELINES 
EMPLOYEE CLASSIFICATIONS: 
All employees will be classified under one of the following: 

1. Introductory Employees – New employees who have been with Magic Flute 
Montessori School for 90 days or less.  Subject to the Introductory Period 
described below. 

2. Temporary Employees – An employee whose position is temporary in nature and 
is expected to be employed to be employed for less than ninety (90) days such as a 
substitute or an employee in some type of other temporary situation. 

3. Regular Employees – Employees who have finished their Introductory Period and 
are hired for an undetermined period of time and have already been employed for 
longer than ninety (90) days.   

4. Part-Time Employees – Employees who are regularly scheduled to work thirty-
four (34) hours per week or less. All employees, regardless of classification are 
subject to the terms of the “At Will Employment” portion of this handbook. 

INTRODUCTORY PERIOD: 
All new personnel will be placed on “Introductory Period” status for no less than ninety (90) 
days.  This period is designated as an opportunity for new employees to demonstrate that they 
can become familiar with and perform their duties in a satisfactory manner.  At the end of the 
“Introductory Period,” a decision will be made by the employee and the Magic Flute 
Montessori School Director to determine if the employee is a good fit to continuance of 
employment.  Also taken into consideration will be the employee’s attendance, tardiness, 
professionalism, and specific job performance, etc., and the specific abilities of the employee 
in relation to the job description. 
 
During the “Introductory Period”, work performance will be informally evaluated by the 
Magic Flute Montessori School Director, and any other direct supervisor the employee might 
have. This will then be discussed with the new personnel coordinator.  A formal evaluation 
report will be prepared near the end of the “Introductory Period.”  All evaluation reports 
become part of the employee’s permanent personnel file. 
 
Employees will be ineligible for all leaves discussed in this handbook and will also be 
ineligible for any stated benefits such as, but not limited to: PTO, holiday pay, vacation pay, 
sick pay, health insurance, and similar benefits until the “Introductory Period” has ended.  At 
the end of the “Introductory Period,” all accumulation of PTO, holiday pay, and sick pay will 
accrue from the first day of employment according to the accrual procedures of those specific 
policies.  
Nothing contained in this policy should be construed as changing or invalidating the “At-Will 
basis” of employment at Magic Flute Montessori School previously stated in the “At- Will” 
policy.  Termination of employment may take place during the “Introductory Period” at the 
close of the “Introductory Period” or any time thereafter. 
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GENERAL GUIDELINES 
SUBSEQUENT INTRODUCTORY PERIOD: 
Both “Temporary” and “Regular” employees may be placed on a “Subsequent Introductory 
Period” for the following reasons, but not necessarily limited to the following reasons: 

1. Promotion, demotion or transfer to another position  
2. Documented poor performance 

All of the terms of the “Introductory Period” above shall apply to all employees placed on a 
“Subsequent Introductory Period”. 
PERSONNEL RECORDS: 
 

1. Important events related to employment with Magic Flute Montessori School will be recorded 
and kept in the employee’s personnel file.  Agreements, change of status records, TB 
clearance test, commendations, and educational transcripts and attainment records are 
examples of records maintained as well as all forms required by state licensing. 

2. Magic Flute Montessori School considers the contents of an employee’s personnel file to be 
confidential.  All personnel records, including but not necessarily limited to, employee 
applications, evaluation report, and correspondence relating to the employee are secured in 
the business office of Magic Flute Montessori School.  We will not disclose any information 
from this personnel file to anyone except Magic Flute Montessori School administrators (as 
may become necessary in the course of normal business operations) or Government Agencies 
(as required by law) or subject to legal and administrative process.  No other access will be 
granted without the employee’s written permission. 

3. The employee upon written request to the director may individually inspect and review 
personal records.  This review is to be done in the presence of the director.  Employees have 
the right to copy any document that contains that employee’s signature.  Employees may not 
remove documents. 

4. A partial duplicate file may be kept on campus for licensing purposes. 
5. Written documentation of employee’s performance will be kept on file at the administration 

office. 
6. All employees are required to sign all of the following but not necessarily limited to the 

following documents when requested by a direct supervisor: Personnel records and forms, 
time code, job descriptions, performance evaluations, classroom observation, verbal 
warnings, written warnings, suspensions, termination forms and etc.  Failure or refusal to sign 
any of these documents will be interpreted by Magic Flute Montessori School as a resignation 
due to the believe that as an “At-Will” employee if the employee “willed” to continue 
employment that they would be wiling to sign the requested documents. 

 
PERSONNEL INFORMATION CHANGES: 
 
All employees are required to notify the management and complete the necessary paperwork 
in the event of name, address or telephone number changes within ten (10) days of the 
change. 
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GENERAL GUIDELINES 
 
FACILITIES AND PROPERTY: 
 
It is understood that all rooms used by the Magic Flute Montessori School program may also 
be used for other activities and programs and should be treated accordingly.   
 
Equipment and furniture shall not be moved without informing the Magic Flute Montessori 
School Director.  It is important that the equipment is kept in good condition and free from 
damage or lost pieces. 
 
Consideration of one’s property is vitally important, as well as consideration of each other’s 
work and value as an addition of the overall program and team.  During working hours, it is 
essential that each member understand that friendliness shall prevail at all times.  The most 
important work in the world is in progress, and each staff member should be involved to the 
best of his or her ability and respect the time of other individuals. 
 
 
EMPLOYEE PERSONAL ITEMS/ MATERIALS: 
 
Magic Flute Montessori School is not responsible for the loss, damage or theft of any 
personal items brought to or left at the center or on the premises regardless of the nature of 
those items or articles, including equipment, supplies, and/or curriculum purchased or owned 
by visitors, employees, clients, or customers of Magic Flute Montessori School.  Employees 
are responsible for the security and care of their own materials, equipment, and personal 
items.  Materials not marked or in some way identified as the personal property of the 
employee may be assumed to be the property of Magic Flute Montessori School. 
 
 
CENTER MASTER CALENDAR 
 
The annual Center Master Calendar of Magic Flute Montessori School is the key to 
eliminating any conflicts in scheduling and informing employees of news and information 
affecting employees.  Employees are expected to be aware of and periodically check the 
information on the bulletin board and Calendar.  Any additions or changes should be done by 
first notifying the Magic Flute Montessori School Director. 
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GENERAL GUIDELINES 
 
REIMBURSEMENT OF EMPLOYEE EXPENSES: 
 
Magic Flute Montessori School will reimburse employees for reasonable and legitimate job-
related expenses incurred in the course of performing their required duties under the 
following conditions: 

1. All expenses should be pre-approved by the management 
2. Expenses deemed unreasonable or excessive will not be paid or reimbursed and the 

employee will be personally responsible for payment. 
3. It is the responsibility of the employee to turn in an expense reimbursement form YY-

17 along with the appropriate receipts and/or invoices. 
4. Expenses will be reimbursed at prescribed time during the month.  Requests for 

reimbursement after that time will wait until the following reimbursement schedule to 
be paid. 

5. Employees are encouraged to exercise discretion in incurring and suggesting 
expenses.   

 
 
USE OF MAGIC FLUTE MONTESSORI SCHOOL VEHICLES: 
 
Employees are only allowed to use Magic Flute Montessori School vehicles for any type of 
transportation of children and to run official errands for the center.  Magic Flute Montessori 
School is not responsible for any actions of an employee who is using their own vehicle to 
run errands for the center and therefore the center does not encourage, authorize or permit 
employees to run any center errands in their own vehicle.  Use of Center vehicles shall follow 
all policies set forth in the TRANSPORTATION HANDBOOK and/or the NEW TEACHER 
TRAINING HANDBOOK and/or any Procedures Handbook or documents. 
 
 
KEY CONTROL: 
 
Employees who are issued keys are expected to keep them in a secure location.  Keys may 
not be copied, loaned, or otherwise misused.  Where electronic codes are utilized, such codes 
shall be treated with confidentiality and not revealed to anyone other than a current, 
authorized, Magic Flute Montessori School employee with proper clearance approved by the 
Director.  All issued keys must be returned to the Director at the time of separation of 
employment or at any time requested to do so by a superior.  Employees who “lose” their key 
may be required to pay the expenses of re-keying the doors the key opened and the cost of re-
distributing new keys to all authorized key holders.  This expense may be automatically 
deducted from the employee’s paycheck without written approval of the employee. 
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NEW EMPLOYEE ORIENTATION PLAN 

DAY 1 ORIENTATION CHECKLIST 

o Review Employee Handbook 
o Review Health and Safety Policies 
o Review Child Guidance and Discipline Policy 
o Review Confidentiality Requirements 
o Review Supervision and Active Supervision Procedures 
o Review Emergency Procedures 
o Review Curriculum and Assessment Procedures 
o Review NAEYC Code of Ethical Conduct and Professional Expectations 
o Classroom Observation and Training 
o Orientation Completion Verification 

All newly hired educators must complete the entire New Employee Orientation Plan and 
Orientation Checklist before they are permitted to work alone or independently with children. 
Until the orientation plan has been completed, reviewed, signed, and approved by the 
Director, the new educator must work alongside and under the direct supervision of an 
experienced educator authorized by the Director. The new educator may not be assigned sole 
responsibility for a classroom or group of children during this period. The completed 
orientation form must be signed and dated by the new educator and the Director and 
maintained in the employee’s personnel file. 

The NAEYC Code of Ethical Conduct is reviewed with all newly hired employees during 
orientation before they begin working independently with children. Staff members 
acknowledge their understanding of the program's ethical expectations, including maintaining 
confidentiality, respecting diversity, building positive relationships with families, acting in 
the best interests of children, and maintaining professional conduct at all times. 
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COMPENSATION AND REVIEW: 
 
 
EMPLOYMENT CATEGORIES: 
 
Magic Flute Montessori School pays its employees based on wage and/or salary ranges for 
positions according to the following categories: 
 

1. Leadership/ Management 
2. Administrative/Office assistant 
3. Lead/ Head Teacher 
4. Assistant Teacher 
5. Teacher’s Aide 
6. Non-direct, i.e. Janitorial Staff and/or kitchen staff and/or Receptionist 
7. Bus Staff 

 
 
FAIR LABOR STANDARDS ACT APPLICABILITY 
 
Magic Flute Montessori School does not distinguish between full and part time employees.  
Any differentiation would only be based upon “exempt” or “non-exempt” status as described 
in the “Fair Labor Standards Act” defines this as follows: 

1. Exempt employees are defined as being Professional, Administrative, or Executive in 
nature and a set of standards must apply.  As such, exempt employees are not subject 
to the minimum wage or overtime payment provisions as defined by the Act. 

2. Non-Exempt (hourly) employees are eligible to receive overtime pay, if applicable, in 
accordance with the provisions of state and federal law. 
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COMPENSATION AND REVIEW: 
 
WAGES AND SALARIES: 
 
Compensation of employees is set by the Director and approved by the Magic Flute 
Montessori School board or owner.  Wage ranges are established annually for each category 
of employment listed above.  Wages are confidential and information concerning this should 
be treated as such. 
 
Wages and salaries are based on the following: 

1. The initial wage negotiated when employees was hired.  This will also be based on 
points 2-4 below 

2. Education e.g. degrees or credentials, hour and/or units earned at an accredited 
institution of higher education for successful completion of courses which directly 
relate to the field of childcare and early childhood education, training hours and/or 
CEUs received in the field and training in related fields.  (Must be documented.) 

3. All practical experience which directly relates to the field of childcare and early 
childhood education, all practical experience in related fields and/or all practical 
experience in other fields that are related specifically to the position being considered.  

4. The position for which the employee is hired and the demand for the position and the 
pre-established wage range for that specific position as set for that particular year.  

5. Evaluations of the employee’s performance  
6. Annual wage increase if given 

OVERTIME: 
All overtime worked by non-exempt (hourly) employees must be pre-authorized by the direct 
supervisor who must have permission to do so by the director.  Employees working overtime 
hours without authorization are subject to disciplinary action.  Authorized overtime will be 
calculated at one and one-half (1½) times the employee’s regular hourly rate for all hours 
worked in excess of forty (40) hours per established workweek.  In the event that the hours of 
overtime were due to “Training Wage” hours worked.  The overtime for “Training Wage” is 
one and one-half (1½) times the average of the employee’s regular hourly rate and the 
training wage.  Exempt employees are not eligible to receive overtime compensation.   
 
Non-approved overtime may result in disciplinary action.  The management also reserves the 
right to lower the following work week schedule of the employee by 1 ½ times or more the 
overtime hours worked in the previous work week to maintain compliance with wage and 
hour laws and to control payroll costs. Any such adjustment will be made in accordance with 
applicable federal and state regulations, including the Fair Labor Standards Act and Florida 
labor requirements, and will not be used to avoid proper overtime compensation already 
earned. 
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COMPENSATION AND REVIEW: 
TRAINING WAGE 
All hourly employees will be paid a training wage equal to minimum wage for all staff 
meetings, conferences, training, or anything regarding training according to the “Continuing 
Education” section of this manual.  All overtime paid in conjunction with training should be 
at one and a half times the training wage.  This should be called the “training wage 
overtime”. 
All Employees will be paid minimum wage for their entire final pay period including accrued 
vacation or PTO whose employment was terminated by one or a combination of the 
following but not necessarily limited to the following a) Absent without leave or “no call no 
show” b) violating the “CONDUCT WITH CLIENTS” and “NON-COMPETE CLAUSE” c) 
Quitting without giving sufficient notice (2 weeks minimum) d) failing to complete their 
notice period by their own decision e) failing to keep their intention to resign of a confidential 
nature as discussed in the “RESIGNATION” section herein f) are discovered to have lied on 
their application or grossly misrepresented themselves during the interview process g) 
become guilty of “child abuse” or any other activity or criminal offense that shall make them 
ineligible to work at Magic Flute Montessori School due to licensing regulations.   
New staff training is a lengthy and expensive process for Magic Flute Montessori School.  
Therefore, any employee who quits within the first ninety 90 days of employment may be 
considered on their “training wage” for their entire employment regardless of their negotiated 
hourly rate.  Employees who have already received a higher rate on a previous pay period 
may be required to pay back the overage by payroll deduction from the final pay period’s pay 
check.  This is to help the center re-coup expenses paid out to work with and train an 
employee who actually didn’t get to full duties and who spent the majority of their working 
hours in training.  
PAYROLL DEDUCTIONS 
Payroll deductions will be made according to the law, employment agreement, or upon 
request of the employee.  Deductions may include but may not be limited to the following: 

1. Federal and State Income Tax 
2. FICA/Social Security Tax and Medicare 
3. Employees portion of childcare tuition fees per signed agreement (required to receive this 

benefit) 
4. Premiums such as an employee’s portion of Health Insurance or other if provided (required to 

receive this benefit) 
5. Wage attachments made in accordance with any state or federally mandated law or request 

i.e. garnishments.  
6. Any fees due the center such as a repayment of overpaid wages (See “Training Wage”) or 

fees that were paid by the center and are required to be re-paid. 
7. Any training fees that were paid for by the center but that the employee did not attend after 

agreeing to the schedule of the training. 
8. Any credentials received by the employee which were paid for by Magic Flute Montessori 

School in which the employee did not complete the pre-required amount of tenure following 
the payment of the credential or training program.   
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COMPENSATION AND REVIEW: 
 
PAY PERIODS: 
 
All time worked will be paid at the agreed rate of pay and any applicable overtime.  Overtime 
will be any time over 40 hours in a given one (1) week period and will be paid at one and one 
half (1 ½) the employee’s rate of pay.  The Magic Flute Montessori School Director must 
approve all overtime.  Each pay week will be from midnight Sunday through midnight the 
following Sunday. Pay periods will be two week periods (14 days) beginning midnight 
Sunday and ending at midnight on the Sunday fourteen (14) days later.  They will be payable 
on the Friday following the last day of the pay period. 
 
 
PAYROLL ADVANCES 
 
Magic Flute Montessori School does not issue payroll advances on prospective or actual 
income before the regularly scheduled paydays covering the pay period. 
 
 
CONSULTATIONS: 
 
Director, Assistant Director, and/or staff consultations may be held to discuss any problems 
that are keeping a teacher from reaching the desired objectives.  A follow-up date will be set 
to review any progress, and all documentation will be kept on file.  This may be considered a 
part of a current of future performance evaluation and/or if may stand alone, this to be at the 
discretion of the director. 
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COMPENSATION AND REVIEW: 
 
PERFORMANCE EVALUATIONS: 
 
Employees will be evaluated at the end of the “Introductory Period,” and at least annually 
thereafter.  They may be conducted more often at the Director’s discretion.  The evaluation is 
based upon work habits, work ability, efficiency, dependability, and related factors, as 
outlined in the “Evaluations Manual.”  Annual reviews will generally take place prior to the 
beginning of a new school year. 
 
All evaluations are reviewed with the employee.  Supervisors conducting evaluations will 
forward a copy to the director, and the results of the interview shall be noted and included in 
the employee’s personnel file.  Performance evaluations can be given at any time throughout 
the school year.  These evaluations will be used as a tool to help improve both our staff and 
school. 

1. All Introductory employees will receive a review at the end of their probation period.  This 
review will contain a recommendation to have the employee put on regular status, remain on 
introductory employment status, or termination.  The Introductory period may be extended or 
re-introduced at the discretion of the Staff Development Director. 

2. Performance evaluations are subject to the grievance procedure.  If the factual information in 
the review can be proven to be incorrect, the board or owner will review the matter. 

3. Each staff member will receive an Annual Performance Evaluation.  This evaluation will be 
used for any pay increase consideration.  Pay increases do not necessarily accompany any 
yearly evaluations, however in the event there are going to be pay increases they will be 
attached to the performance evaluation.   

4. The Director or an immediate supervisor will meet with each employee, on an individual 
basis, to go over the evaluation.   

5. After the evaluation has been discussed, both the Director and the employee will sign the 
evaluation. 

6. Employees are required to sign the written evaluation.  Their signature acknowledges that the 
evaluation has been reviewed with them.  An employee’s signature on an evaluation does not 
indicate that they agree with the entire contents of the evaluation but that they were present 
when the evaluation was covered with them. 

7. Refusal to sign the review will not invalidate the evaluation, and it will still be placed in the 
employee’s file.  However, the act of refusal to sign a performance evaluation will be 
interpreted as a resignation per the previously stated policy “Personnel Records” and will 
obviously void any raise that would have accompanied the evaluation. 

8. The employee’s comments will be attached to the evaluation and filed in the employee’s 
personnel file, and it will be placed in the employee’s permanent file.   

9. The employee may request a copy if they so desire. 
 
Performance evaluations are considered to be personal and confidential. 
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COMPENSATION AND REVIEW: 
 
COMPENSATION ADJUSTMENTS: 
 
An employee’s hourly pay rate and/or salary may be adjusted by  
  
Wages and salaries are adjusted based on the following: 

1. The current wage being paid the employee in their current “Employment Classification” as 
listed previously. 

2. Education received during the previous year e.g. degrees or credentials, hours or units earned 
at an accredited institution of higher education for successful completion of courses which 
directly relate to the field of childcare and early childhood education, training hours and/or 
CEUs received in the field and training in related fields.  (Must be documented) 

3. Evaluations of the employee’s performance.  (Other points may be covered as a part of the 
performance evaluation) 

4. The position for which the employee is being moved to.  This would include the demand for 
the position and the pre-established wage range for that specific position as set for that 
particular year.  This could be an increase in pay, or it could be a decrease depending on the 
wage range in the previous and new “Employment Classification”. 

5. Changes in wages for promotions shall generally follow after a ninety (90) day introductory 
period of the new position and after a subsequent Performance Evaluation for the new 
position has been considered.  This to insure the fulfillment of the new responsibilities.  
Changes in wages for demotions or changes to a lower wage range category shall be 
immediate. 

6. Wage increases may follow in an annual basis if given. 
7. Length of Employment – An employee’s continuous length of employment with Magic Flute 

Montessori School will be considered during the annual compensation review. Employees 
who complete at least one full year of employment, remain in good standing, and demonstrate 
continued dependability and professional growth may qualify for a longevity-based wage 
adjustment. 

  
PROMOTIONS: 
It is the policy of Magic Flute Montessori School to promote from within whenever and 
wherever feasible.  All promotional considerations shall be based on ability, efficiency, 
conduct, willingness to do the new job, and loyalty.  Personnel should acquaint themselves 
with the qualifications and requirements of positions in higher levels or responsibilities, so 
they are aware of their personal needs to prepare for a promotion.  It is the responsibility of 
each employee to make the Magic Flute Montessori School Director aware of willingness and 
desire to seek to fill a new position.  Annual or periodic evaluations are an excellent 
opportunity for this information to be shared.  
In all cases the individual whom the management believes is the best fit for the position will 
fill positions.  
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COMPENSATION AND REVIEW: 
 
SALARY SCALE AND STANDARD PAY INCREMENTS:  
 
Magic Flute Montessori School uses established wage ranges for each staff role. Individual 
employee wages remain confidential; however, each position is assigned an approved 
minimum and maximum wage range. 
The program’s standard hourly pay increments are $0.50 or $1.00. The amount of an 
approved increase is based on the employee’s professional qualifications, current staff role 
and responsibilities, continuous length of employment, and most recent performance 
evaluation. 
A $0.50 hourly increase may be approved for an employee who meets performance 
expectations and demonstrates one or more of the following: completion of one full year of 
satisfactory employment, documented professional development, acquisition of a relevant 
credential, or the addition of ongoing job responsibilities. 
A $1.00 hourly increase may be approved for an employee who exceeds performance 
expectations, earns an advanced credential or relevant degree, is promoted to a position with 
substantially greater responsibilities, or demonstrates sustained high-quality performance and 
long-term service to the program. 
When several factors apply during the same review period, they will be considered together. 
The standard combined adjustment will ordinarily be either $0.50 or $1.00 per hour and will 
not automatically be multiplied or added for every qualifying factor. All increases require 
approval from the Owner or Director and must be documented in writing in the employee’s 
personnel file. 
 
TRANSFERS: 
 
Employees are eligible to transfer from one position, department and/or facility within the 
corporation if circumstances warrant such a change and if the employee is qualified.  
Transfers are arranged by the management and are at the discretion of the management and 
supervisors affected by the change.  Magic Flute Montessori School reserves the right to 
transfer an employee to a different, department and/or facility within the corporation for 
disciplinary or work-related reasons or in the event that the company would be best served by 
such a transfer.  Transferred employees may be expected to comply with the “Subsequent 
Introductory Period” policy if it applies to their situation.  All positions are filled at the 
discretion of the management based on whether or not the management believe this would be 
a good fit and are subject to change at any time based upon the continued evaluation of these 
criteria. 
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EDUCATOR PLANNING TIME AND ACCESS TO CURRICULAR 
RESOURCES 

Magic Flute Montessori School provides educators with regular planning time to prepare 
lesson plans from the virtual BrightWheel APP platform, review child progress, organize 
learning materials, and develop classroom activities. Planning time may occur during 
scheduled planning periods, teacher planning days, staff meetings, professional development 
days, and other designated times approved by administration. 

Educators have access to curricular resources including the Experience Curriculum online, 
Montessori materials and lesson guides, Creative Curriculum resources books in each 
classroom, assessment data, classroom lesson plan templates, developmental screening tools, 
and school-approved educational materials. 

Curricular resources may be accessed through the Experience Curriculum online platform, 
classroom curriculum binders, school computers and tablets, shared staff resources, and 
materials provided by administration. Educators may request additional curriculum materials, 
lesson planning support, or instructional resources from the Director or Lead Teacher at any 
time. 

Staff are expected to utilize available curricular resources when planning activities to ensure 
lessons are developmentally appropriate, aligned with program goals, and responsive to the 
needs of enrolled children. 
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WORK SCHEDULE POLICY: 
It is vital that every employee be at their scheduled post at the time they are scheduled.  This 
is to ensure that Magic Flute Montessori School continually meet the state guidelines for 
ratios.  The work performed at Magic Flute Montessori School is of a different nature than 
that of working in a retail store, factory or office.  When an employee is not where they are 
supposed to be, children may be placed in danger.  Therefore, employees must take their 
schedule more seriously than the average worker!  The following specific guidelines will 
govern how all employees respond and react to help meet the needs of the children in an 
environment that is still worker friendly. 
WEEKLY SCHEDULE: 

1. Meeting ratios and providing a loving, safe, healthy and learning environment for the 
children is the first concern of Magic Flute Montessori School, therefore, the posted 
schedule becomes the most important tool the center has to meet this goal.  Magic 
Flute Montessori School ‘s philosophy is to work together to plan ahead so that in 
addition to meeting the needs of the children the management can also accommodate 
the needs of employees.  It becomes easier to accommodate someone who needs to be 
off for one reason or another when all employees work together to anticipate their 
own absences in advance.  The management of Magic Flute Montessori School will 
commit to plan the work schedule in advance so that everyone has advance notice of 
their hours and when they will be needed.  Likewise, it is vital to this system that all 
employees also plan ahead all absences. 

2. The schedule will be posted at least 1 week prior to the beginning of the week it 
covers. 

3. All “PRE-ARRANGED ABSENCE/PTO REQUEST FORMS” must be turned in a 
minimum of 2 weeks prior to the beginning of the week that they will fall in.  This is 
to give the center management team one week to plan the schedule after having 
received all time-off requests. 

4. Although most employees have a general idea of their normal working week, 
everything is subject to change.  It is possible that an employee could be called on to 
work a different schedule from time to time to accommodate other employee’s pre-
arranged absences or other absences.  All employees are subject to the possibility of 
being scheduled any hours that the center is open, and we appreciate each employee’s 
flexibility. 

5. CONTINUITY OF CARE AND STABLE EDUCATOR ASSIGNMENTS. Magic 
Flute Montessori School regularly assigns educators to work with the same classroom 
and group of children from day to day and stably over time. Staff schedules are 
developed to preserve consistent relationships among children, educators, and 
families. Floaters and substitute educators may provide temporary coverage for 
breaks, absences, training, or emergencies but do not routinely replace the classrooms 
regularly assigned educators.  
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WORK SCHEDULE POLICY  
 

For infants and toddlers, the program’s goal is for each child to remain with the same 
primary educator or consistent educator team for a minimum of nine months 
whenever enrollment, employment, licensing, health, safety, and the individual needs 
of the child permit. The Director monitors classroom assignments and avoids 
unnecessary educator changes. When a change is unavoidable, the program will 
provide a gradual transition whenever possible, inform the child’s family, and share 
the child’s routines, preferences, developmental information, and individual care 
needs with the receiving educator. 

6. All employees are responsible for checking the center schedule after it is posted to 
ensure that they understand their specific work schedule for the week covered.   

7. Employees are required to be clocked in and to be at their post at their scheduled time 
of arrival.  Also, there is to be no “over-time” because of clocking in early in order to 
get to the post “on time”.  In most cases it should only take a matter of seconds to 
walk from the clock-in area to a scheduled “post”.  Remember, the other employees 
and most importantly the children and their families are waiting. 

8. If for some reason an employee misses work and would like to make the time up, they 
must get additional hours approved by the management.  Make-up hours should be 
worked in the same week the shortage occurred.  The schedule is governed by a 
budgeted number of hours, and we cannot exceed this number of hours center wide. 

9. All overtime is greatly discouraged.  However, from time to time employees may be 
requested to work overtime where the center is short staffed.  Overtime is paid when 
an employee works over 40 hours in any one work week and is 1½ times the 
employee’s regular rate of pay. 

10. Employees may be required to cut 1½ times the number of overtime hours from the 
following week’s work schedule. 

11. Employees are not allowed to be on the property for extended periods of time when 
they are off the clock.  An Employee becomes a visitor when they are not clocked in.  
This means that all off-duty employees are required to notify the office before going 
to or remaining in the center area, playground or property.  Employees are allowed 15 
minutes prior to the beginning of the workday and 15 minutes following the workday 
on the property.  Remaining on the property longer or coming early will be at the 
discretion of the management. 
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WORK SCHEDULE POLICY  
 

TIME CODE: 
 
All employees are required by state and federal fair labor practices as well as by accurate 
financial procedures to maintain a time record.  Computerized time clocks are used to track 
employee arrival, departure, and any break time that exceeds 15 minutes.  Each employee is 
issued a time code according to our current clock in system.  The code is clocked in and out 
through the time clock at the beginning of the shift and at the beginning of any break that 
exceeds 15 minutes as well as at the end of the same break period and the end of the shift.  
Also, anytime the employee leaves the campus the code must be clocked out. 

1. It is not acceptable to clock in or out for another employee. 
2. Falsifying a time record may be grounds for immediate dismissal. 
3. Any missed clock in or out times must be recorded on the time cord correction sheet 

and initialed by a member of the management.  Failure to record missed clock in or 
out times may result in missed pay for hours worked, therefore an accurate time 
record is essential. 

4. Prompt arrival is essential for all employees to make efficient use of work time.  It 
also allows Magic Flute Montessori School to comply with State Licensing 
requirements relating to the proper adult to children ratios.  If employees find that 
they are unable to fulfill their assigned schedule, they are required to discuss possible 
schedule changes with the Site Director. 

 
Closing employees will be paid until the last child leaves plus a reasonable amount of time 
(5-10 minutes) for completion of “closing duties”.  In most cases closing duties should be 
completed prior to the last child leaving. The supervisor must approve extra time needed 
following the last child’s departure, if time is needed in order to finish the closing duties.  An 
explanation will need to be given to the Magic Flute Montessori School Director as to why 
the closing duties were not finished prior to the last child’s departure.  Employees will be 
expected to clock-out accordingly.  Failure to clock out in a timely manner as established 
above or follow the procedure for staying extra minutes will be treated the same as an 
employee who falsifies his/her timeclock. 
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WORK SCHEDULE POLICY  
 

BREAKS: 
 
Magic Flute Montessori School does not have structured coffee breaks or structured lunch 
periods.  Due to the nature of a children’s center, employees will be expected to remain with 
the children throughout the course of their day.  Employees wishing to be scheduled a lunch 
period must make the fact known to the person making out the schedule 3 weeks prior to the 
beginning of the schedule.  Employees will be given an opportunity to use the restroom as 
needed.  They will also be allowed to eat snacks and meals with the class with which they are 
working. 

Magic Flute Montessori School provides each staff member working directly with children 
with a break of at least fifteen (15) minutes after no more than four (4) consecutive hours of 
direct work with children. Staff members may leave their assigned classroom or group only 
after an authorized staff member has arrived to provide coverage. Before leaving, the staff 
member must communicate the number of children present and any immediate supervision, 
health, safety, or individual-care information to the relieving staff member. 

In addition to scheduled breaks, an employee may request an immediate brief break of a few 
minutes whenever the employee feels temporarily unable to perform assigned duties safely 
and appropriately because of stress, emotional distress, illness, physical discomfort, 
exhaustion, or another urgent personal need. The employee should immediately notify the 
Director, supervisor, or available lead educator. Appropriate coverage will be arranged as 
quickly as possible while maintaining required ratios and continuous supervision of children. 

Employees will not be disciplined or retaliated against for making a good-faith request for an 
immediate brief safety or wellness break. Employees must never leave children unattended or 
leave a classroom until appropriate coverage has been confirmed. 

The required fifteen-minute rest break is considered paid working time. An on-duty meal 
period, eating with children, or using the restroom does not replace the required fifteen-
minute break. 

ON-DUTY MEAL PERIOD POLICY: 
 
The nature of the Magic Flute Montessori School work may prevent the employee from being 
relieved of all duty during the employee’s meal period.  The employee may be required to 
work an on-the-job meal period, which shall be considered time worked and will be paid for 
by the employer at the employee’s regular rate of pay. 
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BENEFITS 
 
EMPLOYEE CLASSIFICATION FOR BENEFITS: 
 
Magic Flute Montessori School does not distinguish between full and part time employees for 
the purpose of accessing benefits.  Any differentiation of benefits would be based upon 
“exempt” or “non-exempt” status as described in the “Fair Labor Standards Applicability” 
policy listed previously. 
 
 
HEALTH INSURANCE: 
 
Magic Flute Montessori School does not offer a paid group health benefit or group plan that 
employees can opt into. 
 

 
 

RETIREMENT: 
 
Magic Flute Montessori School does not offer a retirement benefit or group retirement plan 
that employees can opt into. 
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BENEFITS  
HOLIDAYS 
 
The center is closed for the following holidays: New Years Day, Memorial Day, July 4th, 
Labor Day, Thanksgiving Day, the day after Thanksgiving, and Christmas. If the holiday falls 
on the weekend the center will be closed the next weekday closest to the holiday (e.g. if the 
holiday is on Saturday the center will close on Friday, if the holiday is on Sunday the center 
will be closed on Monday). Since the center is open on holidays for extra care, Employees 
need to choose 2 days a year to work on. 
 Magic Flute Montessori School is open on Christmas Eve and New Year’s Eve. 
However, the Center will close at 5 o’clock on Christmas Eve.  Because child attendance is 
usually lower during the holidays, the center will operate with a reduced staff. Those 
employees with seniority will have the first approval of time off.  
 Employees are not paid for holidays except those who is working for extra care. 
CONTINUING EDUCATION: 
Continuing education is required according to the state laws governing the center and the 
policies established in the New Teacher’s Training Manual.  Fees for continuing education 
will be paid by the center if they have been pre-approved by the Center Director.  Time spent 
in class will also be paid at the training wage if pre-approved by the center director.  Pre-
approval for payment of class fees does not guarantee payment for time spent in class.  Pre-
approval for payment of time spent in class does not guarantee payment for class fees. 

• Pre-approval for payment of class fees and pre-approval for payment of time spent in 
class is requested using a “Request for Training.”  It is requested that these be turned 
in three weeks prior to the training event. 

• Failure to attend a pre-scheduled class that the Center paid the fees for will require the 
employee to reimburse the Center for the class fees by payroll deduction from the 
next pay period. 

• Upon completion of the class, employees must turn a certificate of completion.  
Employees will be paid their training wage based on the number of “contact hours” 
given on the certificate. 

• College classes taken may be compensated if they qualify as continuing education 
hours.  These also must be pre-approved by the Center Director.  No more than five 
hours will be paid per college credit hour or unit upon proof of completion and a C or 
higher grade.  No more than 3 credit hours or units may be compensated for in any 
one semester.  Classes must be applicable to a CDA or Early Education Degree.  No 
fees will be reimbursed for college classes.   

 
COLLEGE CLASS CONVERSION: 
 
College classes will be converted to training hours and CEUs by the following formula:   
1 college credit hour = 1 CEUs and/or 10 contact hours; 1 CEU = 10 contact hours of credit. 
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BENEFITS  
 

CHILDCARE BENEFIT: 
 
Magic Flute Montessori School DOES NOT OFFER a reduced childcare rate for children of 
employees.    

1. Childcare is available on a “space available” basis.  Existing enrolled children will not 
be expelled to make room for an employee’s child.  Employees must enroll their 
qualifying child according to the enrollment policies set by the center for a child or 
children of that age group. 

2. All regular rules and requirements governing children in the center will apply to staff 
children. 

3. All non-tuition fees will be the responsibility of the employee, i.e. annual registration, 
field trips, etc. 

4. Under normal circumstances, children will not be allowed to be enrolled in their 
parent’s class.  Enrollment in a different class may be allowed at the Magic Flute 
Montessori School Director’s discretion provided space is available in that area. 

5. Employees are required to give a two weeks’ notice prior to changing their child’s 
rates or pulling out of Magic Flute Montessori School. 

6. If the employee leaves employment, the regular fees will be accessed and due at the 
end of employment for any time the child(ren) have been at the center and the two 
weeks’ notice as a payroll deduction from the last paycheck.  If enrollment of the 
employee’s child is requested after the last day of employment, all childcare fees will 
be due according to the policies of the center at that time. 
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BENEFITS  
 

EMPLOYEE TEMPORARY LEAVES and/or ABSENCES: 
 
 
CATEGORIES OF ABSENCES: 
 
All employee absences will fall into one of the following five (5) categories. 

1. Pre-arranged absence/PTO – Must be arranged a minimum of two (2) WEEKS prior, 
using the “Pre-Arranged Absence/PTO Request” form.  Employees will only be 
allowed to use “Paid Time Off” in this category and will only be paid for that time if 
they also turn in the “Request for Paid Time Off” form. 

2. Call-in/Sick Leave – These are excused absences that are not pre-arranged.  The 
employee must call in at least a minimum of two (2) HOURS prior to the beginning of 
the work schedule.  Employees may NOT use any form of paid leave or Vacation or 
Paid Time Off for this type of absence.  
A. Magic Flute Montessori School RESERVES THE RIGHT TO REQUIRE a 

Doctor’s note.  Any communicable disease or virus infection used as a reason for 
an absence may require the employee to be away from work and quarantine for 2-
3 weeks or the time specified by the C.D.C. or medical community to avoid the 
spread of said communicable disease.  PROOF OF QUARANTINE may be 
required in order to return to work.     

B. Although it is only required to call in two hours prior, employees should show 
courtesy by contacting the Director or the appointed individual by calling them the 
night prior to an expected illness.  Leaving a message on the answering machine is 
NOT CONSIDERED notification of an illness. 

3. Unexcused Absence – SUBJECT TO SPECIFIC DISCIPLINARY ACTION. 
4. Pre-arranged extended leave such as an extended illness or pregnancy.   

 
All employees shall be granted leaves of absence for personal needs such as illness, 
bereavement, or pregnancy.  These leaves will be defined as follows: 
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BENEFITS  
 

EMPLOYEE TEMPORARY LEAVES and/or ABSENCES Continued: 
 
 
PRE-ARRANGED ABSENCE AND PTO: 
 
All employees are allowed as much pre-arranged absence time off as the management will 
approve.  Time off from work for all employees is always without pay unless the absence has 
been pre-approved; the employee has sufficient PTO to cover it and fills out the “Pre-
Arranged Absence/PTO Request Form” and a “Request for Paid Time Off Form” according 
to the policies.  Employees must also have been continuously employed for the previous 
twelve (12) months.  Pre-arranged absences for medical reasons or similar situations that are 
less than three (3) weeks will be eligible to be classified as Pre-arranged absence/PTO.  A 
Dr’s note may be requested at the discretion of the management.  All pre-arranged absences 
for medical reasons that exceed three (3) weeks would be classified as Pre-arranged extended 
leave.  Jury Duty will also fit into this category if it meets all of the qualifications listed 
above for pre-arranged medical absences. 
  
 
PAID TIME OFF (PTO) 
  
Paid Time Off (PTO) is a policy that allows employees to earn/accrue and then later be paid 
for days off.  PTO may be used for any absence that is Pre-arranged provided the employee 
has been continuously employed for the previous twelve (12) months prior to the absence.  
These absences can include PTO, unpaid holidays where the employee would regularly be 
working, personal days, and pre-arranged sick leave such as a surgery or pregnancy. 
 
PTO may not be used for excused call-in sick days or unexcused absences of any kind. PTO 
May not be exchanged for cash.  Accrual of PTO begins after 90 days of employment and is 
backdated to the actual day of hire.  However, PTO may not be used for compensation until 
after the employee has been continuously employed for the previous twelve (12) months prior 
to the pre-scheduled absence.   
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BENEFITS  
 

EMPLOYEE TEMPORARY LEAVES and/or ABSENCES Continued: 
 

 
ACCRUAL OF PAID TIME OFF 
 

1. All employees shall be eligible to earn 12 - ½-days off per year (one for each month) 
2. Eligibility will be based on attendance for the previous month.  On the first of each 

month all employees will have .5 of a day added to their PTO bank provided they 
were continuously employed for the previous month and had no absence other than 
category: 

a. Pre-arranged/PTO absences in the previous month. 
b. Pre-arranged extended leave of three weeks or more will be ineligible to 

earn the ½-day PTO. 
3. Additional “Bonus” PTO shall be accrued by employees based on their tenure/hire 

anniversary date.  Each year on the anniversary of hire employees shall earn 
additional PTO according to the following schedule: 

a. On the second (2nd) anniversary date – accrual shall be .75 of a day off added 
to their PTO bank per month as explained above. 

b. On the third (3rd) anniversary date – accrual shall be 1 day off added to their 
PTO bank per month as explained above. 

c. On the fourth (4th) anniversary date – accrual shall be 1.25 of a day off added 
to their PTO bank per month as explained above. 

d. On the fifth (5th) anniversary date – accrual shall be 1.5 of a day off added to 
their PTO bank per month as explained above.  
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BENEFITS  
EMPLOYEE TEMPORARY LEAVES and/or ABSENCES Continued: 
CALCULATING PAY FOR PAID TIME OFF: 
Employees are eligible to use their PTO for pre-arranged absences using the “Pre-Arranged 
Absence/PTO Request Form” provided they have been continuously employed for twelve 
(12) consecutive months prior to the absence and that the absence that they are requesting to 
use the PTO to cover is a qualifying absence. 
Pay for the ½-day will be calculated in the following manner: 

1. Calculating the average number of hours per week:  add all hours worked in the previous 52 
weeks and divide the product by 52 weeks (the number of work weeks in a year)  

2. Calculating the average number of hours per day: divide the average number of hours per 
week by 5 (the amount of work days in a week).  

3. Calculating the average number of hours per ½-day (.5 of a day):  divide the average number 
of hours in 2. Above by 2.  For calculating .25 of a day:  Divide the average number of hours 
in 2. Above by 4.  

4. Calculations will be made using the current information at the time PTO is being used. 
5. Employees will be paid at their current pay rate for the number of hours figured above for 

each ½-day PTO is requested and approved. 
6. Employees may accumulate up to fifteen (18) days or thirty (36) ½-days of PTO.  After 

accumulation of the maximum, no more ½-days may be accumulated until some of the 
previously accumulated PTO has been used. 

7. In the event an employee is ending their employment with Magic Flute Montessori School, all 
PTO is paid out to an employee with their final check. Employees who resign and are leaving 
on favorable terms with at least a two (2) weeks written notice, will be paid for their 
remaining PTO at their current rate of pay.  All employees who have been terminated for 
disciplinary action due to attendance or other severe actions on their part will be paid their 
remaining PTO at minimum wage according to the stipulations in the “TRAINING WAGE” 
section of this handbook. 

“PRE-ARRANGED ABSENCE/PTO REQUEST FORM” 
The “Pre-arranged Absence/PTO Request Form” must be turned into the appointed individual 
at least two (2) weeks prior to the workweek the requested day falls within.  Each request will 
then be either approved or denied and the yellow copy will be returned to the employee.  
“Employee Pre-arranged Absence/PTO Request” Forms will be taken prior to the beginning 
of the calendar year and considered on a seniority basis prior to January 1.  Requests made 
after January 1 will be considered on a first come basis.  Pre-arranged absences may be 
limited to one lead teacher; one assistant teacher and one teacher’s aid absent per week.  All 
Employee Pre-arranged Absence/PTO Requests will be subject to the management’s 
discretion.  The “Pre-arranged Absence/PTO Request Form” also includes a place for the 
employee to mark whether or not they want to use PTO ½-days for the absence (If available).  
The payroll department will not pay an employee for a pre-approved absence unless the 
employee requests this on the form.  Only Category #1) “Pre-arranged absences will be 
eligible for PTO. 
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BENEFITS  
 

EMPLOYEE TEMPORARY LEAVES and/or ABSENCES Continued: 
  
“REQUEST FOR PAID TIME OFF FORM” 
The management and payroll departments of Magic Flute Montessori School to do not 
presuppose that just because you have pre-arranged an absence that you also want to use any 
PTO that exists in your PTO Bank.  Getting paid for time off requires two distinct steps.  1) 
Pre-arranging the absence using the “Pre-Arranged Absence/PTO Request Form” according 
to the policy regarding this form and its use.  2) Requesting to be paid for the absence prior to 
the paycheck being cut for the pay period in which the pre-arranged absence took place using 
the “Request For Paid Time Off Form.”  These forms will accompany the center’s copy of 
your approved “Pre-Arranged Absence/PTO Request Form” through payroll and then will be 
filed together in the employee file with the paycheck, which they affected.  These may be 
turned in at the same time or the “Request For Paid Time Off Form” may be turned in at a 
later date as long as it is prior to the end of the pay period in question.  In the event an 
employee fails to fill out the form and realizes this when receiving the paycheck in which 
they had been absent, they may request to have this paid in the next pay period -- this to be at 
the discretion of the management. 
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BENEFITS  
EMPLOYEE TEMPORARY LEAVES and/or ABSENCES Continued:  
CALL-IN/SICK LEAVE 
Call-in/Sick Leave absences are difficult for the center to adjust to and can create an unsafe and often 
un-enjoyable workplace.  However, the center understands that sometimes employees are ill and/or 
have emergencies that cannot be anticipated.  The following guidelines shall apply: 

1. All hourly employees: will be allowed up to four (4) Call-In/Sick Leave absences per year, 
without a review.  

2. All additional Call-In/Sick Leave Absences each year will be considered unexcused absences 
beginning with the fifth (5) absence each calendar year. 

3. Employees who make use of one of their four (4) Call-In Sick Leave absences will be 
ineligible for PTO accrual during the month of the absence.  

4. Employees are required to call in the night before the absence or at least a minimum of two 
(2) hours prior to the beginning of the work schedule.  Employees who call in and leave a 
message to an answering machine are also required to call the day of the absence by 9 AM 
and speak personally to a member of management concerning the absence. 

5. Leaving early will not be counted as an absence provided it is at the convenience of the 
management and the other employees and that the employee was on time and available for 
their duties for the entire time they were clocked in. 

6. Call-ins covering multiple days will only be counted as one absence under the following 
conditions: 

a. An employee has a Dr’s note where the Dr. requires they be absent from work for 
multiple days.  In this case only the first day would be considered a Call-in/Sick Day 
and the remaining days absent would be considered pre-arranged.  However, none of 
the absences connected to a call-in would be eligible for PTO unless approved 
through a “hardship” at the discretion of the management. 

b. The ill child of an employee where the child has a Dr’s note and the Dr. requires they 
be absent from work for multiple days.  In this case only the first day would be 
considered a Call-in/Sick Day and the remaining days absent would be considered 
pre-arranged.  However, none of the absences connected to a call-in would be eligible 
for PTO unless approved through a “hardship” at the discretion management.  
Employees are strongly encouraged to seek optional care for their child such as 
sharing the absences with a spouse or another family member. 

c. Bereavement where the arrangements call for multiple days of absence.  In this event 
the employee must specify the exact number of days for which they are requesting to 
be absent at the time of the notification of the management.  The management must 
approve the number of days, and the employee must return to work on the pre-
arranged return date.  Failure to follow these terms may result in multiple unexcused 
absences.   

d. Documentation may be required for all the above examples.  
7. Magic Flute Montessori School reserves the right to require a Doctor’s note.  Any 

communicable disease or virus infection used as a reason for an absence may require the 
employee to be away from work and quarantine for 2-3 weeks or the time specified by the 
C.D.C. or medical community to avoid the spread of said communicable disease.  Proof of 
quarantine may be required in order to return to work.     
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BENEFITS  
 
EMPLOYEE TEMPORARY LEAVES and/or ABSENCES Continued: 
 
 
TARDINESS: 
 
Tardiness can create chaos in the early learning environment.  This is the reason that in most 
cases, tardiness is considered equal to an unexcused absence.  Employees are expected to 
notify Magic Flute Montessori School at least fifteen (15) minutes prior to being late.  
Employees are required to be at the facility five to ten (5-10) minutes prior to their scheduled 
time and to their post within a reasonable amount of time after clocking in (approximately 1 
minute) unless special arrangements have been made. 
 
 
JOB ABANDONMENT: 
 
If a regularly scheduled employee DOES NOT CALL-IN per the “Call-In/Sick Leave” policy 
for a pre-scheduled Magic Flute Montessori School will assume the employee HAS 
VOLUNTARILY ABANDONED the job and has terminated their employment with Magic 
Flute Montessori School.  Employees who abandon their job will not receive payment for 
accrued vacation or P.T.O. unless state law requires this.  They will be paid their final pay 
period at the minimum wage per the “TRAINING WAGE” policy contained in this 
handbook.  In the event state law requires payment of accrued P.T.O and/or vacation pay this 
would also be paid at the minimum wage per the “TRAINING WAGE” policy.   
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BENEFITS  
 
EMPLOYEE TEMPORARY LEAVES and/or ABSENCES Continued: 
“EMPLOYEE ABSENCE/TARDY FORM” POLICY: 

1. Employees will receive a copy of their “Employee Absence/Tardy Form” anytime 
that they are not at work by the time they are scheduled.  The original will be placed 
in the employees file and the pink copy will go to the payroll department.  This form 
will state when the employee was due in to work, the amount of time missed, and 
when the employee notified the center concerning the absence or tardy.  The 
management will also mark on this form as to whether the employee’s absence was 
excused or unexcused.  Employees are allowed to receive three unexcused absences in 
a three-month period.  After the fourth, they will be suspended from work without pay 
for two days to one week (as determined by the management).    

2. Employees will receive an excused absence form if they or their child is ill and they 
notify the management at least two (2) hours in advance.  Employees will receive an 
unexcused absence form if they give the center less than two hours’ notice.  The 
Center reserves the right to require a physician’s note at any time. 

3. Employees will receive an unexcused absence form if they miss an employee 
meeting/In-Service Meeting without prior approval at least two (2) weeks before the 
meeting.  All monthly In-Service Meetings are mandatory for all employees.  
Employees will be excused from the meeting if they are ill that day and they also 
specify when they call in that they will also be missing the meeting.   All employees 
attending will be given valuable information that will also serve to fulfill their annual 
training requirements.  Employees not attending any staff meeting or in-service will 
be responsible for making up their training requirements to avoid being subject to 
suspension or termination. 

4. Employees will receive an excused absence form if they have car trouble and notify 
the Center fifteen (15) minutes before their scheduled starting time and are less than 
fifteen (15) minutes late to work.  Employees will receive an unexcused absence form 
if they do not notify the Center fifteen (15) minutes prior to their scheduled starting 
time and/or are more than fifteen (15) minutes late.   

5. Employees will receive an unexcused absence form if they oversleep and are not here 
by their scheduled time. 

 
If an employee feels that they have received an unexcused absence unfairly, they have one 
week to appeal to the Center management.  Any changes in the absence form will be left to 
the Center management’s discretion. 
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BENEFITS  
 
TEMPORARY LEAVES: 
 
All employees shall be granted leaves of absence for personal needs such as illness, 
bereavement, or pregnancy.  These leaves will be defined as follows: 
 

1. Vacation Leave - There is no paid vacation leave benefit.  Refer to the PTO policy 
for the paid leave benefit program of Magic Flute Montessori School. 

 
2. Sick Leave/Medical Leave - There is no paid sick leave benefit.  Refer to the PTO 

policy for the paid leave benefit program of Magic Flute Montessori School. 
 

3. Maternal and Paternal Leave - There is no paid maternal or paternal leave benefit.  
Refer to the PTO policy for the paid leave benefit program of Magic Flute Montessori 
School. 

a. Maternal and/or paternal leave may be granted for up to 12 weeks without pay.   
b. A pregnant employee may continue to work if she provides written medical 

permission of such continuance of employment.   
c. Employees on maternal or paternal leave that extends beyond 3 weeks shall 

retain all benefits except accrual of PTO leave. 
d. PTO leave may be used for a part of the maternal or paternal leave.   
e. “Maternal and Paternal Leave that exceeds 3 weeks shall be considered an 

“Extended Leave without Pay” as described in 8) to follow. 
4. Bereavement - There is no paid bereavement leave benefit.  Refer to the PTO policy 

for the paid leave benefit program of Magic Flute Montessori School. 
a. Upon notification of a death within an employee’s immediate family, 

bereavement leave will be available without pay.  
b. “Immediate family” is defined as Mother, Father, Spouse, Sister, Brother, Son, 

Daughter, Stepmother, Stepfather, Stepsister, Stepbrother and/or 
Grandparents. Every effort will be made to approve leave for other relatives 
and friends; however, it is at the discretion of the management. 

c. Employees must notify the Magic Flute Montessori School Director according 
to the “Employee Absences Policy.”   

d. Employees may use accrued PTO leave with pre-approval of Magic Flute 
Montessori School Director.  A person on Bereavement leave retains all 
benefits.   

e. Paid time off for Bereavement shall not exceed three (3) days per loss paid.  If 
the Bereavement leave exceeds five days, the accrual of PTO will cease until 
the employee returns to work.  In this case the leave shall become an 
“Extended Leave without Pay” as described in 8) to follow.  
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BENEFITS  
 
 
TEMPORARY LEAVES CONTINUED: 
 

5. Jury Duty - There is no paid Jury Duty leave benefit.  Refer to the PTO policy for the 
paid leave benefit program of Magic Flute Montessori School.   

a. Employees must notify the Magic Flute Montessori School Director according 
to the “Employee Absences Policy”.   

b. Employees may use accrued PTO leave with pre-approval of Magic Flute 
Montessori School Director.  A person on Jury Duty retains all benefits.   

c. Paid time off for Jury Duty shall not exceed three (3) days per Jury Duty 
assignment.   

d. If the Jury Duty exceeds five (5) days, the accrual of PTO will cease until the 
employee returns to work.  In this case the leave shall become an “Extended 
Leave without Pay” as described in 8) to follow.   

 
6. Military Leave - There is no paid Military Leave benefit.  Refer to the PTO policy 

for the paid leave benefit program of Magic Flute Montessori School. 
a. Employees, who are members of a military unit, the National Guard, Naval 

Militia, or Armed Forces Reserves, etc., are entitled to 15 days of leave per 
federal fiscal year (October 1 to September 30) for federally funded military 
duty.   

b. Regardless of whether the duty is fragmented, employees are still entitled to 
up to 15 workdays of leave per federal fiscal year.   

c. Employees must include a copy of their military orders or other official 
documentation with their request for military leave.   

d. Employees, who are ordered to duty because of an emergency, must supply 
necessary supporting documentation upon their return to work to verify the 
use of military leave.   

e. Employees may use accrued PTO leave with pre-approval of Magic Flute 
Montessori School Director.   

f. A person on “Military Leave” retains all benefits provided it does not exceed 
fifteen (15) days per federal fiscal year as described above.   

g. Paid time off for “Military Leave” shall not exceed fifteen (15) days per 
federal fiscal year as described above.   

h. If the “Military Leave” exceeds fifteen (15) days, all benefits including the 
accrual of PTO will cease until the employee returns to work.  In this case the 
leave shall become an “Extended Leave without Pay” as described in 8) to 
follow.   
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BENEFITS  
  
TEMPORARY LEAVES CONTINUED: 
 

7. Federal Family and Medical Leave (FMLA) 
a. All eligible employees will be allowed up to a total of twelve (12) weeks of 

unpaid leave per year for one or more of the following: 
i. The birth or adoption of a child 

ii. To care for a spouse or an immediate family member with a serious 
health condition, or 

iii. When the employee is unable to work because of his/her own serious 
health condition. 

b. The only benefit retained during FMLA is the Health Insurance benefit if one 
exists.   

c. Previously accrued PTO pay may be used for a part of the FMLA leave. 
d. An employee will be considered eligible for FMLA if they have been 

continuously employed with Magic Flute Montessori School for twelve (12) 
consecutive months prior to the first day of the absence for the FMLA leave. 

e. Employees may only use twelve (12) weeks per calendar (January to 
December) year for FMLA. 

f. It is the responsibility of the employee to notify the Magic Flute Montessori 
School Director that a given absence is FMLA.  The employee will have up to 
fifteen (15) calendar days from the first day absent to provide medical 
certification as to the eligibility for FMLA. 

g. FMLA absences which exceed four (4) weeks shall be considered an 
“Extended Leave without Pay” as described in 8) to follow. 

 
8. Extended Leave without Pay 

a. Employees may be granted leave without pay with the Director’s approval.   
b. Leave without pay may not be granted for more than twelve (12) calendar 

months, except for unusual circumstances, or for active military duty.   
c. Leave without pay may also be granted for personal reasons subject to the 

operational needs of the center.   
d. When the leave time has come to an end, the employee will not lose his or her 

seniority.  However, Magic Flute Montessori School will not necessarily hold 
his or her specific position.   

e. Each employee’s rate of pay is based on the current position held by that 
employee.  Therefore, the rate of pay may be changed when the employee 
returns to work based on the employee’s position when he or she returns.   

f. For more information see the policy “REINSTATEMENT FOLLOWING AN 
‘EXTENDED LEAVE WITHOUT PAY” to follow. 
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BENEFITS  
  

TEMPORARY LEAVES CONTINUED: 
9. Domestic Violence Leave – There is no paid Domestic Violence Leave benefit.  

Refer to the PTO policy for the paid leave benefit program of Magic Flute Montessori 
School.  Employees are eligible to a total of twelve (12) unpaid work weeks of 
domestic violence leave during any twelve (12) month period for any of the following 
reasons: 

a. To obtain and receive medical or dental assistance resulting from domestic violence, 
including services for the employee’s dependent children 

b. To obtain legal assistance related to domestic violence 
c. To attend court proceedings related to domestic violence, including criminal 

prosecution 
d. To attend counseling or support services, including such services for dependent 

children 
e. To make any other arrangements to provide for the safety and well-being of the 

employee subject to the domestic violence and/or their dependent children. 
The following additional rules shall apply: 
a. The Domestic Violence Leave can be taken intermittently, or on a reduced – leave 

schedule.  However, if the employee requests intermittent leave or reduced leave based on 
foreseeable or planned schedule, the employee may be temporarily transferred, as no 
specific position would be required to be held.  This too decision to be made with the best 
interest of the children and families served in mind. 

b. Prior to requesting Domestic Violence Leave, employees must first exhaust all their 
accrued PTO.  After that, employees are eligible for the thirty (30) days of unpaid 
domestic leave. 

c. Requests for Domestic Violence Leave must be supported by certification issued by an 
authorized person from any support entity, including: a healthcare provider, attorney or 
record, law enforcement agency, clergy, domestic violence advocacy agency, domestic 
violence center or shelter. 

d. The certification shall be sufficient if it indicates the employee is being subjected to 
domestic or repeat violence and needs time off for one or more of the above stated 
reasons. 

e. Upon return from an approved domestic violence leave, the employee will be reinstated 
according to the “Reinstatement following “Extended Leave Without Pay” policy below. 

f. To the extent allowed, employees must give all practicable notice when requesting a 
Domestic Violence Leave including intermittent leave or reduced-leave schedule as 
described in the “Pre-arranged absence and PTO”, “Pre-arranged absence/PTO Request 
Form” and “Call-in/Sick Leave” policies above. 

g. Intermittent leave for reasons of Domestic Violence will not exceed 12 weeks from 
beginning to end of the return to a “normal” schedule. 

10. Other Personal Leave - There is no paid personal leave benefit.  Refer to the PTO 
policy for the paid leave benefit program of Magic Flute Montessori School. 
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BENEFITS  
REINSTATEMENT FOLLOWING “EXTENDED LEAVE WITHOUT PAY”: 
Upon return from an “Extended Leave without Pay”, employees may be reinstated according 
to applicable law. 

1. Upon return from a medical or personal leave of absence such as described by 8) 
“Extended Leave without Pay,” employees will be reinstated in the following priority: 
A. First: Prior position, if still available. 
B. Next: A comparable position for which the employee is deemed a good fit by 

the management, if available. 
C. Next: A lesser position for which the employee is deemed a good fit by the 

management. 
2. The employee will be paid either the same rate of pay they received prior to the leave 

OR  
The employee will be paid a new rate based on the wage range of the new position 
and the ranking of the employee in that wage range based upon other criteria such as 
education and previous experience. 

3. For a personal leave of absence, if no position is available at the end of the term of 
absence, the employee will not be returned to work until a position becomes available 
that is deemed a good fit.   

4. If additional or other reinstatement requirements apply after an “Extended Leave 
without Pay” such as in the case of a pregnancy-related absences or medical leave, a 
doctor’s release will be required.   

5. Any and all other regulations regarding a leave will also be followed, such as FMLA. 
 
LEAVE SHARING: 
Leave sharing allows employees to donate annual leave or P.T.O. to co-workers who need 
extended sick leave.  Leave sharing is designed to benefit employees with chronic illnesses or 
serious injuries who have exhausted their other leave options.  Employees who are in need of 
leave donations or who would like to be added to the list of potential leave donors should 
contact the Director for details.  In the event of P.T.O. sharing the recipient will be paid at 
their own rate of pay per the P.T.O. policies for the computation of pay. 
INCLEMENT WEATHER: 
Magic Flute Montessori School may choose to close due to inclement weather or other 
extenuating circumstances.  When extreme weather conditions or similar circumstances 
create transportation difficulties that result in late arrival, the Director may authorize up to 
two hours of such lost time as a pre-arranged absence and not charged as a call-in /sick leave 
or tardy.  However, employees are expected to report to work on time, unless given clear 
confirmation that Magic Flute Montessori School will be closing.  Consult with the 
management to learn which radio and television stations to monitor or other methods that are 
currently used to ascertain if Magic Flute Montessori School will be open or closed in the 
event of inclement weather. 
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EMPLOYEE SAFETY AND HEALTH 
OCCUPATIONAL AND SAFETY HEALTH ADMINISTRATION (OSHA) 
Magic Flute Montessori School strives to provide safe working conditions for our employees 
and observes the safety laws of the state and federal governments including those established 
by the Occupational Safety and Health Administration (OSHA).  No one will knowingly be 
required to work in any unsafe manner.  Safety is every employee’s responsibility, and all 
employees are expected to do everything reasonably necessary to keep Magic Flute 
Montessori School a safe place to work.  Employees, who observe a safety hazard, have a 
responsibility to report it to a member of the management team.  Failure to report said safety 
hazard could result in disciplinary action at the discretion of the management. 
WORKER’S COMPENSTATION AND EMPLOYEE INCIDENT REPORTING: 
In the case of a job-related accident to any employee, immediate notice should be given to the 
supervisor on duty and relayed to the Magic Flute Montessori School Director.  Failure to 
immediately notify a supervisor could result in the insurance company in-acting the loss of 
worker’s compensation payments as authorized by law.  An incident report form should be 
filled out and should include the nature of the injury, how it happened, the time of day, and 
witnesses, etc.  Failure to do so may result in a nullification of the workers compensation 
benefit according to the rules of the specific workers compensation policy and the state and 
federal laws which govern workers compensation claims.  Magic Flute Montessori School 
maintains Worker’s Compensation insurance for job-related accidents. 
EMPLOYEE WELLNESS AND CONFIDENTIAL SUPPORT RESOURCES 
Magic Flute Montessori School recognizes that working in an early childhood program can 
be physically and emotionally demanding. Employees may experience work-related stress, 
personal difficulties, burnout, anxiety, depression, grief, family concerns, substance-use 
concerns, or other challenges that affect their general wellness. Employees are encouraged to 
seek support promptly and use the confidential resources listed in this policy. 
Employees do not need permission from the Director or another supervisor to contact an 
outside support organization. Employees may access these resources privately, and the school 
does not receive information about an employee’s use of an outside counseling, crisis, 
treatment, or referral service. Employees will not be disciplined or treated unfavorably for 
seeking appropriate mental-health or wellness support. 
Employees may locate assistance through the following resources: 

1. 988 Suicide and Crisis Lifeline 
Employees experiencing emotional distress, depression, anxiety, overwhelming stress, a 
mental-health crisis, or thoughts of self-harm may call or text 988 or use the online chat at 
988lifeline.org. The service is free, confidential, and available 24 hours a day, seven days a 
week. Employees do not need to be experiencing suicidal thoughts to contact 988; the service 
is also available to anyone who needs emotional support or someone to talk with. 988 Suicide 
and Crisis Lifeline 
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2. 211 Miami 
Employees may dial 211 or call 305-631-4211 for free and confidential emotional support, 
crisis counseling, and referrals to local mental-health, family, financial, housing, food, and 
community services. Assistance is available 24 hours a day in English, Spanish, and Haitian 
Creole. 211 Miami 

3. Mental-health treatment locator 
Employees seeking ongoing counseling, therapy, treatment for depression or anxiety, 
substance-use treatment, or another behavioral-health service may visit FindTreatment.gov. 
This confidential federal search tool helps individuals locate mental-health and substance-use 
treatment providers based on location and the type of assistance needed. FindTreatment.gov 

4. Health-insurance and healthcare resources 
Employees who have personal or employer-sponsored health insurance may use the member-
services telephone number printed on their insurance card or the provider directory available 
through their insurance company’s website. Employees may request a list of covered 
counselors, psychologists, psychiatrists, therapists, or other behavioral-health providers. 
Employees may also contact their primary healthcare provider for screening, treatment 
recommendations, or a referral to an appropriate mental-health professional. 

5. Assistance locating additional resources 
An employee who needs help locating a community resource may privately request assistance 
from the Director. The employee is not required to disclose a diagnosis or detailed personal 
information. The Director may provide contact information for available community services 
but will not attempt to diagnose the employee or provide professional counseling. Requests 
will be handled privately to the extent permitted by law. 

6. Workplace stress management and general wellness 
Employees are encouraged to use healthy stress-management practices, including scheduled 
breaks, adequate rest, physical activity, appropriate use of paid time off, peer support, 
professional counseling, and communication with administration regarding workplace 
concerns. Employees may request a private meeting with the Director to discuss workload, 
scheduling, classroom support, training needs, or other workplace conditions contributing to 
stress. 
Seeking assistance is encouraged and will not, by itself, negatively affect an employee’s job 
assignment, evaluation, compensation, or employment status. This protection does not 
prevent the school from responding appropriately when an employee’s behavior creates an 
immediate safety concern or when action is otherwise required by law. 
If an employee or another person is in immediate danger or requires urgent medical 
assistance, the employee should call 911. 
WORK RELATED INJURIES: 
1.The supervisor, or someone appointed to assist, will assist employees involved in a work-
related injury, which is a true emergency and requires immediate treatment, in going to the 
nearest hospital for care or by calling 911.   

2.Medical treatment for a non-emergency injury can be obtained through the suggested healthcare 
provider.  Contact your supervisor for direction and/or assistance in finding the appropriate provider. 
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3.Employees injured during the performance of their duties are subject to drug testing, as 
established in the “Substance Use and Abuse” policy listed below. 
4.Employees injured while on the clock during the performance of their duties, whether on 
the property or while on a field trip, outing or transporting children, are required to report the 
injury/incident in a “practicable” time frame to be within no more than three (3) days from 
the occurrence unless extenuating circumstances do not allow e.g. the person is in I.C.U., or a 
similar situation, which prevents the notification. 
WORKPLACE VIOLENCE: Magic Flute Montessori School has a zero tolerance for 
workplace violence and threats.  Employees must promptly report any threat of violence or 
physical act of violence to the appropriate supervisor or management personnel.  Violations 
of this policy will result in disciplinary action up to and including termination of 
employment. 
HARASSMENT AND/OR THREATS FROM NON-EMPLOYEES: Magic Flute 
Montessori School will not tolerate threats of violent acts against its employees in any form.  
Such conduct will result in disciplinary action.  Employees should contact the administration 
should such incidents occur. 
HAND HYGIENE POLICY 
Proper and frequent hand hygiene is required to reduce the spread of germs, infections, and 
communicable diseases within Magic Flute Montessori School. All employees must wash 
their hands thoroughly with soap and running water or use an appropriate hand sanitizer when 
permitted and when hands are not visibly soiled. 
Staff members must perform hand hygiene at the following times: 
1.Before and after feeding a child, including before preparing, handling, or serving bottles, 
formula, breast milk, food, snacks, or beverages and after assisting a child with eating or 
drinking. 
2.Before and after administering medication to a child, including prescription medication, 
nonprescription medication, emergency medication, topical medication, or other authorized 
medical treatment. 
3.After handling garbage, trash cans, used food containers, discarded diapers, diaper pails, 
waste materials, or trash bags. 
4.After cleaning, sanitizing, or disinfecting classroom surfaces, toys, tables, food-preparation 
areas, bathrooms, diaper-changing areas, bodily-fluid spills, or classroom equipment. 
Staff must also wash or sanitize their hands upon arrival at work; before preparing or handling food; 
before eating; after using the restroom; before and after assisting a child with toileting; before and after 
changing a diaper; after contact with blood, saliva, mucus, vomit, urine, feces, or other bodily fluids; 
after wiping or blowing a nose; after coughing or sneezing into the hands; after outdoor activities; after 
handling animals; and whenever hands are visibly dirty. When washing hands, staff must use soap and 
running water, wash all hand surfaces thoroughly, rinse completely, and dry their hands with a clean 
disposable towel or another approved drying method. Hand sanitizer may be used when soap and 
running water are not immediately available and when hands are not visibly dirty. Hand sanitizer must 
be stored and used in a manner that is inaccessible to children except under direct adult supervision.  
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Wearing gloves does not replace required handwashing. Staff must wash their hands before 
putting on gloves when appropriate and immediately after removing gloves. Staff members 
are responsible for consistently following these procedures to protect the health and safety of 
children, families, coworkers, and visitors. 
DIAPER CHANGING PROCEDURES: Staff must check diapers regularly and change 
diapers promptly whenever they are wet, soiled, or otherwise require changing. Diapers must 
also be checked and changed as needed throughout the day, including before and after naps, 
before departure, and whenever a child appears uncomfortable. 
During diaper changes, staff will: Wash hands before and after each diaper change, Use disposable 
gloves when appropriate, Clean and sanitize the diaper changing surface after each use, Properly dispose 
of diapers and wipes in designated containers, Follow sanitary procedures to prevent the spread of 
illness and infection, Document diaper changes according to classroom procedures, Children must never 
remain in a wet or soiled diaper for an extended period of time. 
RISK MANAGEMENT PLAN AND EMERGENCY PREPAREDNESS 
PROCEDURES 
Magic Flute Montessori School maintains a comprehensive Risk Management Plan to ensure 
the safety and well-being of children, staff, and visitors. All employees receive training upon 
hire and annually thereafter regarding emergency preparedness procedures. The Risk 
Management Plan includes procedures for fire emergencies, evacuation, lockdowns, shelter-
in-place, severe weather, medical emergencies, missing children, utility failures, hazardous 
materials, incident reporting, family reunification, and emergency communication. Staff 
participate in required emergency drills and follow all applicable DCF licensing requirements 
and local emergency management guidelines. 
Then include procedures for: Fire evacuation/Lockdown/intruder/Shelter-in-place/severe 
weather/Medical emergencies/Missing child/Incident reporting/Emergency communication 
with families/Monthly drills/Annual staff training 
VACCINE-PREVENTABLE DISEASE AND UNDER-IMMUNIZED CHILDREN 
PROCEDURE Magic Flute Montessori School is committed to protecting children, families, 
and employees from exposure to vaccine-preventable diseases. Children may be unimmunized 
or under-immunized because they are too young to have received all recommended doses, had 
an incomplete immunization schedule, or had an approved exemption. The program will 
respond promptly whenever a suspected or confirmed vaccine-preventable disease occurs 
within the school.  

1. Immediate staff reporting: Any employee who becomes aware of a suspected or confirmed vaccine-
preventable disease involving a child, employee, household member, or other person connected with the 
program must immediately notify the Director. Staff members must not independently contact other 
families or disclose the identity or medical information of the affected individual. 

2. Consultation with health authorities: The Director or designated administrator will promptly contact the 
Florida Department of Health in Miami-Dade County, the child’s healthcare provider when authorized 
and appropriate, and any other applicable licensing or public-health authority for guidance. The program 
will follow the instructions provided regarding notification, cleaning and sanitation, monitoring, 
exclusion, return to care, and any additional protective measures.  
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3. Review of immunization records: The Director will promptly and confidentially review children’s health 
and immunization records to identify children who may be susceptible because they are unimmunized, 
under-immunized, too young to have completed the recommended vaccine series, have missing 
documentation, or have an approved exemption. 

4. Prompt family notification: Families will be notified promptly when a suspected or confirmed vaccine-
preventable disease occurs in the program. The notice will identify the disease, explain possible signs 
and symptoms, provide instructions for monitoring the child, and advise families when medical 
consultation may be necessary. The program will protect confidentiality and will not disclose the name 
or personally identifying information of the affected child, family, or employee. 

5. Individual notification of families of susceptible children: Families of children identified as 
unimmunized or under-immunized will be contacted directly and informed that their child may be at 
increased risk. The program will explain any recommendations or requirements received from public-
health or licensing authorities. 

6. Temporary exclusion when necessary: An unimmunized or under-immunized child may be temporarily 
excluded from care when exclusion is recommended or required by the Florida Department of Health, 
another authorized public-health agency, a healthcare provider acting within the provider’s authority, 
or applicable childcare-licensing requirements. The length of exclusion will be based on the specific 
disease, the child’s susceptibility, the period of possible exposure, and the instructions received from 
the appropriate health authority. 

7. Written exclusion and return instructions: The child’s family will receive written information 
explaining the reason for the temporary exclusion, the anticipated length of the exclusion, and the 
conditions required for the child to return. A child may return when the exclusion period has ended and 
the applicable public-health authority or healthcare provider confirms that returning to care is 
permitted. Updated immunization documentation or written medical clearance may be requested when 
applicable. 

8. Continued monitoring and documentation: The Director will document the reported illness, 
communications with health authorities, review of immunization records, family notifications, 
exclusion decisions, and return-to-care authorization. Staff will continue monitoring children for 
symptoms and will immediately report any additional suspected cases to the Director. 

9. Confidentiality: All health and immunization information will be maintained confidentially. 
Information will be shared only with authorized individuals and agencies as necessary to protect health 
and comply with public-health and childcare-licensing requirements. 

FOOD SAFETY AND MICROWAVE PROHIBITION POLICY 
Magic Flute Montessori School does not use microwave ovens to heat, warm, cook, or reheat 
food or beverages intended for children. Staff members are strictly prohibited from placing 
any child’s food, formula, breast milk, regular milk, water, or other beverage in a microwave. 
Because microwaving children’s food and beverages is prohibited, staff must never place 
plastic or polystyrene (Styrofoam) containers, plates, cups, bottles, bags, or wraps containing 
children’s food or beverages in a microwave. This prohibition applies even when a container 
is labeled microwave safe. 
Staff must not microwave children’s food or beverages in glass, porcelain, pottery, paper, or 
any other type of container because the program does not permit microwave heating for 
children’s meals, snacks, bottles, or beverages. 
This policy applies to food and beverages prepared by the program, provided by the family 
with prior authorization, or brought for a child with an approved dietary accommodation. 
Family-provided food is not an exception to the microwave prohibition. 
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When a child’s food or beverage requires warming, staff must use only a program-approved 
non-microwave method and must follow all applicable food-safety procedures. Staff must 
ensure that food and beverages are served at an appropriate and safe temperature and must 
check the temperature before serving. 
Any microwave located on the premises may not be used for children’s food or beverages. 
Staff members who use an authorized microwave for their own personal food must do so only 
in a designated employee area and must keep the microwave and all hot food inaccessible to 
children. 
 
BREAST MILK HANDLING AND DISPOSAL POLICY 

Staff members must handle, store, prepare, and serve expressed breast milk carefully to 
protect the health and safety of infants. Each bottle or container must be labeled with the infant’s full 
first and last name and the date the breast milk was expressed. Staff must verify the label before 
storing, preparing, or serving the milk and must serve the oldest properly stored milk first. 
Breast milk must remain refrigerated until it is needed for feeding. When a bottle or container of 
breast milk is removed from refrigeration, staff must monitor the amount of time it remains 
unrefrigerated. Staff may mark or document the time that the milk was removed from the refrigerator 
or the time the feeding began. 

Any unfinished breast milk that has remained unrefrigerated for more than two hours must be 
discarded. It must not be returned to the refrigerator, saved for another feeding, served later in the day, 
combined with fresh breast milk, or sent home for later consumption. 

If an infant does not finish a bottle, staff must ensure that the unfinished milk is used or 
discarded within the two-hour limit. Once the two-hour period has passed, staff must immediately 
pour out and discard the remaining milk and properly clean or return the bottle according to classroom 
procedures. Staff must never serve breast milk when they cannot determine how long it has remained 
unrefrigerated. When the time is unknown, the milk must be discarded to protect the child’s health 
and safety. When breast milk is discarded, staff will document the disposal according to classroom 
procedures and notify the infant’s family when appropriate. Staff members must wash their hands 
before and after handling breast milk and clean and sanitize any surfaces or equipment used during 
feeding. 
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PERSONAL CONDUCT: 
 
Whenever people gather together to achieve goals, some rules of conduct are needed to help 
everyone work together efficiently, effectively, and harmoniously.  By accepting employment 
with Magic Flute Montessori School, employees have a responsibility to the company and to 
their fellow employees to adhere to certain rules of behavior and conduct.  The purpose of 
these rules is not to restrict the individual rights of an employee, but rather to be certain that 
everyone understands exactly what type of conduct is expected and necessary.  Magic Flute 
Montessori School will be a better place to work for everyone when each person is aware that 
he or she can fully depend upon fellow workers to follow the rules of conduct. 
 
As representatives of Magic Flute Montessori School and as role models for those we serve, 
employees will at all times conduct themselves in a manner which will reflect positively on 
both Magic Flute Montessori School and themselves, according to the accepted standards of 
the community we serve. 
 
Service to the children and to the public shall be courteous, considerate, and prompt.  An 
employee is always an example! 
 
DRESS CODE: 
 

1. Management team and office personnel – May wear “dress up clothing” or dress according to 
the general employee dress code.  Professional style nametags will be worn with “dress up 
clothing” at all times. 

2. General Employees – Must wear a clean logo t-shirt in an approved color every day and black 
pants.  Each employee will be able to purchase t-shirts at the director office. Employees are 
not allowed to purchase their own shirts.  During the summer months the same uniform is 
permitted. Shorts are not acceptable.  Slacks and jeans are not acceptable.  No sweatpants, 
skirts, pajama type bottoms.  Stretch type pants may be worn if the shirt covers the waist and 
hip area.  All shoes must be cover at the front to prevent accidents. Employees should not 
have visible tattoos, and piercings are limited to two piercings per ear.  No other piercings 
should be visible while at Magic Flute Montessori School.  Hair needs to be clean and neat, 
and makeup, if worn, needs to be tastefully applied. 

3. When leaving Magic Flute Montessori School, employees must change out of their center 
uniform shirt.  Employees, who do not change, must go directly home without stopping 
anywhere. 

4. The management team members at Magic Flute Montessori School have the right to 
determine if clothing is tasteful and appropriate beyond the terms listed above and require a 
change in dress if they feel it is necessary. 
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PERSONAL CONDUCT 
 

SOLICITATION/DISTRIBUTION: 
 
Employees are not permitted to solicit for any purpose during their working time due to the 
fact that solicitation not only causes an employee to neglect their own work but also 
interferes with the work of others. 
 
An employee shall not solicit another employee for membership or subscriptions for any 
public or private enterprises or for gifts of any nature during either employee’s working time.  
The circulation or distribution of any petitions or other printed material on Magic Flute 
Montessori School property and/or the posting of written solicitation on a Magic Flute 
Montessori School bulletin board or anywhere on the property is strictly prohibited. 
 
Persons not employed by Magic Flute Montessori School are forbidden from coming onto its 
property except for purposes for which the property is held open to the public and are 
prohibited from soliciting or distributing ay material for any reason. 
 
Included in this is Phone solicitation of an un-requested nature.  Magic Flute Montessori 
School does not purchase any items from any phone solicitor and/or telemarketer and 
employees are instructed to inform phone solicitors of this fact immediately as soon as they 
make the fact known that they are soliciting.  Furthermore, employees are prohibited from 
giving out any information to any phone solicitor and/or survey taker without the express 
permission of the management. 
 
CELLULAR PHONE POLICY: 
 
All personal cell phones, pagers, or PDAs MUST NOT be in the classrooms during a 
scheduled shift and have to be stored at the cellphone box in the resting place for employees.  
Exceptions for emergencies will be allowed only with the approval of Magic Flute 
Montessori School’s Director.  The school cell phone is to be used for field trips and 
emergencies.  This phone will be used as an alternate means of communication should our 
normal classroom phone service or walky-talky become interrupted.  Violating this policy 
may result in immediate dismissal. 
 
PERSONAL PHONE CALL POLICY: 
 
Personal phone calls may be taken if an emergency exists.  Messages for all other calls will 
be taken and given to employees by the end of their workday.  In the event of an emergency 
or special circumstance, employees may make outgoing personal telephone calls with the 
special permission of a member from the management team. 
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PERSONAL CONDUCT  

PUBLIC RELATIONS: 
Public relations are a top priority for every employee.  Employees must take the lead in this 
area and go out of their way to be friendly, helpful, and courteous to all, who come to Magic 
Flute Montessori School, come across the center property, or even just call on the phone.  It is 
unthinkable that anyone would pass someone in the property without a smile and/or a hello 
(whether they are a stranger, client, customer, or fellow employee).  Remember that the 
reception people receive from Magic Flute Montessori School Employees will greatly 
influence their attitude and confidence in the center as a whole. 
 
SOCIAL MEDIA POLICY: 
 
Employees are required to agree to all of the terms of the attached SOCIAL MEDIA 
POLICY of Magic Flute Montessori School attached as “Addendum A” to this handbook.  
Employees should keep in mind that they are subject to legal action for any action through 
social media or other means that is defamatory to Magic Flute Montessori School or persons 
associated with Magic Flute Montessori School including posting private information about a 
client or coworker’s medical or financial affairs.  An Employee who violates this policy may 
be subject to disciplinary action up to and including dismissal from employment and any 
legal action that might accompany a negative effect to the business of Magic Flute 
Montessori School caused by the violation of this policy. 
MEDIA INQUIRIES: 
Inquiries from newspaper, radio, television stations and other sources of public information 
must be immediately referred to the management. 
 
CONFIDENTIALITY: 
According to Federal Law any and all children and staff information, records, and/or documentation 
will be held confidential as specified by the following procedures: 

1. Any person or agency requesting access to or information about an individual child or staff 
member will be informed of this confidentiality process. 

2. No information regarding Magic Flute Montessori School’s children or staff will be given 
out, either verbally or written, without proper notification and consent of the responsible 
party, (i.e. either the staff member or the respective parent or guardian). 

3. The following information is to be regarded as confidential, but is not limited to name, 
address, telephone number, progress notes, medical records, assessments, evaluations, and 
hourly or salary wages. 

4. Any and all requests for information external to Magic Flute Montessori School will be 
documented by name of requester, date, time, type of information requested, reason for 
request, as well as the action taken. 

5. Each employee’s personnel file and child’s case record will include copies of consents and 
authorizations given to Magic Flute Montessori School for release of confidential 
information. 
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PERSONAL CONDUCT  
 

CONSIDERATIONS WHEN DEALING WITH GOSSIP: 
 
Gossip breaks the law.  Federal regulations mandate confidentiality when individuals deal 
with other individuals in a service organization (the Privacy Law).  Disclosing any 
information, sharing information with others who should not be privy to that information, 
talking about someone else’s problems with people who cannot do anything about those 
problems or who have no business knowing about those problems is a violation of the federal 
law. 
 
THE PRIVACY ACT OF 1974 states in part:  No agency shall disclose any record which is contained in a system of records by any means 
of communication to any person, or to another agency, except pursuant to a written request by, or with the prior written consent of, the 
individual to whom the record pertains....[1] http://www.usdoj.gov/foia/privstat.htm  
 
CONFLICTS OF INTEREST: 
 
Employees shall avoid any conflicts of interest and appearance of conflicts of interest in all 
professional and personal activities.  Employees are not allowed to solicit, obtain, accept or 
retain any personal benefit from any supplier, vendor, individual or organization doing or 
seeking business with Magic Flute Montessori School. 
 
As used here, “personal benefit” means gift, gratuity, favor, service, or compensation in any 
form, discount, special treatment or anything of monetary value, beyond business courtesies. 
 
This policy does not relate to “reasonable” gifts from students and/or clients during 
customary times when such gifts would be given to a “teacher”. 
 
OUTSIDE EMPLOYMENT: 
 
Magic Flute Montessori School does not prohibit employees from taking other employment.  
However, employment can create the potential for conflict of interest and can detrimentally 
affect an employee’s performance of job duties.  Therefore, employees must inform their 
supervisor of outside employment and obtain approval of the management, this to include 
employees wishing to obtain a part-time or additional job in conjunction to their Magic Flute 
Montessori School position.  Any such work must not interfere with any specific duties or 
relationships at Magic Flute Montessori School.  Employees may not pursue any other 
employment, business, or profession during the hours they are employed by Magic Flute 
Montessori School, nor may employees engage in any employment which would affect or 
change their availability to work during normal business hours, might be considered a 
conflict of interest with employment at Magic Flute Montessori School or may adversely 
reflect on the reputation of Magic Flute Montessori School. 
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 PERSONAL CONDUCT  
 

CONDUCT WITH CLIENTS: 
 
Our staff members are required to keep all relationships with the parents on a professional 
basis only (i.e. no dating, flirting with, or gossiping about the clients/parents, etc.)  Anyone 
conducting a relationship with a client in a non-professional manner will be subject to 
discipline and possible dismissal.  Additionally, Magic Flute Montessori School employees 
are prohibited from working for parents in their home or in any other manner outside of 
Magic Flute Montessori School; this includes any type of “care for hire.”  Any violation of 
this policy may lead to immediate dismissal. 
 
 
NON-COMPETE CLAUSE: 
 
MAGIC FLUTE MONTESSORI SCHOOL considers it inappropriate for parents and clients 
to solicit our staff to work for them either in their business or homes.  It is also inappropriate 
for employees to solicit to work for or with parents and clients and/or to agree to work for 
them either in their business or homes or at the businesses in which they work or have 
influence over hiring and/or promotion decisions.  Therefore, all employees are required to 
sign a statement that they will not engage in “care for hire” or any employment by or for any 
past or current client family of MAGIC FLUTE MONTESSORI SCHOOL while currently 
employed by MAGIC FLUTE MONTESSORI SCHOOL or for eighteen (18) months after 
their last day of employment.  Any employee who violates this policy has violated one of the 
conditions of continued employment and is in so doing terminating their employment at 
Magic Flute Montessori School.  It is inappropriate for all employees to discuss this policy 
with, consider accepting employment with or for clients, parents, or anyone they have come 
in contact with solely due to their employment with Magic Flute Montessori School, or to do 
any type of work or “care for hire” for these individuals whether for compensation or as a 
favor.  This “non-compete” statement shall be in effect while the employee is currently 
employed by MAGIC FLUTE MONTESSORI SCHOOL and for eighteen (18) months after 
their last day of employment.  Magic Flute Montessori School reserves the right to take 
financial remedy against employees who break this policy.  Clients who violate this policy 
may also be subject to termination of services. 
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CHILD ABUSE REPORTING POLICY:  State law requires that MAGIC FLUTE 
MONTESSORI SCHOOL, and all members of childcare/ school institutions be on the 
lookout for, and report to the State and appropriate authorities any and all suspected cases of 
abuse to a child. At MAGIC FLUTE MONTESSORI SCHOOL our center and staff are 
mandatory reporters of Child Abuse.  All incidents or suspected incidents will be turned over 
directly to the Child Protective Services for investigation.  Magic Flute Montessori School is 
not allowed to do any investigation and is required by law to report anything of a suspicious 
nature.  It is advised that clients make the staff aware of any lingering bruising or other 
visible injury to minimize suspicion of possible child abuse or endangerment. 
The steps to be taken if a staff member suspects, is suspected of, or founded of, child abuse 
are outlined fully in the “New Teacher Training Manual.” 
 
CHILD ABUSE AND NEGLECT REPORTING FAIR INVESTIGATION AND NON 
RETALIATION POLICY 
All employees of Magic Flute Montessori School are mandated reporters. Any employee who 
knows or has reasonable cause to suspect that a child has been abused, abandoned, or 
neglected must immediately make a report directly to the Florida Abuse Hotline at 1-800-
962-2873 or through the Florida Department of Children and Families online reporting 
system. If a child is in immediate danger, the employee must call 911 before contacting the 
Florida Abuse Hotline. 
An employee must make the report personally. Informing the Director or another supervisor 
does not replace the employee’s legal duty to report. No supervisor or other employee may 
prevent, delay, discourage, or interfere with a report. After contacting the appropriate 
authority, the employee should notify the Director unless the allegation involves the Director. 
If the allegation involves the Director, the employee should notify the Owner or another 
designated administrator. 

1. Protection of the child 
The safety, privacy, dignity, and emotional well-being of the child will remain the program’s 
first priority. The school will immediately take reasonable protective measures, arrange 
emergency medical assistance, when necessary, preserve relevant records or evidence, and 
cooperate fully with DCF and law enforcement. Staff members must not repeatedly question 
the child or conduct interviews that could interfere with an official investigation. Information 
will be shared only with individuals who have a legitimate need to know and as permitted or 
required by law. 

2. Allegations involving a staff member 
When a staff member is accused of abusing or neglecting a child, the staff member may be 
temporarily removed from direct contact with children, reassigned, or placed on 
administrative leave while the appropriate authorities and the school review the concern. This 
protective action is not a presumption or finding of guilt. 
The school will not delay a required report while conducting an internal review. Any administrative 
review conducted by the school will be limited, impartial, documented, and coordinated with DCF or 
law enforcement so that it does not interfere with the official investigation.  
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3. Rights of the accused staff member 
An allegation will be treated seriously but will not automatically be considered proof of 
misconduct. The accused staff member has the right to a fair and unbiased administrative 
review conducted by the Director, Owner, or another qualified person who has no conflict of 
interest. 
To the extent permitted by law and the investigating authorities, the employee will be 
informed of the general nature of the allegation and given an opportunity to respond, identify 
witnesses, and provide relevant information. The employee’s privacy and reputation will be 
protected as much as reasonably possible. Gossip, public accusations, retaliation, harassment, 
and unnecessary disclosure of information are prohibited. 
No employee will be disciplined or terminated solely because an allegation was made. 
Employment decisions will be based on documented information, applicable law, licensing 
requirements, the safety of the children, and findings available from the appropriate 
authorities or the school’s fair administrative review. 

4. Protection from retaliation 
Magic Flute Montessori School strictly prohibits retaliation against any employee who, in 
good faith: 

• Reports a legitimate suspicion of child abuse, abandonment, or neglect; 
• Participates in or cooperates with an investigation; 
• Provides information concerning a child’s safety; or 
• Raises a concern regarding possible abuse, neglect, or failure to follow reporting 

requirements. 
Prohibited retaliation includes termination, discharge, demotion, reduction in pay or benefits, 
unfavorable schedule changes, adverse transfer, threats, intimidation, harassment, 
discrimination, negative evaluations, loss of work privileges, or any other punishment 
connected to a good-faith report or participation in an investigation. 
This protection applies even when an allegation is not substantiated, provided the employee 
made the report honestly and in good faith. Knowingly making an intentionally false report is 
not protected. 

5. Reporting retaliation 
An employee who believes retaliation has occurred must report it immediately to the Director 
or Owner. If the complaint involves that person, it may be reported directly to another 
designated administrator or appropriate government authority. All retaliation complaints will 
be reviewed promptly, fairly, and confidentially. Confirmed retaliation will result in 
corrective or disciplinary action, up to and including termination. 

6. Confidentiality and training 
All reports, investigation information, and related records will be maintained securely and 
confidentially as required by law. Staff members will receive training on mandated reporting, 
fair investigation procedures, confidentiality, and protection from retaliation during 
orientation and annually thereafter. Each staff member must sign an acknowledgment 
confirming receipt and understanding of this policy. 
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MEDICATION ADMINISTRATION POLICY Magic Flute Montessori School 
administers medication only when necessary and only in accordance with Florida Department 
of Children and Families (DCF) Child Care Licensing requirements. 

1. Medication must be provided by the child's parent or legal guardian in its original 
labeled container. 

2. Prescription medication must include the child's name, prescribing physician, dosage, 
method of administration, and expiration date. 

3. Non-prescription medication must be accompanied by written parental authorization 
and administered according to the manufacturer's instructions unless otherwise 
directed by a licensed healthcare provider. 

4. A completed Medication Authorization Form signed by the parent or legal guardian is 
required before any medication may be administered. 

5. All prescription and nonprescription medications shall be stored in locked containers, 
locked cabinets, or other locked storage areas that are inaccessible to children. 
Medications requiring refrigeration shall be stored in a locked container inside the 
refrigerator and separately from food whenever possible. Emergency medications that 
must be readily available for immediate use, including EpiPens, asthma inhalers, and 
seizure-rescue medications, are not required to be locked. However, emergency 
medications must be stored in a designated location that is inaccessible to children 
and immediately available to authorized and trained staff. 

6. Only authorized and trained staff members designated by the Director may administer 
medication. 

7. Each administration of medication shall be documented, including the child's name, 
medication, dosage, date, time, staff signature, and any observations. 

8. Medication errors or adverse reactions shall be reported immediately to the Director 
and the child's parent or guardian. Emergency medical services will be contacted 
whenever necessary. 

9. Expired or discontinued medications will be returned to the parent or properly 
disposed of according to applicable regulations. 

10. Staff shall follow universal precautions and proper handwashing procedures before 
and after administering medication. 
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PERSONAL CONDUCT  
SPECIALIZED MEDICAL NEEDS AND TRAINED STAFF COVERAGE POLICY 
Magic Flute Montessori School is committed to providing children with specialized or 
complex medical needs equitable access to the program and reasonable accommodations 
consistent with applicable licensing requirements and the Americans with Disabilities Act. 

Before a child who requires specialized medical care begins attending the program, 
the Director will meet with the child’s family to review the child’s medical needs, required 
procedures, emergency instructions, and any applicable Individual Health Care Plan or 
written instructions from the child’s licensed healthcare provider. The program will obtain all 
required authorizations, medical instructions, emergency contact information, medication, 
supplies, and equipment before providing the specialized care. 

Specialized medical care may include, but is not limited to, tube feeding, airway 
suctioning, supplemental oxygen, postural drainage, urine catheterization, blood sugar 
checks, insulin or other injections, seizure-response procedures, severe-allergy care, or other 
procedures prescribed for the child. 

Only staff members who have received appropriate procedure-specific training and 
demonstrated competency may provide specialized medical care. Training must be completed 
by a qualified healthcare professional or another person authorized to provide the required 
training. Documentation of the staff member’s training, competency, and authorization will 
be maintained by the program. 

The Director will ensure that at least one appropriately trained and authorized staff 
member is present and available at all times when a child requiring specialized medical care 
is in attendance. This requirement applies during the child’s complete scheduled day, 
including arrival, classroom activities, meals, rest periods, outdoor activities, field trips, 
transportation when provided, and departure. 

The program will train additional staff members whenever possible to provide backup 
coverage during employee absences, breaks, schedule changes, emergencies, and staff 
transitions. The Director will review the staffing schedule before the child attends to confirm 
that trained coverage is available. If the regularly assigned trained staff member is 
unavailable, the Director will arrange for another appropriately trained staff member or a 
qualified outside healthcare professional to provide coverage. A child requiring specialized 
medical care will not be left in the program without the required trained staff coverage. 
Staff members will follow the child’s written healthcare instructions, maintain 
confidentiality, document the specialized care provided, and immediately report concerns, 
errors, changes in the child’s condition, or emergency situations to the Director and the 
child’s family. Emergency medical services will be contacted whenever required by the 
child’s healthcare plan or when the child’s condition requires immediate medical assistance. 

The child’s specialized medical needs, healthcare plan, staff training, and coverage 
arrangements will be reviewed periodically and whenever the child’s condition, treatment, 
medication, equipment, or attendance schedule changes. 
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PERSONAL CONDUCT  
 

SEXUAL AND OTHER FORMS OF HARASSMENT: 
Magic Flute Montessori School is committed to providing a work environment that is free of 
harassment of any type, including harassment due to race, color, disability, age, gender, 
religion, or national origin.  Sexual harassment of or by employees or students is a form of 
gender discrimination in that it constitutes differential treatment on the basis of gender.  
Harassment is against the law and will not be tolerated. 
 
Magic Flute Montessori School ‘s no harassment policy includes sexual harassment.  This 
policy prohibits behavior that is not welcomed by the employee and is personally offensive: 

1. Repeated sexual flirtations, advances, or propositions 
2. Continued or repeated verbal abuse of a sexual nature, sexually related comments and 

jokes, graphic or degrading comments about an employee’s appearance, or the display 
of sexually suggestive objects or pictures 

3. Any uninvited physical contact or touching, such as patting, hugging, pinching, 
kissing, or intended brushing against another’s body. 

 
Magic Flute Montessori School ’s prohibition on harassment extends not only to that by 
employees, but also by non-employees such as vendors, suppliers, clients, and visitors within 
Magic Flute Montessori School premises or within the prevue of the license e.g. while on a 
field trip or etc.  Magic Flute Montessori School employees are entitled to work in an 
atmosphere free of harassment from any source. 
 
All management personnel, as part of their job duties, will be responsible for preventing and 
eliminating harassment in their work areas.  Maintaining a work environment free of any type 
of harassment is an affirmative obligation of all Magic Flute Montessori School employees. 
Any employee who observes harassment or believes they have been harassed should 
immediately report the matter to management personnel and file an “Employee 
Grievance/Appeal Form.” 
Any student or employee of Magic Flute Montessori School who believes that she or he has 
been a victim of sexual harassment shall bring the problem to the attention of the proper 
authority  so that appropriate action may be taken to resolve the problem.  Magic Flute 
Montessori School prohibits retaliatory behavior against anyone who files a sexual 
harassment complaint or any participant in the complaint investigation process.  Any such 
complainant is further advised that civil law remedies, including, but not limited to, 
injunctions, restraining orders, or other orders may also be available to them.  Complaints 
will be promptly investigated in a way that respects the privacy of the parties concerned. 
Magic Flute Montessori School considers sexual harassment to be a major offense, which can 
result in disciplinary action to the offending employee or the suspension or expulsion of the 
offending student. 
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PERSONAL CONDUCT  
 

CONFLICT/ PROBLEM RESOLUTION: 
 
Conflict or problems are to be resolved in the following manner: 

1. Resolve conflict or problems quickly and graciously with the individual with whom 
the conflict has arisen.  Avoid involving or discussing the issue with others who are 
not related to the issue.  Most problems can be corrected satisfactorily if this step is 
applied. 

2. If Step One did not successfully resolve the conflict or problem, then the issue should 
be reported to the Director.  The Director will then choose an appropriate 
intervention, which may include the following: 

a. Observation 
b. Verbal or written directive 
c. A Meeting of both parties with the Director 
d. Implementing needed changes 
e. These steps may take place over a period of up to 1 year or may take 

place simultaneously or in any combination. 
3. Forgive and forget – Life is too short to hold a grudge. 

 
 
GRIEVANCE PROCEDURES AND APPEAL: 
 
Any employee, who feels unfairly treated or reprimanded, discriminated against, or unjustly 
dismissed, may appeal to the Director in written or verbal format within three (3) days of the 
occurrence using the “Employee Grievance or Appeal” form.  If the Director is unable to 
resolve the issue, a written statement must be sent to the Magic Flute Montessori School 
board or owner.  A consultation time will be established for all involved in the matter.  The 
decision by the Magic Flute Montessori School board or owner will be final. 
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SUBSTANCE USE AND ABUSE: 
 
Magic Flute Montessori School is committed to maintaining a healthy, efficient working 
environment for its employees and a safe, friendly place for children.  With this basic 
objective in mind, Magic Flute Montessori School has established the following policy with 
regard to the use, possession or sale of illegal drugs or the abuse of alcohol. 
 
Our policy is to employ a work force free from alcohol abuse or the use of illegal drugs. Any 
employee who violates this policy will be disciplined. This may include termination, even for 
a first offense. 
 
We strive to provide a safe and healthy work environment, free from the use of illegal drugs 
and abuse of alcohol and set forth the following rules: 
 
 
SMOKING POLICY: 
 
Smoking is always prohibited on Magic Flute Montessori School property or while 
performing work duties.  At no time should a child or parent of Magic Flute Montessori 
School observe an employee smoking on Magic Flute Montessori School premises or in a 
Magic Flute Montessori School uniform shirt whether on or off the premises. 
 
 
ALCOHOL: 
 
Magic Flute Montessori School prohibits employees from being “under the influence” of 
alcohol while performing Magic Flute Montessori School business.  Employees may not 
consume alcoholic beverages or take illegal drugs on our premises.  Employees may not 
report to work under the influence of drugs or alcohol.  Such behavior poses a safety threat to 
the employee, other employees, and the children. 
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SUBSTANCE USE AND ABUSE 
 

ILLEGAL DRUGS: 
 
The non-prescription use, sale, possession, distribution, manufacture, or transfer of illegal or 
controlled substances on Magic Flute Montessori School premises or elsewhere during work 
hours or during non-working time is strictly prohibited.  The presence of any illegal drug in 
an employee, detectable by a drug-screening test, while performing Magic Flute Montessori 
School business or on Magic Flute Montessori School property is prohibited. 
 
An illegal drug is any drug which is not legally obtainable, or which is legally obtainable but 
has not been legally obtained.  The definition includes prescribed drugs not legally obtained 
and prescribed drugs not being use for prescribed purposes. 
 
Employees convicted under any federal or state criminal drug statute, employees must notify 
the director within five (5) days. This will be grounds for termination. 
 
Legal drugs include prescribed and over-the-counter drugs, which have been legally 
obtained and used for the purpose for which they were intended. Illegal drugs include any 
drug, which is not legally obtainable, which may be obtainable but has not been legally 
obtained, or which is being used in a manner or for a purpose other than as prescribed. 
 
 
DRUG AND ALCOHOL SCREENING: 
 
Magic Flute Montessori School may require a blood test, urinalysis, or other drug or alcohol 
screening on a random basis or when an employee is reasonably suspected of using or being 
under the influence of a drug or alcohol on the basis of behavioral characteristics or other 
appropriate information.  All screenings will be conducted in a manner consistent with 
applicable federal, state, and local laws. 
 
 
DISCIPLINARY ACTION: 
 
Violation of any of the above policies regarding substance abuse can result in disciplinary 
action, which may include immediate discharge for the first offense. 
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DISCIPLINARY ACTION AND 
TERMINATION OF EMPLOYMENT: 

 
In general Magic Flute Montessori School follows a progressive disciplinary policy while the 
administration maintains the right to terminate “at will.” 
 
The four usual steps of disciplinary action are: 

1. Verbal notification 
2. Written notification 
3. Suspension/Days of Decision including 1-10 days off without pay 
4. Termination 

 
These steps may take place over a period of up to 1 year or may take place 
simultaneously or in any combination. 
 
UNACCEPTABLE ACTIVITIES/CAUSES FOR TERMINATION: 
Any and all violations of any of the policies listed in this manual and/or in any of the 
procedural handbooks of the center shall constitute sufficient grounds for termination.  This 
does not alter the “at-will nature” of an employee’s employment under which either an 
employee or the employer may terminate the employment relationship with or without reason 
and in the absence of any violation of these rules.  (Procedural handbooks shall include but 
not be limited to the following: Parent’s Handbook, New Teacher Training Handbook, Health 
and Safety Handbook, Evaluation Handbook, or the Job Descriptions Handbook.  
 
 
FIREARMS, KNIVES AND OTHER WEAPONS: 
Employees are prohibited from carrying any type of weapon on Magic Flute Montessori 
School property including keeping it in a desk, file or any areas of the buildings and grounds 
or in their personal possession while representing Magic Flute Montessori School.  A permit 
to own a firearm or any other weapon will not override this policy. 
 
 
TERMINATION OF EMPLOYMENT: 
Employees should consider their employment as on an “at will” basis.  Employees may be 
terminated for any reason and at any time. 
 
In arriving at the decision to terminate employment Magic Flute Montessori School will 
consider the seriousness of any infraction, past record of the employee, and the circumstances 
surrounding any incident. 
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DISCIPLINARY ACTION AND 
TERMINATION OF EMPLOYMENT 

 
RESIGNATIONS: 
 
In the event an employee decides to terminate employment with Magic Flute Montessori 
School we require that a “Resignation Form” be filled out and submitted to the management 
a minimum of two (2) weeks prior to the intended leave date.  This is so that we have 
adequate time to fill the vacated position.  A decision to resign should be kept confidential 
and not shared with employees, clients, customers or parents until the decision has been 
confirmed with the “Resignation Form” and the form has been accepted by a member of 
management.  Failure to keep this of a confidential nature may result in immediate discharge 
and shall constitute grounds for payment of minimum wage as described in the “TRAINING 
WAGE” section herewith.     
 
An employee who resigns or is terminated under any circumstances is required to make an 
inventory of all Magic Flute Montessori School property and equipment in their possession 
and return all assigned items.  Any unreturned inventory will be withheld from the final 
paycheck at replacement cost  
 
Employees who resign in good standing may be asked to help create an “exit strategy” to 
insure the proper transfer of responsibilities and duties. 
 
The employee’s final paycheck will be paid in the regular pay periods of Magic Flute 
Montessori School. 
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ADDITIONS AND CHANGES: 
 

MAGIC FLUTE MONTESSORI SCHOOL reserves the right to edit or adapt the policies in 
this handbook as the needs arise.  The center will make all changes and additions available at 
the time these changes are made.  Clients and customers will be notified of these changes 
through the normal written communication system of the center at the time they are made 
effective. 
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ADDENDUM A: 
SOCIAL MEDIA POLICY  

Aside from the Magic Flute Montessori School social media efforts, whether or not an 
employee chooses to create or participate in a blog, online social network, or any other form 
of online publishing or discussion is their own decision.  This policy is designed to offer 
practical guidance for responsible, constructive communications via social media channels 
for employees due to the fact that emerging online platforms are fundamentally changing the 
way individuals and organizations communicate and the distinction between personal and 
professional communications can sometimes be unclear.  These same principles and 
guidelines that apply to the activities of employees in general as found in the Employee 
Handbook, apply to employee activities in social media channels and any other form of 
online publishing.  This policy provides guidance for employee use of social media, which 
should be broadly understood for purposes of this policy to include blogs, wikis, micro blogs 
message boards, chat rooms, electronic newsletters, online forums, social networking sites, 
and other sites and services that permit users to share information with others in a 
contemporaneous manner and will apply to professional use of social media on behalf of 
Magic Flute Montessori School as well as personal use of social media whether referencing 
Magic Flute Montessori School or not:  
SOCIAL NETWORKING: 
Employees are prohibited from having social interaction with clients, students and their 
families including but not limited to those through the Internet, cell phones or other means of 
electronic communication.  All forms of communication including electronic communication 
are subject to the same professionalism standards as any other personal inter action.  In order 
to avoid this prohibited social conduct, employees should refrain from the following, but not 
necessarily limited to the following: 

1. Knowingly “friend” or allow a client, student or their family members a page 
on Facebook or similar social networking sites. 

2. Post any information on any blog, website, or other electronic format affiliated 
with any student. 

3. Send any emails to a client, student or their family members that do not 
originate from the center’s recognized email account – This to be approved by 
management prior to being sent. 

4. Send or respond to any text messages to a client, student or their family 
members except as specifically authorized by the management for necessary 
communications with appropriate permission. 

5. Accept personal invitations to social gatherings from a client, student or their 
family except as been expressly approved by the management. 

All electronic communications with a client, student or their families must be transparent, 
accessible to the center management and professional in content and tone.  Employees must 
decline or disregard such invitations from clients, students or their family members to interact 
through texting and/or social networking sites or any in person personal invitation.  
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SOCIAL MEDIA POLICY 
USE OF SOCIAL MEDIA: 
The following principles apply to professional use of social media on behalf of Magic Flute 
Montessori School as well as personal use of social media whether referencing Magic Flute 
Montessori School or not:  

1. Employees need to know and adhere to Magic Flute Montessori School Employee Handbook, and 
other company policies when using all social media.  

2. Employees should be aware of the effect their actions may have on their images, as well as the 
reputation of Magic Flute Montessori School and those of its directors, management, employees, and 
clients. The information that employees post or publish may be public information for a long time.  

3. Employees should be aware that Magic Flute Montessori School may observe content and information 
made available by employees through social media.   Also, employees are reminded that the computer 
systems and network that they use at work, and/or remotely, belong to Magic Flute Montessori School 
as well as any internet traffic (live or stored history), search or social networking/media activity 
remains the property of Magic Flute Montessori School, and the employee should have no expectation 
of privacy. 

4. Employees should use their best judgment in posting material.   Employees should be respectful of 
Magic Flute Montessori School, its directors, management, employees, and clients.  Although not an 
exclusive list, employees should think twice before posting any commentary, content, or images that 
are defamatory, prejudicial, pornographic, proprietary, harassing, libelous, or that can create a hostile 
environment.   Such postings are generally prohibited.   Employees are encouraged to check with their 
supervisor if there are any questions regarding prohibited postings. 

5. Employees are not to publish, post, or release any information that is considered confidential.  If there 
are questions about what is considered confidential, employees should check with their supervisor.  

6. Social media networks, blogs and other types of online content sometimes generate press and media 
attention or create legal questions.  As always, Employees should refer these inquiries to the center 
management.  

7. Employees should get appropriate permission before they refer to or post images of current or former 
employees, community members, vendors, or suppliers. Additionally, employees should get 
appropriate permission to use a third party's copyrights, copyrighted material, trademarks, service 
marks, or other intellectual property. 

8. Social media use shouldn't interfere with employee’s responsibilities at Magic Flute Montessori 
School. Magic Flute Montessori School’s computer systems and classroom phones are to be used for 
business purposes only. Subject to applicable law, this policy or any other company policy may subject 
an employee to disciplinary action, up to, and including termination.  

9. If employees publish content that involve work or subjects associated with Magic Flute Montessori 
School that is being posted in a non-Magic Flute Montessori School website or other forum, such as an 
employee’s personal social media page, a clear disclaimer should be used that states the views 
expressed by the author are his or her own and not Magic Flute Montessori School. It is highly 
recommended that employees only refer to Magic Flute Montessori School with permission of the 
management. 

Any violation of this policy may result in disciplinary action up to and including termination of 
employment. 
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PRIVACY CONFIDENTIALITY AND CONSENT FOR SOCIAL MEDIA 
This policy applies to Magic Flute Montessori School, its owners, administrators, educators, 
employees, substitutes, volunteers, contractors, and any person acting on behalf of the 
program. It applies to official school social-media accounts and to employees’ personal use of 
social media, websites, blogs, messaging applications, online groups, video-sharing 
platforms, and other digital communication. 
All children, families, and colleagues have the right to privacy, dignity, and confidentiality. 
Staff members must protect confidential information during and outside working hours. This 
responsibility continues after a child, family, employee, or volunteer is no longer associated 
with Magic Flute Montessori School. 
Confidential information includes, but is not limited to, names, photographs, videos, audio 
recordings, voices, artwork, assessments, developmental information, behavior, diagnoses, 
disabilities, health or medication information, family circumstances, custody information, 
addresses, telephone numbers, attendance, schedules, classroom locations, incidents, injuries, 
disciplinary matters, financial information, personnel information, performance evaluations, 
workplace concerns, and any information that could directly or indirectly identify a child, 
family member, or colleague. 
Only employees specifically authorized by the Director may create, manage, or publish 
content through an official Magic Flute Montessori School social-media account. Before 
posting a recognizable photograph, video, recording, name, work sample, or other identifying 
information about a child, the program must confirm that it has current written consent from 
the child’s parent or legal guardian. 
Permission to take photographs for internal classroom documentation, assessment, or 
Brightwheel communication does not automatically authorize the school or an employee to 
publish those photographs on Facebook, Instagram, TikTok, YouTube, the school website, 
advertisements, or another public platform. Consent must cover the intended use. If consent 
has not been provided, has expired, or has been withdrawn, the child’s identifying 
information must not be posted. 
Employees may not post photographs, videos, recordings, names, work samples, classroom 
information, or other identifying details concerning children or families on their personal 
social-media accounts. This prohibition applies even when an account is private, a post is 
temporary or disappearing, the child’s name is not included, or the employee believes that 
only friends or family members can view the content. 
Employees may not copy, download, screenshot, forward, or post photographs, videos, 
messages, records, or other information obtained through Brightwheel, school email, 
classroom devices, child records, family communications, or official school accounts for 
personal use. 
Written consent does not permit the school or an employee to publish content that could embarrass, 
humiliate, exploit, endanger, or disrespect a child. Photographs, videos, or information involving 
diapering, toileting, changing clothes, injuries, medical treatment, behavioral incidents, discipline, 
emotional distress, confidential family circumstances, or other private situations must never be posted.  

 
D-66 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

The privacy of parents, guardians, family members, colleagues, volunteers, and other 
individuals connected with the program must also be protected. Employees may not post 
another person’s name, photograph, video, contact information, medical information, 
personnel information, compensation, performance information, workplace concern, or other 
private information without that person’s prior consent. Content published on behalf of the 
school also requires authorization from the Director. 
A parent or colleague tagging the school or an employee in a social-media post does not 
automatically give the employee permission to copy, share, or repost the content. Employees 
must receive authorization from the Director before reposting content connected with Magic 
Flute Montessori School. 
Staff members may not use social media to discuss, criticize, ridicule, diagnose, identify, or 
disclose information about a child, family, colleague, classroom, or workplace concern. 
Indirect descriptions are also prohibited when the information could allow another person to 
identify the individual involved. 
Any employee who accidentally posts, sends, shares, or discloses confidential information 
must immediately notify the Director and follow instructions for removing or containing the 
information. The employee must cooperate with any review, family notification, corrective 
action, or legally required report resulting from the unauthorized disclosure. 
Violations of this policy may result in corrective action, retraining, removal of access to 
school communication systems, suspension, termination of employment, or reporting to an 
appropriate authority when required. All staff members will review this policy during 
orientation and periodically thereafter and will acknowledge their responsibility to protect the 
privacy and confidentiality of children, families, and colleagues. 
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ADDENDUM B: 
TECHNOLOGY AND MEDIA USE IN LEARNING 

ENVIRONMENT 

Magic Flute Montessori School recognizes that young children learn best through hands-on 
exploration, movement, communication, relationships, creative activities, and active play. 
Technology and media shall be used only intentionally, in developmentally appropriate ways, 
and to support the curriculum. Technology shall not replace hands-on Montessori materials, 
books, outdoor activities, physical movement, creative arts, conversations, or interactions 
with teachers and peers. 

Screen time and media include television programs, videos, tablets, computers, smartphones, 
interactive screens, projected media, and similar digital devices viewed or used by children. 

Age and Time Restrictions 

1. Children younger than 2 years of age shall not be provided with screen time or media 
use in the learning environment. Staff may use electronic devices for attendance, 
documentation, assessment, family communication, or other administrative purposes, 
but these devices shall not be used as screen-based activities for children under age 2. 

2. For toddlers over the age of 2 years, technology and media use shall be limited to: 
o Less than 30 minutes during a half-day program; or 
o Less than 60 minutes during a full-day program. 

These limits represent the total cumulative amount of technology and media use during the 
child’s school day. Technology shall be used in short, teacher-guided periods and shall not be 
continuously displayed or used as background entertainment. 

Technology Integration for Preschoolers and Kindergarteners 

Educators working with preschoolers and kindergarteners shall intentionally integrate 
technology into children’s hands-on play, classroom projects, investigations, and curriculum 
experiences. Technology shall not be used only for passive viewing or as an isolated activity. 

Educators shall provide access to developmentally appropriate applications and digital tools 
that support collaborative play. Whenever appropriate, two or more children should use the 
technology together to encourage: 
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• Cooperative play and turn-taking; 
• Communication and conversation; 
• Joint problem-solving; 
• Creativity and shared decision-making; 
• Peer learning; and 
• Creating or documenting a project together. 

Examples may include children working together to create a digital story, photograph and 
describe a Montessori construction, record music or classroom observations, explore an age-
appropriate coding activity, conduct a science investigation, or solve a collaborative 
educational game. 

Educator Responsibilities 

Educators must: 

• Select technology that directly supports a curriculum objective or children’s current 
interests; 

• Actively supervise, guide, and interact with children during technology use; 
• Ask open-ended questions and encourage children to discuss what they are viewing or 

creating; 
• Connect digital experiences to hands-on classroom materials and real-life play; 
• Provide opportunities for children to work with peers instead of using devices only 

individually; 
• Ensure that applications are age-appropriate, educational, free from inappropriate 

content, and do not contain unsafe advertising; 
• Protect children’s confidentiality and follow the school’s policies regarding 

photographs, videos, and family authorization; 
• Monitor the length of each technology activity to ensure compliance with the 

applicable daily time limit; and 
• Obtain approval from the Director before introducing a new application, video, 

website, or digital resource. 

Technology shall never be used as a substitute for active supervision, as a reward or 
punishment, to manage children’s behavior, or simply to occupy children. Families may ask 
questions about the program’s use of technology and may share preferences or concerns with 
the classroom educator or Director. 
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ADDENDUM C: 
PARTNERING WITH FAMILIES REGARDING 

DEVELOPMENTAL CONCERNS OR SPECIAL NEEDS 
Magic Flute Montessori School respects each family's primary role as the child's advocate. 
When an educator, screening result, or family observation indicates a possible developmental 
delay or other special need, staff will communicate promptly, privately, accurately, and in a 
strengths-based manner. Staff do not diagnose children or promise eligibility for services. 
1. Document the concern objectively. The educator records dated observations across 
routines, activities, and settings; the child's strengths; the frequency, duration, and 
circumstances of the concern; relevant work samples or screening results; strategies already 
attempted; and the child's response. Staff use factual language and avoid labels, assumptions, 
or comparisons that are not supported by evidence. 
2. Complete an internal review. The educator gives the documentation to the Director. The 
Director reviews the information for accuracy and considers health, hearing or vision, 
attendance, language development, culture, recent transitions, and other factors that may 
affect behavior or learning. The Director determines what additional classroom observation 
or screening is appropriate and schedules a private family meeting as soon as reasonably 
possible. 
3. Provide the family with documentation and an explanation. At the private meeting, the 
Director and educator begin with the child's strengths and invite the family's observations and 
questions. The family receives a written copy of the dated concern summary, relevant 
screening or assessment results, work samples when appropriate, strategies already tried, and 
a plain-language explanation of what was observed and why follow-up may be helpful. Staff 
explain the purpose and limitations of screening and clarify that a screening result is not a 
diagnosis. Communication will be provided in the family's preferred language or with 
interpretation support when needed. 
4. Agree on suggested next steps. Staff partner with the family to select reasonable next 
actions. Options may include discussing the concern with the child's pediatrician; completing 
or repeating a developmental screening; obtaining hearing or vision screening; requesting a 
formal developmental, speech-language, behavioral, psychological, occupational, or physical 
therapy evaluation; using agreed home and classroom strategies; and setting a follow-up date. 
The family receives the recommendations in writing and decides whether to pursue a referral 
or evaluation. 
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5. Provide diagnostic evaluation and referral resources. The Director gives the family 
current contact information and explains which resource is appropriate: 
• Child's pediatrician or health plan: for medical review, hearing and vision services, 

developmental-behavioral pediatrics, psychology, speech-language, occupational 
therapy, physical therapy, or other diagnostic providers. 

• Florida Early Steps (birth through 36 months): free early-intervention screening, 
evaluation, and eligible services. Anyone may make a referral. Call 1-800-218-0001 or 
visit floridaearlysteps.com/make-a-referral/. 

• Miami-Dade County Public Schools Pre-K Child Find (ages 3-5): developmental 
screening and, when indicated, evaluation for preschool special-education services. Call 
305-274-3501 or visit prekese.dadeschools.net/. 

• Help Me Grow Florida: free developmental screening, guidance, and connections to 
local services. Visit helpmegrowfl.org/ and select Start a Screening or Connect With a 
Care Coordinator. 

6. Obtain consent, protect confidentiality, and follow up. The school will assist with 
referral forms or share records only with the parent or legal guardian's written authorization, 
except when disclosure is otherwise required by law. Records are stored confidentially and 
shared only with staff who need the information to support the child. Classroom support 
continues while the family considers next steps or awaits evaluation. The Director documents 
the meeting, resources provided, family decisions, signed consents, and a follow-up date, 
generally within two to four weeks. If a family declines a referral, staff document the 
decision, continue appropriate observation and support, and revisit the concern respectfully if 
evidence persists. 
Required family packet: (a) written documentation of the concern and the child's strengths; 
(b) a plain-language explanation; (c) written suggested next steps; and (d) diagnostic 
evaluation and referral resource information. 
Families will be treated respectfully and without retaliation or discrimination. Staff must 
immediately notify the Director if a concern involves urgent health or safety needs or 
suspected abuse or neglect so the applicable emergency or mandated-reporting procedure can 
be followed. 
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ADDENDUM D 
CHILD GUIDANCE, POSITIVE BEHAVIOR 
SUPPORT, AND PROHIBITED PRACTICES 

 
PURPOSE 
Magic Flute Montessori School is committed to protecting every child from physical and 
psychological harm. Child guidance must support healthy development, teach appropriate 
skills, preserve each child’s dignity, and strengthen trusting relationships among children, 
educators, and families. Staff members must use developmentally appropriate, positive, 
respectful, and nonpunitive guidance practices. 
 
PROHIBITED CONDUCT AND DEFINITIONS 
Physical abuse means any intentional physical act or punishment that causes or may cause 
pain, fear, injury, or physical discomfort to a child. Examples include shaking, hitting, 
spanking, slapping, jerking, squeezing, kicking, biting, pinching, excessive tickling, pulling a 
child’s arms, hair, or ears, or requiring a child to remain inactive for an excessive period. 
Corporal punishment is prohibited. 
 
Psychological abuse means verbal or emotional treatment that humiliates, frightens, 
threatens, rejects, or damages a child’s sense of safety or self-worth. Examples include 
shaming, name-calling, ridiculing, humiliation, sarcasm directed at a child, cursing at a child, 
threatening or frightening a child, ostracism, withholding affection, seclusion, or making 
negative statements about a child or the child’s family. 
 
Coercion means using physical force, intimidation, threats, fear, or excessive control to make 
a child comply. Examples include rough handling such as shoving, pulling, pushing, or 
grasping; physically forcing a child to sit, lie down, or remain in one place; or physically 
forcing a child to eat, sleep, clean up, use the bathroom, participate in an activity, or perform 
another action. 
 
Staff members may not use food, water, toileting, sleep, outdoor activity, family contact, 
affection, learning opportunities, or participation in program activities as punishment or as a 
reward that could deny a child’s basic needs. Children may not be isolated, secluded, 
humiliated, threatened, or punished for toileting accidents, difficulty sleeping, refusing food, 
crying, or behavior connected to a disability, developmental difference, communication need, 
trauma, or medical condition. 
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A supervised calming area may be offered voluntarily to help a child regulate emotions. It 
may never be used as seclusion, punishment, or a place where a child is forced to remain 
alone. 
DISRUPTIVE OR UNSAFE BEHAVIOR 
Disruptive or unsafe behavior is behavior that interferes with a child’s cognitive, social, or 
emotional development; causes or may cause harm to the child, another child, or an adult; 
significantly disrupts the learning environment; or places the child at increased risk for later 
social problems or school failure. 
Examples may include repeated hitting, biting, kicking, throwing dangerous objects, running 
away from supervision, self-injury, severe emotional outbursts, destruction of materials, 
persistent aggression, or other behavior that creates an immediate safety concern. Staff must 
understand that behavior is a form of communication and must assess the reason for the 
behavior before deciding how to respond. 
PROCEDURES FOR ADDRESSING DISRUPTIVE OR UNSAFE BEHAVIOR 

1. Protect everyone’s immediate safety. 
The educator will remain calm, stay close, block unsafe actions when possible, move 
dangerous materials, and guide other children to a safe location when necessary. Staff will 
use brief, respectful language and avoid yelling, threatening, shaming, arguing, or physically 
forcing the child to comply. The Director will be notified promptly when behavior presents a 
serious or repeated safety concern. 

2. Assess why the behavior may be happening. 
The educator will objectively document what occurred before, during, and after the behavior. 
Documentation may include the date, time, location, activity, people present, possible 
triggers, frequency, duration, the child’s actions, staff responses, and the child’s response to 
the strategies used. 
The educator and Director will consider whether the behavior may be connected to 
communication difficulties, developmental needs, sensory needs, hunger, fatigue, illness, 
pain, changes at home, classroom transitions, peer interactions, cultural or language 
differences, the physical environment, the level of challenge presented by an activity, or 
another unmet need. Staff will focus on observable facts and will not diagnose or negatively 
label the child. 

3. Use positive behavior-support strategies. 
Educators will teach and model appropriate behavior instead of relying on punishment. 
Positive strategies may include maintaining predictable routines, providing visual schedules 
and transition warnings, offering limited choices, redirecting the child, adjusting the 
classroom environment, reducing unnecessary waiting, teaching emotional vocabulary, 
modeling problem-solving, helping children request assistance, teaching replacement 
behaviors, providing sensory or calming supports, acknowledging positive behavior, and 
reinforcing the child’s successful use of safe and appropriate skills. 
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Staff will clearly explain reasonable limits in language the child can understand. 
Consequences must be immediate, respectful, logically connected to the behavior, and 
intended to teach rather than punish. Staff will recognize the child’s strengths and provide 
opportunities to practice appropriate behavior with adult support. 

4. Partner with the child’s family. 
When disruptive or unsafe behavior is repeated or serious, the educator and Director will 
meet privately with the family. Staff will begin by discussing the child’s strengths and will 
share objective observations, strategies already attempted, and the child’s responses. Families 
will be invited to share observations from home, cultural considerations, recent changes, 
medical or developmental information, successful home strategies, and their goals for the 
child. 
Communication will be respectful, confidential, strengths-based, and provided in the family’s 
preferred language whenever possible. Staff will not blame the child or family. 

5. Develop an individualized behavior-support plan. 
The program will work collaboratively with the family to create a written individualized plan 
based on the child’s strengths, needs, developmental level, and the assessed purpose of the 
behavior. The plan will identify the behavior of concern, possible triggers, prevention 
strategies, skills to be taught, positive staff responses, calming or sensory supports, safety 
procedures, family strategies, staff responsibilities, methods for documenting progress, and a 
date for review. 
All educators responsible for the child will receive information and training necessary to 
implement the plan consistently. The plan will be adjusted when observations show that a 
strategy is ineffective or when the child’s needs change. 

6. Collaborate with other professionals. 
With written family authorization, the program may collaborate with the child’s pediatrician, 
behavioral specialist, psychologist, speech-language pathologist, occupational therapist, 
physical therapist, early-intervention provider, school district, or other qualified professional. 
The program may assist the family with appropriate screening, evaluation, or referral 
resources. 
Outside recommendations will be reviewed with the family and incorporated into the 
individualized plan when they are appropriate for the classroom and consistent with program 
safety requirements. Confidential information will be shared only with individuals authorized 
to receive it. 

7. Monitor and review progress. 
Educators will document implementation of the individualized plan and the child’s response. 
The educator, Director, and family will review the plan regularly to determine whether the 
behavior is decreasing, whether the child is learning appropriate replacement skills, and 
whether additional support is needed. Families will receive progress updates, and the plan 
will be revised collaboratively when necessary. 
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8. Prevent suspension and expulsion. 
Magic Flute Montessori School will make reasonable efforts to maintain the child’s 
placement and avoid suspension or expulsion. The program will use observation, 
environmental adjustments, family collaboration, individualized planning, positive behavior 
supports, professional consultation, and reasonable accommodations before considering 
exclusion. 
A temporary exclusion may be considered only when an immediate and serious safety risk 
cannot be managed despite documented interventions and collaboration. Any decision will be 
made by the Director, discussed with the family, documented, and accompanied by 
reasonable transition or referral support. The program will not exclude a child solely because 
of a disability, developmental delay, communication difference, or behavior that can be 
supported through reasonable accommodation. 
Staff accountability and reporting 
Any staff member who observes or suspects physical abuse, psychological abuse, coercion, 
or another prohibited practice must immediately protect the child, notify the Director, and 
follow the program’s Child Abuse Reporting Policy and all mandated-reporting requirements. 
A staff member accused of prohibited conduct may be removed from direct contact with 
children while the concern is reviewed. Violations may result in corrective action, retraining, 
suspension, termination, and reporting to the appropriate authorities. 
All staff members will review this policy during orientation and annually thereafter. Staff 
members must sign documentation confirming that they understand the prohibited practices, 
positive guidance expectations, reporting responsibilities, and procedures for addressing 
disruptive or unsafe behavior. 
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ADDENDUM E 

SUSPENSION, EXPULSION, AND OTHER 
EXCLUSIONARY MEASURES 

Policy statement 

Magic Flute Montessori School is committed to maintaining each child’s enrollment and 
preventing suspension, expulsion, and other exclusionary measures. These measures are not 
used as punishment or as a routine response to developmentally expected, disruptive, 
challenging, or unsafe behavior. 

The program follows the Child Guidance, Positive Behavior Support, and Prohibited 
Practices Policy in Addendum D. Suspension, expulsion, shortened schedules, repeated early 
pick-up requirements, removal from classroom activities, or other exclusionary measures will 
be considered only as a last resort after all reasonable interventions, family partnerships, 
professional consultations, positive behavior supports, and appropriate accommodations have 
been attempted and documented. 

Definition 

Disruptive or unsafe behavior is behavior that interferes with a child’s cognitive, social, or 
emotional development; causes or may cause harm to the child, another child, or an adult; 
significantly interferes with the program’s ability to maintain a safe learning environment; or 
places the child at increased risk for later social problems or school failure. 

Specific circumstances under which separation may be considered 

Suspension, expulsion, or another exclusionary measure may be considered only when: 

1. The child demonstrates consistent, prolonged, and serious unsafe behavior that 
presents a significant risk of physical harm to the child, other children, or adults. 

2. The behavior continues despite the consistent implementation and documented 
revision of an individualized positive behavior-support plan. 

3. The program has attempted all reasonable developmentally appropriate interventions, 
environmental modifications, professional recommendations, and accommodations 
available to the program. 

4. The program has collaborated with the family and, with family authorization, 
appropriate medical, developmental, behavioral, or mental-health professionals. 
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5. Objective documentation demonstrates that the program cannot safely meet the 
child’s needs while also protecting the safety and well-being of the child, other 
children, and staff members. 

Examples of behavior that may require this level of response include repeated serious 
aggression causing or likely to cause injury, repeated elopement from supervised areas, 
severe self-injurious behavior, use of objects as weapons, or other persistent conduct that 
creates a serious safety risk and has not improved after comprehensive intervention. 

Separation will not be used because of crying, toileting accidents, difficulty sleeping, refusal 
to eat, ordinary tantrums, language differences, family circumstances, developmental delays, 
disabilities, or behavior that can be supported through reasonable accommodation. Decisions 
will not be based on race, color, national origin, language, religion, sex, family structure, 
disability, or any other protected characteristic. 

Temporary emergency separation 

If a child’s behavior creates an immediate and serious danger that cannot be safely managed 
at that moment, the Director may require a temporary emergency separation or early pick-up. 
The purpose must be immediate safety, not punishment. 

The family will be contacted promptly, and the reason for the temporary separation will be 
explained and documented. The separation will last only as long as reasonably necessary to 
address the immediate danger and develop or revise a safety plan. A temporary emergency 
separation does not automatically result in suspension or termination of enrollment. 

Required steps before exclusion is considered 

Before a nonemergency decision to suspend, expel, shorten a child’s schedule, or otherwise 
exclude the child is considered, the program will complete and document the following steps: 

1. Conduct objective observations. 

Educators will document the behavior across different activities, routines, times, and settings. 
Documentation will include frequency, duration, intensity, possible triggers, what occurred 
before and after the behavior, strategies used, and the child’s response. 
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2. Assess why the behavior is happening. 
The educator and Director will consider communication abilities, developmental needs, 
sensory needs, health concerns, hunger, fatigue, pain, classroom arrangement, transitions, 
peer interactions, family changes, culture, language, trauma, disability, and other factors that 
may influence the behavior. 

3. Review the learning environment. 

Staff will evaluate schedules, classroom expectations, supervision, group size, transitions, 
waiting periods, materials, noise, sensory demands, and adult-child interactions. Reasonable 
environmental changes will be made when they may help prevent the behavior. 

4. Meet with the family. 

The Director and educator will meet privately with the family to review the child’s strengths, 
objective observations, safety concerns, strategies already attempted, and the child’s 
responses. Families will be invited to share observations, successful home strategies, cultural 
considerations, medical or developmental information, and goals for the child. 

5. Develop a written individualized behavior-support plan. 

The program and family will create a written plan identifying the behavior, possible triggers, 
preventive strategies, replacement skills to be taught, positive staff responses, environmental 
modifications, calming or sensory supports, safety procedures, responsible staff members, 
documentation methods, and a review date. 

6. Implement positive behavior supports consistently. 

Staff will use predictable routines, visual schedules, transition warnings, choices, redirection, 
modeling, emotional coaching, problem-solving instruction, replacement-skill instruction, 
positive acknowledgment, sensory supports, and other developmentally appropriate 
strategies. All staff responsible for the child will be trained to implement the plan 
consistently. 

7. Provide reasonable accommodations. 

The program will consider and implement reasonable accommodations for disabilities, 
developmental delays, communication differences, sensory needs, and medical conditions. 
The program will not exclude a child for behavior associated with a disability without first 
considering reasonable accommodations and appropriate professional recommendations. 
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8. Seek professional support. 

With written family authorization, the program may consult the child’s pediatrician, 
behavioral or mental-health specialist, psychologist, speech-language pathologist, 
occupational therapist, physical therapist, early-intervention provider, school district, or 
another qualified professional. The program will help the family access screening, evaluation, 
consultation, and referral resources. 

9. Monitor and revise the plan. 

Staff will collect information about the child’s progress and meet with the family to review 
the plan. Strategies that are not effective will be modified. Additional interventions and 
professional recommendations will be attempted when reasonably available. 

10. Complete an administrative review. 

Before exclusion is considered, the Director will review all documentation to verify that the 
steps required by this policy and Addendum D have been completed. The review must 
confirm that all other possible reasonable interventions have been exhausted and that 
continued enrollment presents a serious safety concern that the program cannot manage 
despite documented efforts. 

Final decision and written notice 

Only the Director may authorize a suspension, expulsion, shortened schedule, or termination 
of enrollment due to prolonged disruptive or unsafe behavior. The decision will be 
individualized and based on objective documentation, not assumptions, labels, or punishment. 

The family will receive written notice explaining the specific safety concerns, interventions 
attempted, meetings conducted, professional resources offered, accommodations considered, 
reasons the interventions were unsuccessful, effective date of the separation, and available 
transition assistance. Whenever safety permits, the program will provide reasonable notice to 
give the family time to arrange alternative services or placement. 

Assistance with services and alternative placement 

If separation becomes necessary, Magic Flute Montessori School will help the family identify 
and access appropriate services and alternative placements. Assistance may include: 

D-79 

 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

1. Providing information about the child’s pediatrician or health plan, Florida Early 
Steps, Miami-Dade County Public Schools Pre-K Child Find, Help Me Grow Florida, 
the Early Learning Coalition, behavioral or mental-health providers, developmental 
specialists, and other community resources. 

2. Helping the family complete referral forms or contact appropriate agencies and 
providers. 

3. Sharing observation records, individualized plans, screening results, and other 
relevant records with a new provider or professional after receiving written family 
authorization. 

4. Participating in a transition meeting or telephone consultation with the receiving 
program or professional when authorized by the family. 

5. Providing the family with copies of the child’s strengths, successful strategies, 
accommodations, routines, and supports that may help the child transition 
successfully. 

6. Allowing a reasonable transition period when continued attendance can be provided 
safely. 

Documentation and confidentiality 

All observations, family meetings, individualized plans, interventions, professional 
consultations, administrative reviews, written notices, referrals, and transition assistance will 
be documented and maintained confidentially. Information will be shared only with 
authorized individuals or when disclosure is required by law. 

The program’s primary goal is to preserve the child’s placement, protect every child’s safety 
and dignity, and work collaboratively with families and professionals to achieve a successful 
outcome. 
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ADDENDUM F 

SUPERVISION AND ACTIVE SUPERVISION POLICY 
Purpose 

Magic Flute Montessori School maintains active supervision procedures to protect children 
from injury, prevent unsafe behavior, support learning, and ensure that educators can respond 
immediately to each child’s needs. Supervision is an active responsibility and requires 
educators to continuously observe, listen, count, anticipate, engage, and respond. 

Electronic monitoring systems, classroom cameras, mirrors, gates, barriers, or listening 
devices may support supervision but may never replace the direct supervision of children by 
qualified staff members. 

Infants and toddlers 

Infants and toddlers must always be supervised by both sight and sound. An assigned 
educator must be able to see and hear every infant and toddler at all times and must remain 
close enough to respond immediately. 

Sight-and-sound supervision is required during: 

1. Indoor and outdoor activities. 
2. Feeding and bottle-feeding. 
3. Diapering and toileting. 
4. Arrival, dismissal, and classroom transitions. 
5. Floor play and movement activities. 
6. Sleeping and napping. 
7. Water activities. 
8. Transportation and field trips. 
9. Movement between classrooms or areas. 
10. Emergency drills and evacuations. 

Infants and toddlers may never be left alone or supervised only by sound, including when 
sleeping. Educators must position themselves so that furniture, shelves, cribs, play 
equipment, or room arrangements do not block their view. 
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During infant sleep, staff must maintain required sight-and-sound supervision, follow the 
program’s Safe Sleep Policy, and regularly observe each infant’s breathing, skin color, body 
position, and sleep environment. Cribs must be arranged so that supervising educators have a 
clear view of each infant. 

Preschoolers and kindergarteners 

Preschoolers and kindergarteners must be primarily supervised by both sight and sound. 
Educators must arrange and position themselves within the environment so they can see and 
hear the children during regular classroom activities, outdoor play, meals, rest periods, 
transitions, and group activities. 

Brief periods of supervision by sound only may be permitted when developmentally 
appropriate, when allowed by applicable licensing requirements, and when all of the 
following conditions are met: 

1. The child is a preschooler or kindergartener. 
2. The period is brief and connected to an appropriate independence or privacy need. 
3. The educator knows the child’s exact location. 
4. The educator can hear the child continuously. 
5. The child can hear and immediately communicate with the educator. 
6. The educator is close enough to respond immediately. 
7. The area has been checked for safety and does not contain an identified hazard. 
8. The educator reestablishes sight supervision as quickly as possible. 
9. The arrangement does not cause the classroom to exceed the required staff-to-child 

ratio. 

An example may include a preschooler or kindergartener using an attached classroom 
bathroom while the educator remains immediately outside, continuously listens, and is 
available to assist. Privacy will be respected to the extent appropriate for the child’s age and 
developmental ability while maintaining safety. 

Sound-only supervision is not permitted for infants or toddlers. It is also not permitted for any 
age during outdoor play, water activities, transportation, field trips, parking-area transitions, 
cooking activities, emergency evacuations, or any activity presenting an increased safety risk. 
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Active supervision procedures 

All educators must use the following active supervision practices: 

1. Maintain required staff-to-child ratios at all times. 
2. Know the name, face, and exact location of every child assigned to their care. 
3. Position themselves to observe the entire learning area and avoid blind spots. 
4. Continuously scan the environment and listen for changes in children’s voices, 

activity levels, movement, or behavior. 
5. Anticipate children’s actions and identify potential hazards before an injury occurs. 
6. Engage with children and remain close enough to provide guidance and immediate 

assistance. 
7. Avoid personal phone use, unrelated conversations, paperwork, or other distractions 

while supervising children. 
8. Communicate clearly when supervision responsibility is transferred to another 

educator. Staff may not assume that another person is supervising without receiving a 
direct verbal acknowledgment. 

9. Conduct name-to-face attendance checks before and after every transition, including 
movement to and from classrooms, playgrounds, bathrooms, meal areas, 
transportation vehicles, and emergency assembly areas. 

10. Count children regularly throughout the day and compare the count with the 
attendance record. 

11. Check all areas before leaving a room, playground, vehicle, or activity space to 
confirm that no child has been left behind. 

12. Immediately report supervision concerns, missing-child incidents, incorrect counts, 
injuries, or unsafe conditions to the Director. 

Bathroom supervision 

Infants and toddlers must be supervised by sight and sound during diapering and toileting. 
Preschoolers and kindergarteners may receive developmentally appropriate privacy in an 
attached or approved bathroom while being continuously supervised by sound, provided the 
educator knows the child’s location and can respond immediately. 

Staff must monitor bathroom entry and exit, maintain required ratios, and confirm that every 
child returns safely to the supervised group. Children may not be sent alone to a distant 
bathroom, hallway, or area outside the educator’s immediate supervision. 
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Transitions and staff changes 

Before moving children, the educator will conduct a name-to-face count and confirm the 
destination is ready to receive the group. A second count will be conducted upon arrival. 

When one educator replaces another, both educators must verbally confirm the number and 
identity of children present and communicate any relevant safety, medical, behavioral, or 
supervision information. The departing educator remains responsible until the receiving 
educator clearly accepts supervision. 

Staff accountability 

Failure to follow this supervision policy places children at serious risk and may result in 
corrective action, retraining, suspension, termination, and reporting to the appropriate 
licensing or protective authority. 

All staff members must review this policy during orientation and annually thereafter. Staff 
members must sign documentation confirming that they understand the sight-and-sound 
requirements for each age group and their responsibility to maintain active supervision at all 
times. 
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Addendum G – Infant Safe Sleep Policy 
Magic Flute Montessori School follows safe-sleep practices to reduce the risk of Sudden Infant Death 
Syndrome (SIDS), suffocation, strangulation, entrapment, and other sleep-related injuries. These 
requirements apply to every employee, substitute, volunteer, and administrator responsible for infants 
younger than 12 months. 

1. Back-to-sleep requirement 
All infants younger than 12 months must be placed completely on their backs for every nap and other 
period of sleep. 
An infant sleep positioner, wedge, rolled blanket, nursing pillow, cushion, or other positioning device 
may not be used. An alternate sleep position or medically necessary sleep arrangement will be permitted 
only when ordered in writing by the infant’s physician. The physician’s written order must explain the 
required sleep position or accommodation and must be maintained in the infant’s record. All staff 
responsible for the infant will be informed of the physician’s instructions. 
A request from a parent or guardian alone does not permit staff to place an infant in an alternate sleep 
position. 
If an infant can independently roll from back to stomach and from stomach to back, staff will continue 
to place the infant on the infant’s back at the beginning of every sleep period. The infant may then 
remain in the sleep position the infant independently assumes. Staff may not use a positioner or other 
device to prevent the infant from moving. 

2. Approved sleep equipment 
Infants must sleep in an individually assigned, safety-approved crib or other sleep equipment 
specifically designed and approved for infant sleep. The sleep surface must be firm, flat, level, and 
covered only by a tightly fitted sheet. 
Only one infant may occupy a crib or approved infant sleep space at a time. Infants may not share sleep 
equipment with another child. 
Infants may not routinely sleep in car seats, swings, bouncers, feeding chairs, highchairs, strollers, infant 
seats, activity equipment, adult beds, couches, chairs, cushions, or on the floor. 

3. Infants arriving or falling asleep outside approved sleep equipment 
When an infant younger than 12 months arrives at the program asleep in a car seat, stroller, carrier, or 
other equipment not specifically designed and approved for infant sleep, staff must promptly remove 
the infant and place the infant on the infant’s back in an approved crib or other appropriate infant sleep 
equipment. 
When an infant falls asleep in a swing, bouncer, feeding chair, car seat, stroller, activity center, or other 
equipment not specifically designed for infant sleep, staff must promptly move the infant to approved 
sleep equipment and place the infant on the infant’s back. 
When an infant falls asleep while being held by a staff member, the staff member must promptly place 
the infant on the infant’s back in the infant’s assigned crib or approved sleep equipment. Staff members 
may not continue holding a sleeping infant while they are at risk of falling asleep themselves. 

4. Crib environment 
Soft objects, loose bedding, and other items are prohibited in cribs and infant sleep equipment used by 
infants younger than 12 months. Prohibited items include, but are not limited to: 
• Pillows and cushions 
• Blankets, quilts, and comforters 
• Crib bumpers and bumper pads 
• Stuffed animals and soft toys 
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• Sheepskins and mattress toppers 
• Positioners, wedges, and sleep nests 
• Rolled towels or rolled blankets 
• Nursing pillows 
• Loose sheets or loose fabric 
• Bibs, necklaces, pacifier cords, and other items that could present a strangulation or suffocation 
hazard 
 
Nothing may be placed over or around an infant’s face or head. Sleep equipment may not be covered 
with a blanket or other material while occupied by an infant. 
If additional warmth is needed, the infant may wear appropriate sleep clothing or a properly fitted 
wearable sleep garment that does not restrict the infant’s breathing or movement. Weighted sleep 
products may not be used. 

5. Additional safe-sleep practices 
Infants will not be swaddled while in care unless specifically permitted by current licensing 
requirements and supported by a written physician’s order. 
Bottles may not be propped, and infants may not be placed in a crib with a bottle, food, or beverage. 
Pacifiers may be offered when authorized by the family. Pacifiers may not be attached to the infant, 
clothing, crib, stuffed animal, cord, ribbon, or other object during sleep. 
Smoking, vaping, and the use of tobacco or nicotine products are prohibited on school property and in 
areas used by children. 

6. Sleep supervision 
Sleeping infants will be actively supervised by sight and sound. Staff will position themselves so they 
can observe the infant’s face, breathing, skin color, and sleep position. 
Cribs and sleep equipment must be arranged so staff have a clear view of each infant and can reach the 
infant quickly during an emergency. Sleeping infants may not be left unattended. 
If an infant shows signs of difficulty breathing, unusual skin color, unresponsiveness, choking, or 
another medical emergency, staff will immediately follow emergency procedures, provide pediatric first 
aid or CPR when needed, contact 911, notify the Director, and notify the infant’s parent or guardian. 

7. Staff training and monitoring 
Before being assigned responsibility for infants, staff must receive training regarding the program’s 
Infant Safe Sleep Policy, safe-sleep practices, supervision requirements, and emergency response 
procedures. 
Staff members must follow this policy consistently for every infant and every sleep period. The Director 
or designated supervisor will regularly monitor infant classrooms and sleep areas to ensure compliance. 
Failure to follow the Infant Safe Sleep Policy may result in corrective or disciplinary action, up to and 
including termination, because violations may place an infant’s life and safety at risk. 

8. Family communication 
Families will receive information about the program’s safe-sleep practices during enrollment or 
orientation. Staff will discuss any differences between a family’s home sleep practices and the practices 
required in the childcare setting. 
Parents and guardians must inform the program of medical conditions that may affect their infant’s 
sleep. Any medically required alternate sleep position or arrangement must be supported by a written 
physician’s order before staff may implement it. 
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ADDENDUM H 
PEDIATRIC CPR AND FIRST AID CERTIFICATION 

POLICY 
Magic Flute Montessori School requires every educator and staff member who works directly with 
children to maintain current certification in pediatric cardiopulmonary resuscitation (CPR) and pediatric 
first aid. 
This requirement applies to all lead teachers, assistant teachers, substitutes, floaters, administrators, and 
other employees who supervise, teach, transport, escort, or provide direct care to children. Adult-only 
CPR or general workplace first-aid training does not satisfy this requirement unless the certification 
specifically includes pediatric CPR and pediatric first aid. 
Certification requirements 

1. Certification must be provided by a recognized training organization or qualified instructor and 
must include age-appropriate emergency response procedures for infants and children. 

2. Training must include a skills demonstration or other practical component required by the 
approved training provider. 

3. Every educator who works directly with children must provide the Director with a copy of the 
current pediatric CPR and pediatric first-aid certificate or certification card. 

4. Certification documentation must include the educator’s name, training provider, date 
completed, and expiration or renewal date. 

5. Copies of certification records will be maintained in the employee’s personnel file and made 
available for review when required. 

New educators 
A newly hired educator who does not yet have current pediatric CPR and pediatric first-aid certification 
must obtain both certifications within 30 calendar days of employment. 
Until certification is completed and documented, the new educator: 

1. May not be assigned to supervise children independently. 
2. May not be left alone with a group of children. 
3. Must work in the same classroom, outdoor area, or activity space with an educator who has 

current pediatric CPR and pediatric first-aid certification. 
4. Must remain within immediate access to the certified educator at all times while working 

directly with children. 
5. May not serve as the only certified employee during opening, closing, transportation, field trips, 

or other program activities. 
The certified educator must remain available and capable of responding immediately to an emergency. 
A classroom camera, telephone, radio, or administrator located elsewhere in the building does not 
replace the requirement for the uncertified employee to work directly with a currently certified educator. 
Renewal and expiration 
Educators are responsible for renewing their pediatric CPR and pediatric first-aid certifications before 
the expiration date. The Director or designated administrator will monitor expiration dates and provide 
renewal reminders when possible. 
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An educator whose pediatric CPR or pediatric first-aid certification expires may not supervise children 
independently until the certification has been renewed and updated documentation has been submitted. 
During this period, the educator must work at all times with another educator who holds current 
pediatric CPR and pediatric first-aid certification. 
Program responsibilities 
Magic Flute Montessori School will: 

1. Inform all employees of the certification requirement during hiring and orientation. 
2. Maintain copies of current certifications in personnel records. 
3. Monitor certification expiration dates. 
4. Assist staff with identifying available pediatric CPR and pediatric first-aid training 

opportunities. 
5. Arrange staffing schedules so that an educator without completed or renewed certification is 

never assigned to supervise children independently. 
6. Verify that all educators who work directly with children maintain current certification. 

Failure to obtain, maintain, renew, or provide documentation of required pediatric CPR and pediatric 
first-aid certification may result in removal from direct child-care duties and additional corrective or 
disciplinary action. 
All employees must review this policy during orientation and acknowledge their responsibility to 
maintain current pediatric CPR and pediatric first-aid certification throughout their employment. 
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ADDENDUM I 
ARRIVAL AND DEPARTURE UNUSUAL 

CIRCUMSTANCES PROCEDURES 
Magic Flute Montessori School maintains specific procedures for unusual circumstances occurring 
during children’s arrival and departure. These procedures protect children’s safety, ensure that children 
are released only to authorized individuals, maintain accurate attendance and supervision, and support 
clear communication with families. All employees must immediately notify the Director or designated 
administrator whenever an unusual arrival or departure circumstance occurs. 
 

GENERAL ARRIVAL AND DEPARTURE REQUIREMENTS 
Children must be directly transferred between an authorized adult and an authorized staff member. A 
child may never be left unattended at the entrance, office, hallway, classroom door, parking area, 
playground, or another location. 
Staff must record every child’s arrival and departure through the program’s approved attendance system 
and conduct name-to-face checks. Staff must immediately investigate any difference between the 
number of children physically present and the attendance record. 
 

UNKNOWN OR UNEXPECTED PERSON DROPPING OFF A CHILD 
When a child is brought to school by a person who is not known to staff, the staff member must request 
government-issued photo identification and review the child’s enrollment and authorized-contact 
information. When necessary, staff must contact the parent or legal guardian using the telephone 
number already contained in the child’s school record. 
Staff may not rely only on information or a telephone number provided by the unfamiliar individual. 
The child must remain safely supervised while the person’s identity and authority are verified. The 
Director must be notified if the individual’s identity or relationship to the child cannot be confirmed. 
 

UNUSUAL ILLNESS, INJURY, BEHAVIOR, OR APPEARANCE AT ARRIVAL 
Staff must observe each child upon arrival for symptoms of illness, unexplained injuries, unusual 
sleepiness, extreme distress, significant changes in behavior, or another condition that could affect the 
child’s health or safety. 
Staff will ask the accompanying adult for relevant information and immediately notify the Director 
when a concern is identified. The condition and information received must be documented objectively. 
The program’s illness-exclusion, injury, medical-emergency, and mandated-reporting procedures must 
be followed when applicable. Staff must call 911 when a child requires immediate emergency 
assistance. 

DIFFICULT SEPARATION OR SIGNIFICANT EMOTIONAL DISTRESS 
When a child experiences an unusually difficult separation, staff will provide calm reassurance, follow 
the child’s regular arrival routine, redirect the child toward a familiar activity, and maintain close 
supervision. The accompanying adult may leave only after a staff member has directly accepted 
responsibility for the child. 
If the child cannot be safely comforted, displays continuing extreme distress, attempts to leave the 
supervised area, or presents a safety concern, staff must notify the Director. The Director or designee 
will communicate with the family and determine what additional support is needed. 

D-89 



 
 
 
MAGIC FLUTE MONTESSORI SCHOOL 
“Where Little Hands Build Big Dreams!” 

           
 

📍 1550 NE 147th St, Miami, Fl 33161 
ENGLISH 📞+1(954) 779-0095 / +1(305)944-3499 / +1(786)265-9161 

An Investment in Your Child’s Future! For more information visit 
🎓www.MagicFluteMontessori.com 

 

ARRIVAL IN A DIFFERENT CLASSROOM 
When a child must temporarily arrive in a classroom other than the child’s regularly assigned classroom, 
the receiving educator must directly accept responsibility for the child, record the child’s arrival, verify 
the classroom ratio, and include the child in the classroom’s name-to-face count. 
Relevant allergy, medication, health, behavioral, developmental, and emergency information must be 
communicated to the receiving educator. A child may never be sent alone to another classroom. When 
the child is transferred to the regular classroom, both educators must verbally confirm the child’s 
identity and the transfer of supervision. 
 

UNAUTHORIZED OR UNFAMILIAR PICKUP ATTEMPT 
Children may be released only to a parent, legal guardian, or other adult authorized in the child’s current 
enrollment record. Staff must request government-issued photo identification from any person they do 
not recognize, even when the person states that the child or family knows them. 
If the person is not authorized or identification cannot be verified, staff must NOT release the child. 
The child must remain safely supervised while the Director contacts the parent or legal guardian using 
the contact information maintained by the school. Authorization may not be accepted solely from a text 
message, screenshot, note, or telephone number presented by the person attempting pickup unless the 
Director verifies and documents the authorization through the program’s approved procedure. 

CUSTODY DISPUTES AND COURT ORDERS 
The program will follow current written custody agreements, restraining orders, protective orders, and 
other legal documents maintained in the child’s record. Staff may not make independent decisions about 
a custody disagreement or rely on verbal claims that conflict with the program’s documentation. 
When a custody dispute occurs at the school, staff must keep the child in a secure supervised location, 
notify the Director immediately, avoid arguing with the individuals involved, and protect the child from 
witnessing the confrontation whenever possible. The Director will contact the appropriate legal 
guardian and call law enforcement when a court order may be violated or when anyone’s immediate 
safety is threatened. 

UNSAFE, AGGRESSIVE, OR APPARENTLY IMPAIRED PICKUP PERSON 
If an individual attempting to pick up a child displays aggressive, threatening, disoriented, or unusual 
behavior or appears impaired by alcohol, drugs, illness, or another condition, staff must immediately 
notify the Director. Staff should remain calm, avoid confrontation, keep the child and other children 
safely supervised, and request assistance from another staff member. 
The Director will attempt to contact another authorized pickup person and will contact law enforcement, 
emergency services, or the appropriate protective authority when an immediate danger is suspected. 
Staff must follow applicable law and mandated-reporting requirements, and document only directly 
observed behavior and statements. 

LATE PICKUP 
When a child has not been picked up by the scheduled closing time, staff will contact the child’s parents 
or guardians and then the authorized emergency contacts listed in the child’s record. The child must 
remain under active supervision, and required staff-to-child ratios must be maintained. 
Staff may not take the child home, transport the child in a personal vehicle, leave the child with an 
unauthorized person, or leave the child alone. If authorized contacts cannot be reached after reasonable 
repeated attempts, the Director will contact the appropriate authorities and follow the program’s late-
pickup, child-abandonment, and mandated-reporting procedures. All contact attempts and actions must 
be documented. 
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TRANSPORTATION OR VEHICLE SAFETY CONCERNS 
When an unusual transportation circumstance occurs, including an unexpected driver, an unauthorized 
rideshare or transportation service, a missing age-appropriate child restraint, a vehicle safety concern, 
or a delayed approved transportation provider, staff must notify the Director before completing the 
departure. 
The Director will verify authorization, communicate with the parent or guardian, and contact another 
authorized pickup person or the appropriate authority when an immediate safety risk exists. Children 
must remain supervised until a safe and authorized departure arrangement has been confirmed. 

DOCUMENTATION AND FOLLOW-UP 
Staff must document unusual arrival and departure circumstances on the same day. Documentation must 
include the date and time, names of individuals involved, objective observations, identification or 
authorization reviewed, people contacted, actions taken, and final outcome. 
The Director will review the incident, communicate with the family as appropriate, maintain 
confidentiality, and determine whether additional safety planning, updated authorization records, staff 
guidance, family meetings, incident reports, or notification to licensing, law enforcement, emergency 
services, or child-protection authorities is required. 
All staff members must review these procedures during orientation and annually thereafter. 
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Your Center Name 
EMPLOYEE ABSENCE/TARDY FORM 

 
 

Name            
 
 
Date Scheduled     Time Due In    
 
 
Date Notified     Time Called In    
 
 
Reason For Absence          
             
 

This is Excused / Unexcused 
 

White – Employees File  Yellow – Return to Employee  Pink – Payroll Dept 
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Your Center Name 
PRE-ARRANGED ABSENCE/PTO REQUEST FORM 

 
Name             
 

Date(s) Requested            
 

Employee’s Signature       Date     

 

APPROVED  /  NOT APPROVED 
 
Supervisor’s Signature       Date     
 
 
White – Employees File  Yellow – Return to Employee  Pink – Payroll Dept 
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Magic Flute Montessori School 
ON-DUTY MEAL PERIOD AGREEMENT FORM 

 
 

___________________________  and   Magic Flute Montessori School    
             (name of employee)    (name of employer) 
 
agree 
that the nature of the employee’s work prevents the employee from being 
relieved of all duty during the employee’s meal period.  The employee 
agrees to work an on-the-job meal period which shall be considered time 
worked and paid for by the employer.  During this period the employee will 
be able to eat and also will be expected to count in the teacher-to-child ratio 
and fulfill any responsibilities that accompany being counted in that ratio. 
 
 
 
This Agreement is freely and voluntarily entered into: 
 
 
Team Member:               Position:    
 
Member’s Signature:               Date:    
 
Supervisor’s Signature:               Date:    
 
Supervisor’s Signature:               Date:    
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Magic Flute Montessori School 
Non-Compete Agreement 

 
This agreement is a COVENANT NOT TO COMPETE: which is a general form of provision in 
employment restricting a currently employed and/or discharged employee’s ability to compete 
with employer for a reasonable period of time 
 
 
The Policy of Magic Flute Montessori School states: 
 
MAGIC FLUTE MONTESSORI SCHOOL considers it inappropriate for parents and clients to solicit our 
staff to work for them either in their business or homes.  It is also inappropriate for employees to solicit to 
work for or with parents and clients and/or to agree to work for them either in their business or homes or at 
the businesses in which they work or have influence over hiring and/or promotion decisions.  Therefore all 
employees are required to sign a statement that they will not engage in “care for hire” or any employment by 
or for any past or current client family of MAGIC FLUTE MONTESSORI SCHOOL while currently 
employed by MAGIC FLUTE MONTESSORI SCHOOL or for eighteen (18) months after their last day of 
employment.  Any employee who violates this policy has violated one of the conditions of continued 
employment and is in so doing terminating their employment at Magic Flute Montessori School.  It is 
inappropriate for all employees to discuss this policy with, consider accepting employment with or for clients, 
parents, or anyone they have come in contact with solely due to their employment with Magic Flute 
Montessori School, or to do any type of work or “care for hire” for these individuals whether for 
compensation or as a favor.  This “non-compete” statement shall be in effect while the employee is currently 
employed by MAGIC FLUTE MONTESSORI SCHOOL and for eighteen (18) months after their last day of 
employment.  Magic Flute Montessori School reserves the right to take financial remedy against employees 
who break this policy.  Clients who violate this policy may also be subject to termination of services. 
 
 
By signing below I agree to the terms of the non-compete agreement above.  I further understand that 
violating this policy is a violation one of the conditions of continued employment and is in so doing 
equal an act of terminating my own employment at Magic Flute Montessori School.   
I also understand and agree that if such employment is terminated for any cause, I shall not, for a period 
of eighteen (18) months after leaving the employment, engage directly or indirectly, either personally or 
as an employee, associate partner, partner, manager, agent, or otherwise, or by means of any corporate 
or other device, in the businesses or homes of current or past clients of Magic Flute Montessori School 
or work in another childcare center business within five (5) miles of Magic Flute Montessori School. 
I further agree that nothing contained in this agreement will act to change the “At Will” status of 
employment but is to be considered further clarification of that status. 
 
Employee Name:             
 
Employee Signature:        Date:     
 
Supervisor’s Signature:       Date:     
 
Witness Signature:         Date:     
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Magic Flute Montessori School 
Resignation Form 

 
 

Name:            Date:     

Address:              

City & Zip:         Phone #    

 I am resigning my position at Your Center Name  effective       

My reasons for resigning are:            

             

              

  I do not currently have health insurance 

  I refuse Cobra 

  I wish to apply for Cobra 

Additional Comments:            

             

              

 

Signed:            Date:     

Received By:            Date:     

 

Comments Of Supervisor:          
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Magic Flute Montessori School 
HANDBOOK ACKNOWLEDGMENT FORM 

 
 

I have received a copy of the Magic Flute Montessori School’s Employee 
and Parent Handbook.  I have read and reviewed the sections of the 
Handbook as they apply to me.  I agree to abide by the policies outlined in 
the Handbook for employees of Your Organization.  If I have questions 
about any of the material discussed therein, I will have these matters 
clarified by the center Director or other leadership team member.  I have 
also received the orientation on my job expectations and have reviewed the 
New Teacher Handbook, the Job Description and Evaluations Handbook . 
 
I further understand that the legal definition of my employment at 
Magic Flute Montessori School is that of an “AT WILL 
EMPLOYMENT” which an employment provision indicating that 
employer or employee may terminate the employment relationship at 
any time with or without cause:  In consideration of Magic Flute 
Montessori School making employment available, I agree to conform to the 
policies, procedures, rules and supervisors directives.  I understand that 
each party to this agreement also agrees that my employment and 
compensation can be terminated, with or without cause, and without prior 
notice, at any time, at the option of either the Magic Flute Montessori School 
management or myself.  I further understand that if at any time I refuse to 
abide by any of the policies stated here within that It will be considered that 
I no longer will to work at Magic Flute Montessori School and that the 
refusal could be considered my resignation by the management. 
 
Employee :        Social Security #:    
 
Employee’s Signature:               Date:    
 
Supervisor’s Signature:               Date:    
 
Witness Signature:               Date:    
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