Family Handbook
Welcome Family and Friends,
For those of you returning to CJM for the 2020-2021 school year, we are excited for another
fantastic year together! For those of you new to our community, we are thrilled to start this
exciting new journey with you. This handbook outlines many of our policies and guidelines,
however you can call our office at any time should you have any questions.
At Cypress Junction Montessori our goal is to engage our students in their learning actively. We
want our students to foster a love for learning through their exploration of the world around
them. Children are naturally curious learners, and the Montessori environment allows them to
explore their curiosity. Adhering to the Montessori philosophy, our students primarily receive
small group and/or individualized instruction to become resourceful, resilient learners.
CJM strives to create a family/community relationship within the classroom, school, and outside
of the school. Strong relationships are built between the guide (teacher) and child and between
the parents and school. CJM believes that these relationships are the building blocks of the
school. We invite you, as parents/guardians, to become active participants in our learning
community.
This handbook outlines our policies as of August 10, 2020. We will adjust these policies as
necessary as we enter a year that we know will involve flexibility, grace, and understanding. As
always, we will communicate any changes as soon as we can.
Once again, Welcome to (or Welcome Back to) Cypress Junction Montessori!
Sincerely,
Aurielle McKnight-Hollinger
Principal

Cypress Junction Montessori
220 5th Street SW
Winter Haven, FL 33880
863-259-1490

Karen Winningham
Executive Director, Founder
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Acknowledgement of COVID-19 Precautions

The collective effort of Polk County residents wearing masks, staying at home, and physically
distancing have limited the spread of COVID-19 locally. However, community transmission of
COVID-19 within Florida continues, including transmission by individuals who are infected and
contagious but have no symptoms. Infected persons may be contagious 48 hours before
developing symptoms (“pre-symptomatic”), and many infected persons are contagious without
ever developing symptoms (“asymptomatic”). Pre-symptomatic and asymptomatic people are
likely unaware that they have COVID-19.
We believe in-person schooling is important for the social-emotional well-being of our students.
The decision by Governor DeSantis and the Department of Health to allow students, faculty, and
staff to return to campus does not mean attending school on campus is free of the risk of
infection. Allowing your student to attend school and other on-campus activities could increase
the risk of your student becoming infected with COVID-19.
Cypress Junction Montessori is taking all reasonable precautions to protect parents, students,
faculty, staff, and others exposed to COVID-19. These measures include, but are not limited to,
appropriate wellness screening of students, employees, and visitors to campus, temperature
screening of all persons allowed on campus, and developing and enforcing policies for wearing
face-coverings, physical distancing, and sanitization. Cypress Junction Montessori cannot
guarantee that you or your child will not become infected with COVID-19, and you acknowledge
the same by sending your student to school each day.
Each parent or guardian must determine the willingness of allowing their student to participate in
on-campus school and other in-person activities and school related programming. You should
consider the risks to your student, yourself, and other members of your household. Parents and
guardians may want to discuss these risks and your concerns with your pediatrician and/or other
health care provider or to consult such sources as the Centers for Disease Control and Prevention
(CDC).
For further information regarding specific precautions regarding COVID-19 management, please
address the CJM Innovative ReOpening Plan. This document also outlines the multiple
platforms we will be delivery instruction, including in person and eSchool options.
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What is Montessori?
The term Montessori embodies both a philosophy and a method of education. The programs at
Cypress Junction Montessori (CJM) focus on the development of each child’s full potential using
guides (teachers) specially trained in the Montessori Method and philosophy. Our guides use
both concrete teaching materials and a well-defined innovative curriculum tailored to the child.
CJM offers a Primary program comprising 3-year-olds through kindergarten. The Lower
Elementary program encompasses 1st through 3rd grades, the Upper Elementary program is
made up of 4th through 6th grades, and the Secondary program is 7th and 8th grade students.
The three-year age range at each level of our program provides a multitude of benefits that are
immediately apparent when observing a typical Montessori classroom. Younger children in each
group have an opportunity to observe and imitate the older students as they work. Older students
have a chance to reinforce their knowledge by explaining what they are doing and assisting
younger children. The third year or final year in the cycle is truly empowering to the children,
both socially and academically. Each child can learn and develop at his/her pace within a
classroom that accommodates many levels of ability and complexity.
Cypress Junction Montessori Mission Statement
Cypress Junction Montessori encourages the development of the whole child by providing a
comprehensive Montessori education.
We do this through:
●
●
●
●
●

Cultivating independent thought, foundational skills, awareness of their environment,
empathy for others, social ease, and high self-esteem in every student.
Establishing within each child the intellectual, emotional, and physical rigor needed to
become a self-directed learner, flexible thinker, and creative problem solver.
Supporting each student’s ever-increasing curiosity about the world in which they live.
Instilling the values and skills necessary to help our students to grow up to be successful
global citizens.
Bringing academic standards and student passions together to fuel a desire to learn.

Cypress Junction Montessori sets children on a path that embraces creativity, builds
self-awareness and helps them develop the academic skills, physical tools and personal
confidence necessary for lifelong success.
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2020-2021 Cypress Junction Montessori School Calendar
Cypress Junction Montessori will follow the Polk County Public Schools calendar for the 2020/21
school year. You can view the calendar at the following link:
https://polkschools l.com/calendars/

School Hours and Procedures
School Day Bell Schedule: 8:00 am – 2:45 pm
AM Session for half day Preschool Students: 8:00am - 11:00am
Drop Off Procedures
● Carline drop off will begin at 7:50 am - No student(s) are to arrive and/or be dropped
off before 7:50 am (unless participating in Before Care program)
● Students will be met at the vehicle by an adult or a student assistant.
● All drivers must remain in their car during drop off time.
● For your child’s safety, students being dropped off from a vehicle should be dropped
off only in the carline. Please do not drop off students directly in front of the school,
across the street, or in the parking lot.
● We ask ALL students to be dropped off in carline. Preschool parents will be expected
to sign students in at the vehicle.
● DISTANCE DROP OFF AND SIGN IN PROCESS THROUGH
TRANSPARENT CLASSROOM - INSTRUCTIONS TO BE SENT
SEPARATELY
Pick Up Procedures
● Students will be dismissed beginning at 2:45 pm
● Drivers MUST remain with their vehicle. Place cards with your student(s) name will
be provided for you to place on the dash to assist with the dismissal pick up process.
● Please consider our After Care Program if you cannot pick up your student by 2:45
● We ask all students to be picked up in car line .
Early Pick Up
● Students can be released early to an authorized adult no earlier than 2:15 pm
● The authorized adult will need to sign the student out and show a photo ID.
Change in Transportation
If a child has a change of transportation the office must be notified as soon as possible by
2:00pm so we have enough time to inform the teacher and student. If a note is not received or the
office is not notified, then the child will go home the original way.
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Car Line Procedures
● Vehicles should enter the car line by heading South on 4th Street SW
● Loop around at the South end of 4th Street and head North on 5th Street
● DO NOT cut into the car line on Avenue C. This causes safety issues for our drivers and
creates traffic disruptions for the surrounding area.
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Extended Care Program
All CJM students have the option of enrolling in the Extended Care Program
● Before Care begins at 7:00 am
● After Care ends at 6:00 pm
● Students can be registered weekly.
● Extended care fees are due the Friday before the week of participation.
● *A late pickup fee of $1/minute (per family) will be charged
Before Care (7:00am-8:00am) – Students may not be dropped off before 7:00 am
After Care (2:45pm-6:00pm) – Students must be picked up by 6:00pm
Please contact the front office or access our website for enrollment forms, costs and payment
schedules.
Attendance Policy
Cypress Junction Montessori follows the guidelines outlined in the Polk County School Board’s
Attendance Policy.
Because of the nature of Montessori instruction, when a student misses school or arrives late, the
student loses out on needed content exposure to be successful and the opportunity to contribute
to the learning of others through participation and engagement. CJM wants students to get the
most out of their time at school while providing “real-world” accountability for being on time to
school and taking personal responsibility for attendance. Students and parent/guardians are
critical to ensuring students arrive on time each day with as few absences as possible.
Absence Reporting
Within 48 hours of a student’s absence, the parent or guardian will send a note or call the school
explaining the absence. If contact does not occur, the absence will be recorded as unexcused. In
the case an unexcused absence is recorded, the school will attempt to contact the student’s parent
or legal guardian regarding the absence to prevent a pattern of nonattendance. Under some
circumstances, more than parental notification may be required by the Principal.
Students attending the preschool program (including VPK) shall notify the school by 9:15am of
a student’s absence or late arrival.
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Excused Absences
The following absences will be considered excused:

Attendance Procedures:
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Makeup Work
Students who miss school for any reason (excused or not) will be expected to revise their work
plan to reflect their absence.
Attendance/Truancy Consequences
If a student has a record of excessive absences or tardies per the previous chart, the student’s
teacher shall report to the Principal that there may be a pattern of absence existing. The
Principal must notify the School District’s charter school office of the identified pattern of
nonattendance. If the initial meeting with the parent or guardian does not resolve the problem,
the school shall implement the following pursuant to Florida Statutes:
●
Frequent attempts at communication between the teacher and the family.
●
Evaluation for alternative education programs.
●
Attendance contracts.
The school may also, but is not required to, implement other interventions that include referral to
other agencies for family services or changes to the learning environment. Additionally, legal
authorities will be notified if the problem is not corrected.
If the parent/guardian refuses to participate in the remedial strategies because he or she believes
those strategies are unnecessary or inappropriate, the parent/guardian may appeal to the
Principal.
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Dress Code/Uniforms
Cypress Junction Montessori (CJM) students will be moving about the classroom and in the play
areas as well as working with various creative materials. Their clothing should allow for full
participation and comfort. We encourage students to take pride in themselves and our school.
General Guidelines
● All clothing items must be neat, clean and free of frays, rips, and holes.
● Clothes must be of appropriate size, neither too tight nor too loose.
● Clothing, shoes, accessories or outerwear with the following attributes are not permitted:
o Visible characters (e.g. Frozen, superhero, sports team, cartoon)
o Display or suggest inappropriate wording or graphics
o Provoke violence or disruption in the school
● CJM administration reserves the right to determine if a student’s dress is appropriate for
our school environment.
Tops
● Collared Knit Polo-Type, Oxford or Woven Dress Shirts, Blouses, or Turtlenecks
o Students may wear tops in any solid color except on field trips*. Tops must have a
collar and short or long sleeves. Tops must be plain (no visible logos, brand
names/words, stripes, designs, multiple colors, multi-color banding).
o Students may purchase polos embroidered with the CJM logo or have polos
embroidered by an approved vendor. Uniform orders can be made through our
online store at https://cjm.boonli.com/login. (Please contact the office for
assistance logging in).
● T-Shirts
o Students may wear t-shirts purchased from CJM and embroidered with the CJM
logo. This is the only shirt allowed without a collar. Visit our online store for
details: https://cjm.boonli.com/login. (Please contact the office for assistance
logging in).
● Field Trip Shirt
○ On field trip days all students must wear a CJM logo shirt (neon green),for safety
purposes. Students will only be allowed to attend the field trip if they have a field
trip shirt. These are sold in the online store: https://cjm.boonli.com/login

Family Handbook
Bottoms
● Bottoms may be solid/plain navy blue, khaki, or denim
● Pants, skirts, skorts, capris, and shorts are also allowed.
● Bottoms must reach mid-thigh and have standard pockets (no cargo pants).
● Bloomers, shorts, or leggings must be worn beneath skirts for children in Primary
through Upper Elementary. Leggings may be patterned however must remain free of
logos/characters/or words.
Dresses
● Solid colored collared dresses of any color and solid navy blue or khaki jumpers may be
worn with or without a CJM embroidered logo
● Dresses and Jumpers must reach mid-thigh.
● Bloomers, shorts, or leggings must be worn beneath dresses and jumpers. Leggings may
be patterned however must remain free of logos/characters/or words.
Shoes & Socks
● Shoes must be rubber-soled (e.g. sneakers/tennis shoes), closed toed, and closed backs.
● Socks must be worn at all times in the classroom
● Heels, crocs, and shoes with wheels are not allowed due to safety and storage
Cold Weather Clothing
● Any approved top as described above may be worn beneath outerwear.
● A solid or patterned long sleeve shirt may be worn under a uniform shirt.
● Outerwear must be removed when entering the classroom and kept in a designated area.
Hair & Accessories
● Headbands, hair bows, and hair clips are permitted.
● Hats, picks, sweatbands, curlers or other headgear may not be worn at school.
● Light, natural makeup is permitted for older students.
● Fingernails must be trimmed, no artificial nails, to ensure students can easily work with
classroom materials.
● Visible tattoos, including temporary tattoos, are not permitted.
Primary Classroom
● Students in the Primary Classrooms must provide a full change of appropriately fitting
clothes (top, bottom, undergarments, and socks). They must be labeled, and in a labeled
bag to be kept in their personal cubby.
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Ground Rules and Discipline Policy
In addition to the Montessori specific guidelines outlined below, Cypress Junction Montessori
has adopted the Polk County Schools Student Code of Conduct which can be found at the
following link :
https://polkschoolsfl.com/wp-content/uploads/mainsite/PCPSCodeOfStudentConduct_ADA_Rev
1907.pdf
We treat ourselves, others, and the environment with respect.
We maintain a quiet, calm atmosphere at our school.
We resolve our problems through talking, listening, and understanding.
The development of the inner discipline is the goal of CJM. Self-discipline is fostered in many
ways. The classroom environment is organized in an orderly and logical manner. Children
choose work that they are capable of doing and are free to use it as long as they wish without
interference from others. This approach alleviates many problems of discipline that might arise
in another kind of environment. Also, the mixed-age group gives the younger children an
opportunity to emulate the more mature behavior of the older children.
Children are encouraged to handle their disagreements by talking to each other first and by
attempting to resolve conflicts independently before seeking help from an adult. Skills needed
for conflict resolution and problem solving are learned as an important part of the Montessori
lessons presented and practiced in the classroom.
The students are introduced to the skills of active listening and conflict resolution, as an
important part of Montessori grace and courtesy lessons. Basic skills are demonstrated, and
examples practiced that give students appropriate choices in social situations that require: taking
turns; reacting to problem situations; understanding another’s point of view; communicating and
understanding all parties involved; and creating win-win solutions.
Misbehaviors in the program are handled with the following positive responses:
● Opportunities are provided for the child to express and define his or her feelings. The
teacher will engage in active listening, which is modeled by the teacher to the child.
● The teacher sets the tone for bringing the child into harmony by avoiding harsh words
and sudden reprimands. A child who has misbehaved may be requested to work for a
while near the teacher.
● The child will be gently redirected by the teacher toward work which will engage the
child’s interest.
● The child will be asked to reflect at the peace table.
● The child will be assigned to a temporary seat.

Family Handbook
● The child repairs minor damage to the environment.
● The child’s misbehavior will be discussed with the principal.
● The child’s parents will be contacted in the case of repeated misbehavior or of a single,
serious incident.
The following behaviors are considered to be serious and not within the usual parameters of
acceptable classroom behavior:
● Taking any action which may be judged prejudicial to the school, whether at school or
when acting as a representative of the school.
● Abusing, harassing, deliberately intimidating or physically harming another person or
displaying any form of racial, ethnic, sexual, or religious prejudice.
● Lapses in integrity, such as lying, or showing disrespect towards another’s work or taking
credit for the work of others.
● Refusing by words or actions to work to one’s ability.
● Stealing or vandalizing
Every effort will be made to help children have a successful experience at CJM. In the case of
continual misbehavior, the Polk County School District Discipline Policy will be enforced.
Freedom and Responsibility
Each student at CJM is expected to behave honestly and respectfully. Students are expected to
respect the rights, feelings, and opinions of others and to conduct themselves in an appropriate
manner. Our students are expected to display good judgement, behavior, and a positive attitude
throughout the day, inside and outside of the classroom.
Day to day rules are needed in any community to set identifiable standards and to provide
consistency so that the community’s members are treated fairly. Our aim in personal discipline,
as in academic discipline, is to help our students understand that their choices in behavior have
consequences for which they will be held responsible. Therefore, school discipline issues are
handled by the child, his or her peers, and the classroom teacher.
Personal Possessions
Children often want to bring favorite possessions to school, however not all items are appropriate
for the school environment. We welcome books, items made by the child, or objects related to
culture, science, or nature. Sharing these items with other children in the class will become a part
of the classroom learning experience. We do not allow children to bring backpacks, toys,
playthings and electronic devices including cell phones into the classroom. Requests to allow
students to bring a mobile device to school may be directed to the student’s teacher and may be
allowed under the condition the device remains off and in the student’s cubby for the entirety of
the school day. Any devices found to be in use during the school day will be confiscated and a
parent/guardian will need to retrieve it in the office. If your child asks to bring a toy or other
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personal property, simply explain such items are not allowed at school. Please do not send
valuables, including money, and label all items that are sent to school. We do allow children in
preschool to bring a comfort object with them for nap time, which can be kept in their cubby.
Please contact an administrator if you feel an exception to this policy is needed. CJM will not be
held accountable for any theft or damage to personal possessions brought to school.
Classroom Placements
Classroom placements for new students and those bridging to the next plane of development (i.e.
a Primary student moving on to Lower Elementary, or a Lower Elementary student moving on to
Upper Elementary) are determined solely by the Montessori Guides in each level based on many
deciding factors related to individual students and the diversity of the community they will be
joining. Individual requests for classroom placements or transfers will not be considered.
Primary Classrooms (PK3, PK4, Kindergarten)
Rest times
Preschool children benefit from scheduled periods of rest. This rest may take the form of actual
napping or a quiet time. At CJM all children in the PK3 and PK4 program will have a scheduled
nap time. Children who do not fall asleep will have a quiet rest time that may involve but is not
limited to looking at books or other such quiet activities.
Floor mats are required, must be at least one inch thick, and covered with an impermeable
surface (it will be sanitized or disinfected after each use).
Students are permitted to bring a light blanket and small pillow (i.e. - combined blanket/pillow
nap sac, “rollee pollee”). A small comfort item is also permitted for nap. These items will be
returned home each week to be washed.
Extra clothes
Students in the Primary Classrooms must provide a full change of appropriately fitting clothes
(top, bottom, undergarments, and socks). They must be labeled, and in a labeled bag to be kept in
their personal cubby.
Arrival and Dismissal
Preschool students (PK3 and PK4 program) are encouraged to be dropped off and picked up in
carline. Parents/Guardians will be required to sign their student in/out (required by DCF) at the
vehicle. Students needing assistance with buckling car seats will be encouraged to use our
parking so we don’t disrupt the car line process.
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Classroom Supplies
At Cypress Junction Montessori it is our goal to be able to provide your child with an enriched
learning experience that will enable them to grow without barriers. In keeping with the
Community environment, it is our goal to make the start of the school year and the daily
classroom tasks as effortless as possible. In order to attain this environment, we are in need of a
very specific list of supplies.
To achieve this goal, we request that in lieu of classroom supplies each family pay a “per
student” supply fee. This will enable the school and teachers to fill the immediate needs of their
classroom. It is our hope that this will also alleviate any stress associated with the back to school
rush.
The requested supply fee is as follows:
1-2 student families: $75 per year, per student
3-4 student families: $65 per year, per student
5+ student families: $60 per year, per student
This will be an annual fee and will incorporate most of the needed supplies for the year. Please
keep in mind, should there be any additional projects to be completed at home, the children will
not be bringing classroom supplies home.
If in addition, you would like to supply the classroom with additional supplies, donations are
always welcome. We will regularly use items such as:
#2 Pencils
Crayons
Markers
Colored Pencils
Composition Notebooks
Sketch pads

Printing paper
Lamination supplies
Lysol/Clorox wipes
Tissues

Homework
Students in the Lower and Upper Elementary classrooms may be asked to do work for specific
projects as directed by their teachers.
Reading is essential to help students gain facts and increase their imagination. Students will set
reading goals based on their individual needs. We encourage all students to read a minimum of
20 minutes each day at home to meet their individual goals.
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Testing
As a public charter school, we are required to follow the state testing guidelines which includes
participation in the Florida Standards Assessment tests. The teachers may give pre-tests to
individualize student work.
Food and Snack Policy
At CJM, we believe nutritious food is essential for young, growing bodies and minds. We
encourage parents to provide students with a variety of fresh, nutrient dense whole foods as part
of their daily lunches and snacks. Also, CJM is committed to teaching our students the effects of
food waste on our environment and encourages parents and students to strive toward waste-free
lunches and snacks (for more information and ideas, visit (www.wastefreelunches.org). Students
are encouraged to bring reusable water bottles (only water please) to use throughout the day.

Lunch
Students will have the option of buying a school lunch or bringing lunch from home. When
sending lunch from home, please send a nutritious lunch that your child will eat and enjoy.
Please refrain from sending candy, soda or sugary foods.
All lunch boxes should be labeled with your child's name. Please include an icepack in your
child's lunch, as refrigeration is not available. Microwaving is also unavailable. There are a
variety of products on the market to keep your child's food warm until lunch time. Please send
reusable food containers, cloth napkins, and utensils when possible. Water, juice or milk should
be sent in thermoses or reusable water bottles. We discourage pre-packaged foods (i.e. juice
boxes, Lunchables, Hot Pockets, Chef Boyardee, etc.).
Catering/Provider
Parents must set up an account through www.lunchdirect.com. When prompted for the school
code, use 220000. Lunch selections for the following week need to be made by Wednesday the
week prior. Standard and Vegetarian menu options are $4.00 per meal.
Snack Program
CJM classroom teachers will inform parents of their classroom snack program for this year. If
there is a food allergy in the classroom, this information will be communicated to families as
they prepare for sending in student snacks.
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Food Allergies
Food allergies are becoming increasingly more common in children. Food allergies can range in
severity from minor to life-threatening. The goal of Cypress Junction Montessori is to keep all of
our students safe, healthy and included in all school activities. As a school community, there are
several things we can do to keep our students with food allergies safe during lunch and snack
time. These safety measures include:
● Children are instructed not to share lunch food.
● Hand washing before and after lunch and snack is part of the daily routine. Not only is this a
necessary life skill, it helps prevent the spread of food allergen proteins to classroom
materials that are shared by all students.
● Tables will be washed after snacks and meals.
● Parents of children with life-threatening food allergies will work with their child's teacher to
compile a list of safe snacks to be provided to all other parents in that classroom as well as
any other classroom policies that may be required.
● When providing snack for your child's classroom (where food allergies are present), please
abide by the teacher's provided list of safe snacks.
● Parents of children with life-threatening allergies must complete the Emergency Medical
Information Form upon registration and at the start of each new school year. Parents should
complete an Allergy Action Plan with their physician to be reviewed with the teacher(s) and
school officials in daily contact with their child. In addition, it is important to communicate
your child's dietary needs with school personnel in contact with your child. Each year,
parents must have a Diet Modification Form signed and dated by a licensed physician that
identifies the food or foods that are to be omitted as well as the severity of the
allergy/intolerance. The form can be obtained at the school or online at www.Polk-fl.net
Enter keyword: nutrition.
Birthday Celebrations
The Birthday Walk Around the Sun
In the Montessori classrooms, each child is honored in a special celebration called “The Birthday
Walk,” an international Montessori tradition. Parents share in this important occasion by helping
their child select photographs from each year of her life and by helping prepare a written history
of milestones reached and fun times had during each year. These milestones are shared as the
child walks around the “sun,” once for each year celebrated. Parents are invited to participate in
this beautiful ceremony with their child. Children with summer birthdays select a date in May to
celebrate their birthday.
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Invitations and Presents
If you are planning a birthday party for your child, please do not send an invitation to the school
unless all the children in the class are invited. If your child is attending a party after school,
please do not send a gift to school with your child.
Birthday Book
To celebrate your child’s special day and grow our library, we ask each family to donate a library
book to the school on their child’s birthday. A book is truly a gift that keeps on giving. Your
child feels a sense of pride to see his or her name inscribed in a book. Children are also
interested in the book given by their friends. When considering a “birthday book,” you can ask
the teacher for a suggestion, or you can allow your child to choose a favorite book. The
presentation of the birthday book can be an integral part of your child’s birthday celebration.
This book can be a gently used book.
Health Policy
Immunizations
State law requires each student files with CJM a current immunization record. Please return
completed immunization forms to the school before the beginning of the year. Please refer to the
detailed policy for immunization and exemption requirements.
Illness
CJM must protect all children attending classes. Any ill child should be kept at home. Children
should be kept at home for 24 hours after being sent home with a fever, diarrhea, or vomiting.
They should not return to school the following day.
General Illness
Children should be segregated from the other children and staff members for the following
reasons:
● Contagious or communicable disease
● Fever 100.4 or higher
● Cold or flu symptoms, e.g. a sore throat, persistent cough, or sneezing
● Rash or discharge from the nose or eyes
● Child “not well enough to go outside.”
In general, children not well enough to go outside should stay home.
Medication Administration
Florida State guidelines and CJM policy agree that the administration of medication is the
ultimate responsibility of the parent and not the staff. A parent may come to school to administer
medication at any time.
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CJM will cooperate with the family and the physician in overseeing self-administration of
medication during school hours if the following requirements are met:
● CJM is provided with a written statement from the physician indicating the name of the
medication, the times and the amount of each dose, the side effects, and the time period
within which the medication is to be taken in school.
● CJM receives a written request from the parents for children to self-administer the
medication as prescribed. (There is a CJM form for this purpose.)
● The medication must be properly labeled and delivered to CJM by an adult. All
medications will be stored in the office and not with the child unless it is an emergency
response medication as outlined below.
When CJM has assumed the responsibility of overseeing self-administering of oral medication, it
will be overseen by the Office Manager or another designated staff member (Health Contract
Trained annually). A record of the medication, time given, and dosage will be recorded. In the
event any side effects are noted, parents will be notified. Children are able to self-administer
medication if they can recognize the medication and know how much they are to take and what it
is for and what happens if they do not take it. Students must have a completed self-medication
release form if they are keeping emergency response medication with them, such as an Epi-Pen
or inhaler. Children who are not able to self-medicate will not be given any medication at school.
CJM will not administer medication except Epipen. Parents may come to the school to
administer injectable medication at any time. If your child might require the use of Epipen,
please contact the office. Students with Epipens must have an allergy action plan filled out and
on file in the office.
ay be more beneficial for you to observe in another classroom of the same age group.
Communications
Cypress Junction Montessori considers open communication with families to be an essential part
of our mission. Only through open communication and coordination of our efforts can we work
together as partners in your child’s education and development.
Social Media
Social media (such as Facebook, Twitter, LinkedIn, YouTube, blogs, etc.) can serve as a bridge
between teachers and families in the CJM community, but care must be taken to ensure
respectful communication and confidentiality. Interacting online is no different than interacting
with these individuals or groups face-to-face—i.e., we are required to maintain the principles of
respect, dignity, prudence, and professionalism and concern for the safety and protection of
children, parents, families and Cypress Junction Montessori School in all interactions. Cypress
Junction Montessori provides information for parents of CJM through the school’s website,
regular notes, class lists, the school directory and CJM Facebook page, emails, etc. These
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communications are strictly for informational purposes and content is not to be redistributed to
public forums or in any other inappropriate manner.
CJM Website
The CJM website can be found at www.cypressjunction.org. This site serves as a virtual space to
share school information with the public as well as other relevant information with the CJM
community. On the website is a school calendar that you can access for the latest information.
Montessori Record Keeping
Teachers at CJM will be utilizing an online record keeping program (Transparent Classroom)
that will allow for family communications. Student activities, progress, projects, and notes are
among the information available through this venue.
Class Lists and the School Directory
Class lists and the directory provide contact information for families who choose to be included.
These password-protected tools enable families to communicate one on one with each other and
teachers. We value each families’ privacy and so class lists and any family information provided
by CJM must be used responsibly and discreetly and not for non-school related business without
express permission from the individual users. You may opt out of inclusion in the directory on
the final page of this student handbook. Family information will not be distributed without their
sole permission. Family emails and phone numbers are not a means to communicate publicly
with the entire community. All communication pertaining to CJM must be first given to the
administration for distribution.
Messages and Phone Calls to and from CJM
The best time to call the school is between 8 a.m. and 3 p.m. If you call the school at other times,
please leave a message and someone will return your call. In the event of an emergency during
school hours, keep calling until one of the staff answers or refer to the contact numbers for our
administrators listed on our website.
Most school notices will be sent to you via e-mail, however, please check your child’s folder
when sent home. If you change your e-mail address, kindly let the office know. E-mailing can
often be the most effective means of communicating with your child’s teacher. Teacher e-mail
addresses will be distributed and listed in the school directory.
Conferences
Details will be shared with families regarding parent-teacher conferences as necessary, and may
be requested by the parent/guardian at any time.
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Changes in the Home
Changes in the home can have a profound impact on your child’s attitude, behavior, and
performance at school. Please inform your child’s teacher of major changes that might affect
your child. Any unusual event or change in behavior at school will be reported to you by the
teacher.
Drug-Free Environment
CJM is a drug-free environment. CJM will follow the Polk County Schools Policy for a
drug-free environment. (Section 5.07 of Polk County Policy)
Anti-Bully
CJM is an anti-bully environment. CJM will follow the Polk County School Board Policy for a
bully free environment. (Section 1006.147 of Polk County Policy)
Life Safety and Drills
CJM has adopted Polk County Schools life safety and drills schedule.

