Mini SCHOLARS
DIsCOvVeRry Acapemy

WHERE CHILDREN LEAD THE WAY

Inspired by the Reggio and Montessori philosophies of learning. Mini Scholars Discovery Academy partners with children, families, and the
community to provide a play and discovery-based education for young learners. Children lead their learning experience through observation and

exploration. Our goal is for each child to emerge as socially capable, creative little beings who love learning.

Parent Handbook
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Welcome to Mini Scholars Discovery Academy! We are very excited to have your family as a part of our exceptional learning environment. It is a
privilege to work with you and your child during this unique time of development. Since this will be your child’s home away from home, we strive
to provide a safe and caring environment while providing them with physical, intellectual, emotional and social development. Please understand
that Mini Scholars Discovery Academy is a structured preschool learning environment and not a daycare, though we do provide quality care to all
children in our school, we are also providing your child with an education. Please take a few moments to get to know our policies and procedures.
Your thoughts and feedback are always welcome, please let us know how we can answer any questions or address any concerns. Thank you for

choosing Mini Scholars Discovery Academy and sharing your family with ours.

Philosophy & Curriculum

Mini Scholars Discovery Academy engages in high quality early childhood education with a blend of Reggio Emilia and Montessori inspired

approaches to learning where children lead the way.
Highlights of the philosophy & curriculum include but are not limited to:

®  Strong Image of Children; the idea that children are “strong, rich, and capable. All children have potential, curiosity, and interest in
constructing their own learning.”

®  Student Interest: a high value is placed on the interests of the children in such a way that it drives the planning of the lessons and the
setting up of the classroom environment.

® 100 Languages of Children, the idea that children learn through a range of styles, tempos, materials, and experiences. All domains of
development are addressed in ways that honor each child’s unique perspective and understanding.

®  Learning Environment: spaces are designed with young children in mind, they are clean, organized, inviting and beautiful.

®  Collaboration: Teachers work with the children as partners, nurturers, and guides. Together teachers and children will explore long and
short-term projects.

®  Teachers engage in a cycle of inquiry with children that includes Observation, Planning, Reflection and Documentation.

Facilities

Mini Scholars Discovery Academy -Butte Mini Scholars Discovery Academy I1
1710 Grand Ave. Butte, MT 59701 535 N. Ewing St. Helena MT 59701
(406) 299-2144 (406) 595-6678

sgeorgechildcare@gmail.com

Mini Scholars Discovery Academy is open Monday-Friday 7:30 a.m.- 7:00 p.m.

Mini Scholars Discovery Academy II is open Monday- Friday 7:30 a.m.-5:30 p.m.
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Mini Scholars Discovery Academy is closed on ALL major holidays and the following days:

Labor Day, 4" of July, Teacher Training Day, Thanksgiving Day and the day after, Christmas Eve and Christmas Day, New Years Eve and New

Years Day, Memorial Day and Parent Teacher Conferences.
Please see the attached 2025-2026 School Year calendar for all planned closures.

* Please understand that facility wide emergencies and unexpected illnesses with staff could result in an emergency closure, in which families will

be notitied as soon as possible. We do our best to avoid these types of closures, but they can happen.
Governance and Staff

Mini Scholars Discovery Academy is licensed by the State of Montana Childcare Licensing Division. PV#105372
Mini Scholars Discovery Academy II is licensed by the State of Montana Child Care Licensing Division. PV#109692

Mini Scholars Discovery Academy I & II are a for profit childcare facility under Sara George Childcare, LLC. The facilities are owned and

operated by the Director, Sara George.

All lead teachers must meet the qualifications and background checks for Early Childhood teachers as outlined by the State of Montana Child Care

Licensing Division and Mini Scholars Discovery Academy.

Enrollment

Mini Scholars Discovery Academy’s enrollment is open to children in the following age groups:
Infants (0-23 months)

Toddlers (2-3 years)

Preschool/Pre-K (4-5 years)

After School (6-10 years)

Registration

Enrollment at M.S.D.A shall be granted without discrimination regarding sex, race, color, creed, or national origin. Age-appropriate children may

enroll from 3-5 days per week.
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In the case that M.S.D.A is full and new enrollment is drawn from a waitlist the following priority is in place:

1. Students of parents who already have a child enrolled.
2. Students of parents who reside in the city of Butte
3. Students of parents who are staff members at MSDA

4. Students whose parent’s major employment is within the same county as the school

School year sessions begin annually in August and coincide with the Local School District start date. Summer session begins immediately after the

end of the school year.
Registration for new students is accepted throughout the year in a “rolling admission” style, on a space available basis.

Pre-registration for current and returning students occurs annually in the spring for both summer and fall sessions, on a space available basis.

Change in Enrollment State & Withdrawal

Mini Scholars Discovery Academy I & II requires a written 30 days' notice for any changes in a child’s enrollment status, including adding or
dropping days and withdrawal from the program. At the time of notice appropriate paperwork will be completed. Any changes in the schedule

made after the 15" of the month will be reflected in the following month’s invoice.

Notice for withdrawal will be accepted until April 30" of any given school year. After April 30" families are obligated to pay tuition in full through

the last day of school/summer program.
Class Sizes

0-23 months  max of 8 children with 2 teachers

2-3 years max of 12 children with 2 teachers
3 years max of 16 with two teachers
4-5 years max of 20 children with 2 teachers
Tuition & Fees

Annual Fall Registration Fee: $100 non-refundable, per student, paid upon initial enrollment, annually

Annual Summer Registration Fee: $40 non-refundable, per student, paid upon initial enrollment, annually

Tuition
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Tuition rates are determined annually by the Mini Scholars Discovery Academy Director and informed by the annual budget. Tuition is billed in
equal monthly installments. Monthly tuition rates are not adjusted for the number of school days or school closures in a particular month. Tuition

cannot be suspended or adjusted because of a child’s absence from school whether the absence is short-term or extended. Mini Scholars Discovery

Academy reserves the right to increase tuition at any time based on the financial need of the school. If an increase in tuition becomes necessary, all

families will receive notification 60 days prior to the increase.

Daily Tuition Rates

Infants (0-23 months)- $48/day  $24/ half day
Toddlers (2 years) $48 /day (if potty trained) $24/half day

Preschool (3-5 years)- $45/day (if potty trained) $22.50/day
Teacher Workdays

Once a month we have a teacher's workday, in which the facility will be closed. This day allows teachers to work on lesson plans, documentation,

deep cleaning and re-create classroom environments.
Billing, Payment, and Late Fees

®  Tuition is due on the 1" of each month and later after the 2nd of each month. If you choose a bi-monthly payment schedule 2 payment
will be due on the 1“, the other % due on the 15“‘.

®  Payments may be made via cash, check, cashier’s check or by credit/debit card (a service fee will apply). If a payment is made via
Square or Venmo an additional $20 fee will be charged to cover the additional fees charged to the school. All checks made payable to:
Sara George or Sara George Childcare LLC

®  Tuition payments may be left in the tuition box located at the front desk
Difficulty Making Payments and Delinquent Payments

If a family has difficulty paying tuition, please contact the Director immediately. Mini Scholars Discovery Academy has the right to suspend
enrollment and the school may initiate collections or other legal actions to collect outstanding balances. Families are responsible for all costs and
reasonable attorney fees. To be readmitted all outstanding balances must be paid in full prior to reenrollment. Upon re-enrollment families will be

required to pay a tuition deposit equal to one month's tuition in addition to the annual registration fee.

Attendance, Absences, & Make Up Days

Mini Scholars Discovery Academy 1710 Grand Ave. Butte, MT 59701 (406) 595-6678 www.minischolarsdiscoveryacademy.com



If your child will not be attending Mini Scholars Discovery Academy, please notify the office immediately. MSDA does not credit tuition for

missed days, and absences cannot be made up. Regular monthly tuition is charged regardless of attendance.

Planned Absences

Families are asked to notify MSDA of a child’s absence by marking their child’s name on the vacation calendar located in each classroom or at the

front desk.

Unplanned Absences

Families are asked to notify Mini Scholars as early in the day as possible. The facility can be reached during normal business hours. If it’s not

during business hours please use Daily Connect.

Parent Involvement

Mini Scholars values parent involvement. Parents are an important part of their child’s educational experience. Our doors are always open, and we

invite you to be present in your child’s learning upon request to not interrupt the learning environment.

Fundraising

Mini Scholars relies on tuition and fundraising to create an annual budget. We will host different fundraisers throughout the year and will rely on

parents’ involvement in soliciting donations, planning and attendance.

Home and School Communications

Communication between home and school is very important. There are many ways Mini Scholars share information regarding school news and
events, daily life and class projects.
[ ] Dl'Op off and Pick UP- Parents are invited to touch base with their child’s teacher daily at pick up and drop off time.

[ J Daily Connect Parent App- Teachers update daily with information regarding your child’s day, supplies needed, behaviors,
incident reports, daily health checks, etc.

[ ] Monthly Parent E-mail- The Director e-mails a monthly letter with easy-to-read notes and reminders

e Bulletin Boards- There is several bulletin boards throughout the school. The Parent Board and Community Board are in the front
desk area, the classroom bulletin boards are located in each classroom.

e Website- visit www.minischolarsdiscoveryacademy.com for staff, curriculum, and event information.

o Facebook- we post monthly recaps of the learning and fun we are having.
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Daily Life at Mini Scholars Discovery Academy

Daily Schedule (subject to change)
7:30-8:30 am Before School Care

8:30-9:00 am Drop off & Classroom Exploration
9:00-9:15 am Good Morning Circle

9:15-9:30 am Diaper/Potty & Wash Hands
9:30-10:00 Breakfast

10:00-10:30 Morning Recess

10:30-11:30 Small Group Work/Exploration
11:30-11:45 Social/Emotional Story & Activity
11:45-12:00 Diaper/Potty & Wash Hands
12:00-12:30 Lunch

12:30-1:00 Outdoor Exploration

1:00-1:15 Diaper/Potty/ Nap Prep

1:15-3:00 Nap/ Quiet Time

3:00-3:15 Wake Up/ Diaper/Potty/ Wash Hands
3:15-3:30 Snack Time

3:30-3:45 Music & Movement

3:45-4:00 Story Time

4:00-5:00- Exploration & Play

5:00-5:30 Pick Up/After School Care
What to Bring

Mini Scholars Discovery Academy asks that you bring the following items for your child:

®  Extra Clothes (season appropriate)
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®  Diapers (if applicable)

®  Wipes (if applicable)

®  Hats & Sunglasses (if applicable)

®  Snow clothes in Winter(mittens, snow suit, boots, hat)
®  Nap Items (crib sheet, light blanket and 1 comfort item.)
®  Sunscreen

** We ask that ALL items including clothing be labeled**

Each child will have a personal cubby, bin and coat hanger assigned to them. Mini Scholars ask that when parents arrive at the school day they

store their items in the appropriate places.
Toys from home

Mini Scholars Discovery Academy encourages children to leave toys at home or in the car. Exceptions are made for one comfort item to be left for
nap time. It will remain in the child’s cubby or with their nap stuff and the child will be provided with that item at the appropriate time. There may

be other exceptions, such as show n tell, where other items may be brought from home.
Food from home

Mini Scholars Discovery Academy provides 2 meals and an afternoon snack to all children in attendance during scheduled times. We do ask that
you refrain from bringing outside food/drinks into the school with your child at drop off. This is not only for safety reasons, in case of allergies, but

also it is not fair to other children in our care.
Classroom Management & Discipline

Mini Scholars Discovery Academy engages in Supportive Social Learning and Developmentally Appropriate Practices for classroom management,
guidance strategies and discipline. Cuddly Cubs teachers incorporate strategies such as modeling, redirection, clear communication, and
developmentally appropriate rule setting. Whenever possible children are given choices and opportunities to solve problems in a pro-social

manner.
Challenging Behavior

Mini Scholars Discovery Academy wishes to partner with parents and families when challenging behaviors present themselves. MSDA staff will
rely on open and honest communication to share guidance strategies and develop appropriate resolutions to challenging behavior. In the event that
MSDA staff are unable to make appropriate accommodations, we will suggest outside resources that could assist in other services to help the child
and the family. After careful consideration it may be determined that Mini Scholars is unable to meet the needs of the child, at that time withdrawal
from Mini Scholars may be recommended. Mini Scholars reserves the right to suspend enrollment of any child who demonstrates disruptive or

hurtful behavior. Suspension of enrollment is at the discretion of the Director.
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The following protocol is in effect for addressing inappropriate behavior.

*Mini Scholars defines “Inappropriate behavior” as acts of verbal or physical aggression and/or excessive disruptions.** In a Montessori/Reggio
environment we strive to keep a calm and safe learning environment for all of the children in our care.
®  [fachild displays 3 acts of inappropriate behaviors in a single day the child will be removed from the environment and Mini
Scholars staff will contact parents; the child must be picked up within one hour. Documentation of the inappropriate
behavior will be documented by the staff and kept on record.
®  [fachild continues to display inappropriate behaviors Mini Scholars Director and teacher will meet with the parents to put a

Behavior Plan into place.

All incidents of inappropriate behavior will remain confidential and shared only with a child’s parent, teacher and Director.

Leaving School & Field Trips

Mini Scholars Discovery Academy will notify families prior to any scheduled field trip. Children and staff will take daily walks to the park,
weather permitting. Staff- ~ child ratios will be met in accordance with the Childcare licensing rules. Emergency contact information including
name, address, and phone number of the child’s physician or other appropriate health care professional and the written authorization from the
parent or guardian for emergency medical care. Mini Scholars staff carries a cell phone in case of emergency and a first aid kit. An accurate
itinerary of the field trip and attendance will remain at Mini Scholars facility. In the case of unexpected change of plans a Mini Scholars faculty

member will notify the school immediately.

Arriving Late for a Field Trip

In accordance with Montana State Childcare Licensing Division any child arriving after their class has departed for a field trip the parent or
individual transporting the child may choose to meet the group at the field trip destination, wait for the group to return to Mini Scholars, or

continue to care for the child for the remainder of the day. If possible, care can be granted with another class.

Prior to departure every effort will be made to contact the late arriving family.

Health and Safety

Immunizations

Mini Scholars Discovery Academy complies with Montana State Childcare Licensing regulations that require all children receive age-appropriate
immunizations as recommended by the Butte Silver Bow Department of Health or sign the appropriate exemption form identifying the reason

for refusal of immunizations.
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Iliness

Mini Scholars Discovery Academy asks that parents keep sick children out of school until they have been symptom free for 24 hours. For the
health and safety of all students and staff, children who exhibit the following symptoms cannot attend school and will be sent home if these

symptoms present themselves during the school day:

« Fever of 100.4 degrees or higher

* Vomit

* Exhibits signs of pink eye

* 2 or more episodes of diarrhea

« Skin rash

* Exhibits signs of lethargy and malaise

* Consistent runny nose that won’t stop and with another symptom
* Persistent cough

*QGreen thick mucus in eyes or nose

* Any communicable illness will be excluded, until a doctors note is provided.

Parents are asked to pick up their sick child within 60 minutes of being called. If a child is diagnosed with communicable disease parents are asked
to notify Mini Scholars immediately. Mini Scholars is required to notify the local health department and all Mini Scholars families. Confidentiality
will be always maintained. In some instances, when a child has been diagnosed with a contagious illness, Mini Scholars may request a doctor’s

note of clearance prior to the child returning to school.

Accidents/Injuries

In accordance with Montana Childcare Licensing Division, all MSDA staff is required to maintain current first aid and CPR certifications. In the

event of an accident or injury at Mini Scholars appropriate first aid will be administered, and parents notified via phone call. Staff will fill out an
Incident Report that will be signed by the teacher, Director and parent with a copy provided to the parent. Should a child require emergency
medical treatment EMS services will be called and parents notified. If a parent/guardian cannot be reached persons listed as emergency contacts

will be notified.
Administering Medication
In accordance with Montana Childcare Licensing Division medication should only be administered to a child if a Medication Authorization form is

on file and signed by a Physician. The staff administering the medication must document in the Medication log. The following requirements must
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be met before Mini Scholars can administer any medication (prescription or over the counter) to a child. Written authorization from

the child’s health care provider (this must be updated annually)

* Parent written authorization

* Medication is provided in the original labeled container

* Medication label must match the written authorization

Mini Scholars offers parents and providers a Permission to Administer Medication Authorization form. All authorization from the child’s health

care provider must include:

o Child’s name

o Licensed prescribing practitioner name, telephone number and signature

o Date authorized

o Name of medication and dosage

o Time of day medication is to be given

o Route of medication

o Length of time the medication is to be given

o Reason for medication (unless this information is to remain confidential)

o Side effects or reactions to watch for

o Special instructions for Mini Scholars staff is not authorized to determine when an “as needed” medication is to be given. Specific instructions
are necessary. For children with chronic health conditions, this is determined in collaboration with the Director and healthcare professional. All
medication must be given to the Director and stored in a locked container. Medications cannot be stored in back packs or lunch boxes. Montana
Childcare regulations require Mini Scholars to keep a written medication log for each child. This log is a part of the child’s records. The log

must contain the following:

o Child’s name

o Name of the medication, dosage, and route

o Time medication is given

o Special instructions

o Name and initials of the individuals giving the medication
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o Notation if the medicine was not given and the reason

Sunscreen

Mini Scholars asks parents to apply sunscreen to their child prior to coming to school. The staff will reapply sunscreen before children go outside

in the afternoon. A permission to administer sunscreen form is included in the enrollment packets.

Allergies

Please notify Mini Scholars staff of any allergies your child has on our allergies form and if a food allergy is present a special meal request form
needs to be filled out and submitted all faculty and staff are notified of students with allergies and appropriate accommodations are made on a

case-by-case basis. Mini Scholars is not a nut, egg, gluten or dairy free school.

Diapering and Potty Training

Mini Scholars wishes to partner with families as children learn to use the bathroom. All students are welcome in Mini Scholars programming
regardless of whether they are potty trained. The school is equipped with diaper changing facilities and all teachers are trained in appropriate diaper
changing techniques. Children attending Mini Scholars Discovery Academy that are not potty trained will be charged the infant tuition rate until

potty trained. We will work with families and the children and make every effort to assist them in becoming potty trained.

Inclement Weather & Outside Play

Mini Scholars Discovery Academy embraces the natural environment as an extension of the classroom. All children will participate in outside play

every day, rain, snow, and shine. The following policies are in place in the case of severe weather:
Low Temperatures

20 degrees or colder children will not go outside. 21-38 degrees children will go outside for 10-15 minutes and be monitored for signs of being too

cold. 39 degrees and higher children will go outside the 30 minutes assigned throughout the day.
High Temperatures

When 90 degrees or hotter children will go outside for 10—15-minute increments with staff monitoring closely for signs or symptoms of heat

distress. All children will have sunscreen applied and their water bottles assessable. Children will be taken in as needed.
Lightning

If lightning is present in the area, children will remain indoors. When no lighting has been seen for 30 minutes children will be allowed back

outside.
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Meals and Snacks

Mini Scholars Discovery Academy participates in the CACFP, food program. All meals are provided by Mini Scholars Discovery Academy. All

meals follow the nutrition guidelines of the CACFP, meeting all your child’s nutritious needs. Breakfast, Lunch and PM snack will be provided.

Monthly menus will be sent via e-mail, posted on the parent info bulletin board and posted in the kitchen.
Birthday Treats

Mini Scholars Discovery welcomes families to send a special treat to celebrate their child’s birthday. Please be mindful to send items low in sugar
and nutritious. This could be muffins, fruit kabobs, pirate booty, etc. We do ask that store bought cakes and cupcakes stay at home. We appreciate

your understanding.

School Security

Building Security

Mini Scholars Discovery staff and families are issued access codes to enter the facility. Parents and staff are asked to keep their codes confidential
to ensure student safety. In the event you are having an authorized person pick up please have them ring the door bell and bring their ID. Your

child will not be released to the person without their ID.
Visitors

Parents or guardians are always welcome at Mini Scholars Discovery Academy. All other visitors are required to ring the door bell and sign in at

the front desk, providing their name, number, time and purpose of the visit. Visitors who are unknown to staff should be prepared to show ID.
Parking Safety

We ask that all parents/guardians follow the speed limit on the street where the parking is provided. Please have your child get out on the right side
of the vehicle so they are not getting out where vehicles could be driving by. Please exercise caution as you are coming and going as other families

may be getting their children to their cars.
Releasing Children at the End of the Day

Children must be picked up no later than closing time. Mini Scholars only releases children to parents, guardians and those listed on the authorized
pick-up form. All children must be signed in and out each day on the paper sheet and the tablet. Under no circumstances will Mini Scholars release
a child to an unauthorized person. Parents are asked to keep Mini Scholars staff informed of current emergency contact information and authorized

pick up persons.
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In the instance of a restraining order, custody dispute, etc, legal documentation must be on file to restrict who is permitted to pick up a child. If a
parent, guardian or authorized person arrives to Mini Scholars Discovery Academy displaying symptoms of physical, mental or emotional
impairment (including the scent of alcohol, drugs or body language that indicates inebriation), we reserve the right to contact law enforcement

immediately if they leave with the child.
After Hours Pick Up

Mini Scholars I operates 7:30 a.m. to 7:00 p.m., Monday through Friday. Mini Scholars Discovery Academy II operates 7:30 a.m.-5:30 p.m.

Monday through Friday.. The following after hours pick up policies are in place:

®  [f parents arrive after closing time,, a late fee of a dollar a minute will apply.

®  [f the child is not picked up 15 minutes after closing time a phone call will be made to the parents.

®  [f parents are unavailable, the emergency contacts will be notified.

®  According to state licensing guidelines if Mini Scholars is unable to contact authorized person to pick up and the child is

here at 6:00 p.m., the Child Protective Services will be contacted.

End of Day Sweep

After the last child leaves at the end of the day, Mini Scholars closing staff will routinely check all sign out sheets, all classrooms, bathroom, and

outdoor space to make sure indeed all children have been picked up and the school is empty prior to lock up.
Emergencies
Mini Scholars schedules and conducts monthly fire and emergency evacuation drills in conjunction with the Butte Silver Bow Fire Department.

Mini Scholars has policies regarding the following emergency situations, located next to the front entrance.

o Fire

o Tornado

o Lockdown
o Evacuation

o Disaster

For copies of our disaster planning guide please see the Director.

Reporting Child Abuse/Neglect
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In compliance with the State of Montana Childcare Licensing Division Mini Scholars and the staff are mandated reporters for the State of Montana
to report suspected child abuse or neglect. If we suspect abuse/neglect the Child Abuse Reporting hotline will be notified and the Director will

keep a record on file.

Grievances

In the event that a parent experiences difficulties with Mini Scholars or a staff member, Mini Scholars offers the following procedures:

Grievances regarding staff:

1. Try to resolve any differences with staff directly in a calm and professional manner.

2. Contact the Director about your concerns
Grievances regarding the Mini Scholars program:
1. Contact the Director

There may come a point at which a conflict cannot be resolved amicably. Mini Scholars Discovery Academy reserves the right to withdraw a child
from the program, a right also held by parents and families (30 day withdrawal notice would be waived). If an action by a parent towards a staff,
child or other parent is determined to be abuse or inappropriately by Mini Scholars, that person will be subject to immediate dismissal from the

premises or local law enforcement will be contacted.

Grievances may also be filed at a state level to Montana State Childcare Licensing Division, following their grievance policies.

Acknowledgment & Agreement

I hereby declare that I have read and understand, in its entire entirety, the Mini Scholars Discovery Academy Parent Handbook. I will follow all
policies and procedures addressed in the Parent Handbook and understand that if I fail to comply with the policies and procedures, it could lead to

termination of the contractual agreement between Mini Scholars Discovery Academy and me.

Parent’s Signature Date
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Parent’s Signature Date

Provider’s Signature Date
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