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 Welcome to College Oak Montessori School. We 
are an independent, non-profit school dedicated to providing 
preschool and kindergarten age children with a nurturing, 
safe and stimulating environment. This parent guidebook will 
help you understand our programs, policies and schedules. 
Please keep this guide for future reference; we will notify 
you of any changes or updates. We’re happy you are part of 
the College Oak community. 
 College Oak offers a program based on Maria Mon-
tessori’s philosophy of development and education  
regarding young children. Our goal is to promote  
independence and responsibility, while allowing children 
to experience the joy of learning at an early age. We  
welcome children ages 2 to 6 years of age, which  
includes the kindergarten year.   

 Montessori education has been utilized worldwide for over one hundred years. 
Dr. Maria Montessori worked with young children in the early 1900s. Her scientific  
background lead her to first observe children, rather than simply use traditional methods 
of teaching. Through these careful observations, she 
developed her philosophy of education based on the 
children’s success. Dr. Montessori noted that children 
learn best through self-discovery. She also recognized 
that they enjoy real work, including caring for their  
environment and themselves. Dr. Montessori designed 
a “prepared environment”, with specific materials to  
explore, and provided child-sized tools and furniture so 
that the children would feel comfortable.  
 Rather than telling children what to do and 
when, Dr. Montessori recommended that adults in the 

prepared environment “follow the child”. Children, given 
freedom to move around the classroom, select activities of interest and use their time at 
school to explore and make discoveries.   
 By allowing children to choose their own work, they are able to tap their own 
natural curiosity and self-motivation, leading to self-confidence and positive self-image. 
Of course, freedom requires boundaries such as respect for others and care for the 
environment, which head teachers and assistants model. Children thrive in this rich, 
stimulating environment. At College Oak Montessori we often hear children say, “I did it myself!” 

 Our classroom community consists of one primary prep 
class (2 to 3 years old) and three primary classrooms (3 to 6 years 
old - including the kindergarten year). By mixing ages in each  
classroom, children have the opportunity for constant interaction, 
problem solving, child-to-child teaching and socialization. Younger 
children are able to learn from older children, while older children 
blossom with self-confidence and academic discovery. 

 welcome 

 about Montessori education 

 classrooms 



7:00 am  campus opens for “Early Bird Club” in a primary classroom 
   At 8:30 am, primary prep children move to the yard outside their classroom while primary  
   children have outside time on the large play yard. If weather prevents outside play, children go 
   to their classrooms. 
9:00 am academic day begins 
    extended work time inside class 
    snacks 
    group circle time 
    outside play time 
    lunch served 
    nap for primary prep children and younger primary children  
3:00 pm academic day ends 
   “3 to 6 Club” afternoon program meets in Primary 1 classroom. Primary prep “3 to 6 Club”  
   children remain in the primary prep classroom until 4:30 pm, at which time they join the primary  
   “3 to 6 Club” children and staff. 
6:00 pm  campus closes 

the academic year program runs from the end of August through the beginning of June. School is not in session 

for a two week Winter Break and one week Spring Break. A childcare option, run by the classroom assistants, may be 
available during breaks for an additional fee and is not included in tuition. 
 

our summer program runs for ten weeks with an emphasis on outdoor activities. Children may enroll on a weekly 

basis during the summer to accommodate busy families. 
 

school is closed for major holidays, for two days before the summer program begins and for one week before the 

academic year begins for campus restoration.   
 

the tuition schedule has complete dates and cost of programs 

half day (9:00 am - noon or noon - 3:00 pm)  

children are integrated into the regular schedule. 
Lunch is included for afternoon students arriving at 
noon. Children may enroll for 3, 4 or 5 half-days per 
week. 

our full academic day begins at 9:00 am. During 

the morning session, children participate in group  
circle time, an extended “work” period to follow their 
own interests, have snack and outside time. For the 
afternoon session, hot lunch (included in tuition ) is 
served at noon, followed by clean up. Primary prep 
and younger, napping primary children take an hour 
and a half nap while other primary children have  
outside time. Primary children come inside for an  
afternoon “work” period. Nappers wake up by 2:30 pm 
and join their classes for a final circle time before the 
academic day ends at 3:00 pm. Children may enroll 
for 3, 4 or 5 full days per week. 

naps are offered after lunch in the primary prep 

classroom which is converted into a calm, quiet space. 
All primary prep children attending school after lunch 
will nap. College Oak provides mats and  
children bring their own nap supplies (including a fitted 
crib sheet to cover a mat). 

 schedule of the day 

 open all year 



 Bringing your child to school can be an exciting part of your day. Your child is about to enter an environment  
created just for children with child-sized furniture, a personalized cubby and exciting materials to explore. Some  
children are comfortable when they walk into the classroom, while others need more time to adjust to the new  
environment. Some children may experience separation anxiety (especially when a parent or loved one is still on  
campus), but such anxiety usually dissipates once children are involved in the classroom or on the play yard. Teachers 
and assistants are available to help at drop off time. You are also welcome to call the office staff if you would like an 

update of your child’s day. 
 For your child to fully benefit from our excellent 
Montessori program, it is important to arrive on time. Late 
arrivals not only disrupt the classroom, but your child may 
have difficulty transitioning into the school environment. 
 After your arrival at school, please walk with your 
child to the play yard or classroom where the other children 
are gathered. Make contact with one of the teachers  
supervising the children, so they may greet your child.   

 suggestions for drop off 
  
     Clearly communicate with your child BEFORE arriving: 
 

       Let your child know where you will say  
 good-bye (just inside the classroom door, next to 
 the play yard gate, etc.) 

 

       Let your child know what you will do just before  
  departure (“I’ll give you one big hug and a kiss, 

 then I’ll be going”, etc.) 
 

       Be enthusiastic and positive about school  
  (“I know you will have so much fun today!”) 
 
     Upon arrival at school, do what you said you would do.  
 
     Decisive parents tend to have easier transitions. 
 
     Speak with your child’s teacher for additional  
     suggestions regarding your child’s drop off. 

Picking up your child from school will 
usually take place out in the play 
yard or at “3 to 6 Club”. Teachers ask 
that parents wait outside the  
classroom until the academic day 
program is complete so children may 
conclude their time together before 
transitioning home. Please see your 
child’s teacher for specific pick up 

guidelines for the class.   
 For your child’s protection, we will release children only 
to those people listed on your child’s Emergency/Release 
Form or you may provide a written note to the office in ad-
vance of your child being picked up. In an emergency, you 
may call the school to grant pick-up permission. Anyone 
picking up a child from College Oak should be prepared to 
show identification to a staff member. 
 

 sign in/out 
  
     Sign in/out binders are located in the front office.   
   
     Each classroom has a binder (or two) with the  
 children’s names listed alphabetically by first name.  

When you open the page to your child’s name, you will 
see a sign in/out page to the right. Please indicate time 
in/out and sign your name.    

 
 This is a state legal requirement, so please sign every 

time you come to school.   
 
     To the left of the sign in/out sheet you will see a 

pocket.  Staff will place notices, reminders, billing 
statements, etc. in this pocket to communicate with 
you. Please check this pocket daily. 

 arrival and departure 



 An extended care program is offered for families needing care before or after the academic day. Our “Early Bird 
Club” is available from 7:00 am until 9:00 am and our “3 to 6 Club” is available from 3:00 pm until 6:00 pm. Please note 
that primary prep students may be integrated in with the primary students for portions of extended care options.   
 The additional cost of extended care may be added to tuition in the form of a PRE-PAID FLAT RATE billed 
monthly or purchased as needed on a DROP-IN basis billed in quarter-hour increments. Please see the tuition schedule 
for current rates for these programs. Charges for extended care are applied for children arriving before 8:45 am and chil-
dren picked up after 3:15 pm. 

 
the “early bird club” is a before school care 

program which allows children to move into their day 
in a gentle manner. Children are offered a variety of 
activities to work with including art, dramatic play, 
games and books. The “Early Bird Club” meets from 
7:00 am until 8:30 am in a primary classroom. All 
“Early Birds” should be dropped off in this classroom 
including primary prep children. Please place any 
items you may have brought for your child (extra 
clothing, sharing, etc.) in your child’s room rather than 
leaving items with “Early Bird Club.” At 8:30 am, primary 
prep children move to the play yard outside their  
classroom, while the primary children play in the big yard.   
 We prefer that your child eat breakfast before  
arriving at school. If, on occasion, your child needs to eat 
during “Early Bird Club,” the food brought must comply 
with College Oak’s food policy (vegetarian, no nuts, no 
refined sugar, wholesome and healthy) and be consumed 
by 8:00 am. Snack is available for children in their class-
rooms beginning at 9:00 am. 

the “3 to 6 club” is for children staying on 

campus after the academic day ends. Usually  
children have an extended outside time (which may 
include gardening and other outside activities)  
before going into a primary classroom for afternoon 
snack and inside time. This is a time for the chil-
dren to wind down after a busy day with stories, 
group games, arts and crafts and other  
activities. 
 Primary Prep children usually remain in 
their classroom until 4:30 pm, at which time they 
join the primary children and staff on the big yard or 
in the primary classroom. 
 Our campus closes at 6:00 pm. Please 
arrive on campus no later than 5:55 pm so that you 
may greet your child and gather belongings before 
our campus closes. 

 extended care 



 Food is an important part of our program. College Oak 
has a healthy food policy. We encourage wholesome, fresh 
foods with no refined sugar or sugary items (cookies, choco-
late, etc.) 

 snack is offered during the morning and afternoon 

work periods and again at “3 to 6 Club”. Bringing snack to 
share with the entire class during the academic day is a way for 
your child to contribute to their community. If your child would 
like to bring snack, please sign up on the posted Snack Calen-
dar in your child’s classroom. Please bring child-sized portions 
ready for self-service, and include an ingredient list. Your 
child’s teacher will give you more information about snack, in-
cluding potential allergy concerns and the number of servings 
to be brought. 
 College Oak provides snack at “3 to 6 Club” and to the 
classrooms if no one volunteers to bring snack on a particular 
day. 

lunch is served daily consisting of a main dish, side dish 

and fruit. Our vegetarian lunch is catered and made fresh 
daily using wholesome ingredients. A monthly menu is 
posted in the main office and is emailed to families.   
 Children eat lunch buffet style, allowing them to 
take more servings of foods they like. Grace and  
courtesies are encouraged as children eat lunch on china 
plates with cloth napkins and placemats. Each child is  
responsible for cleaning their own place after lunch. By 
sharing food together, children will often try new foods, 
especially when they see their friends eating them. This  
important time of day allows children to enjoy a meal  
together, share quiet time with friends and eat some 
yummy food. 

water is available for the children to drink 

throughout their day at school. We encourage 
children to use their special cup (in primary prep) 
or mug (in primary) to serve themselves water 
whenever they are thirsty. Please do not send 
other drinks or food from home. 

 

   snack suggestions: 
 

 fresh vegetables 
 fresh fruit 
 beans (whole or as a dip) 
 dried fruit  
 whole grain cereal 
 rice cakes 
 whole grain bread or crackers 
 spreads or dips 

 
Please check with your child’s teacher  

for potential allergies. 

 food 

 

We are a 
nut-free 
campus 



 Clothing worn to school should allow freedom of movement and be able to get a little dirty.  
Our indoor and outdoor environments are inviting to children and may also cause wear and tear on 
your child’s clothing (paint, dirt, sand, etc.) Help your child select comfortable and functional foot-
wear that will allow running, jumping, climbing and other excellent gross motor activities. We have 
found it best if shoes have some sort of strap to hold them onto the foot. Label all clothing clearly. 

changing seasons are apparent at College Oak. Children 
will play outside year-round whenever possible.  This 
means children should be prepared in the cooler months to 
play in light rain and/or cold temperatures. We suggest sending children in rain 
jackets and waterproof shoes when it looks like rain. Further, on cold mornings a 
warm hat, scarf and gloves can help children be comfortable as they play in the 
fresh air.   
 
in warmer months children should be ready for sunshine. We suggest you  

apply sunscreen to your child in the morning. If you wish, we will reapply sunscreen after lunch. Sunscreen must be 
marked with your child’s name and given to your child’s teacher for safe storage. Children may not “borrow” sunscreen 
from each other due to allergy concerns.   
 On extremely hot days (and during our summer school program) water play may be available for the children in 
the yard. When these activities are available, children will get wet. If you do not want your child to be wet on a certain day, 
please notify your child’s teacher. During our summer program we also schedule “water days” when the children can play 
in sprinklers in our large yard. Those attending school during the summer will receive information about when water days 
will occur and items children need to participate (swim suit, towel, water shoes, etc.) 

Healthy children and healthy classrooms are a top priority at College Oak.  
Simply stated, our sick policy is “Children must be able to function normally.” 
 
 keep your child home if she or he: 
 has a fever or has had a fever during the previous 24 hours 
 has vomited during the previous 24 hours 
 has heavy nasal discharge 
 has a constant cough 
 is tired, fussy, cranky or generally out of sorts   
   (rest at such times may prevent the development of illness) 
 has symptoms of a possible communicable disease 

 
please phone the school immediately if your child has  

a communicable disease 

phone college oak if your child will be absent. We appreciate this notification as the staff and your child’s  
classmates will be concerned if your child does not arrive as expected. Please notify College Oak immediately if your 
child has a communicable disease such as pink eye, strep throat, etc.  We do not offer make up days or financial credit 
for days missed due to absences. 

children who become ill at school must 

be picked up promptly. Your child and staff will 
appreciate a quick response to our phone call 
alerting you to the situation. It is the staff’s pre-
rogative to make the determination that a child is 
too ill to remain in the classroom on any given 
day. Although we can understand the possible 
inconvenience to you should your child be sent 
home from school, we trust you will also appreci-
ate the protection this policy provides your child 
when he or she is well. 

medication can be given at school only if ALL of the follow-

ing criteria are met: 
  child’s name is on the medication 
  medication is in the original packaging 
  parent leaves written instructions on Medication  
    Release form (found in front office) 
 medication is handed directly to staff member for 
   safe storage 
 

do not send medication with your child or put it 
in his or her cubby or on coat hook 

 clothing  

in good health 

      

children are encouraged to 
attend school in “character 
free” clothes and shoes (no 
super-heroes, action figures, 
Disney, princesses, etc.) 



what your child needs at school 
 
 mug (primary classes only) - Please provide a ceramic mug for your child to use for drinking water during the day 

and at lunch. Have your child help select the mug so that it may be a bridge between home and school. 
 
 change of clothes - All children need to bring at least one complete change of clothes to be kept at school - including 

underwear, socks and shoes (if possible). If your child comes home in spare clothes, be sure to restock supplies at 
school as soon as possible. Also, it’s a good idea to check spare clothes a few times during the school year to  

 ensure the clothes still fit and are appropriate for the time of year. Check with your child’s teacher to find out where 
spare clothes are kept. 

 
 nap supplies - All nappers need a crib sheet and small blanket for nap time. In addition, a small pillow may be 

brought, but keep in mind that all nap supplies must fit into a plastic bin. Nap supplies should be taken home on the 
last day of the week your child attends (they will be on your child’s hook) and returned on the first day of the week 
your child attends (please put nap supplies into your child’s nap bin.)  See you child’s teacher for more information. 

 
 diapers/pull-ups - If your child is not yet potty trained, please bring a supply of diapers/pull-ups, wipes and diaper 

cream (if necessary). We will advise you by note when supplies are running low. 
 

label all items with your child’s name  

personal items such as toys, jewelry, money, candy, gum, make-up, dolls, 

etc. are best kept at home. Not only can these items become a distraction in the 
classroom, items may also break, become lost or cause misunderstandings  
between the children. 
 

sharing items, such as objects from nature, books and photographs are  

encouraged and your child’s teacher will discuss how and when sharing takes 
place. 
 

lost and found is located in the 

outside the front office. By labeling 
your child’s clothing and other 
items, you will be able to find them 
more easily. 
 

changes at home can alter 

behavior in young children. By 
keeping your child’s head teacher 
informed of any changes at home, 
you help us to serve your child bet-
ter. A parent going on a  
business trip, a death in the family 
(including pets), medical problems 
of someone close to your child, 
and separation or divorce are just 
some events that may affect your 
child’s behavior at school.   
Information shared with staff will 
be kept confidential. 

 from home 



 Communication between school and home is essential.  
Please check these places daily for communication and information: 
  
  your child’s sign in/out binder pocket 
  large, white board in office 
  message board in your child’s classroom 
 
 Also watch for school-wide newsletters which are filled with 
calendar reminders, upcoming school-wide events, classroom  
information, notes from teachers and great photos of the children. 
 Teachers are preparing the classroom environment and as-
sisting children with transitions immediately before and after school. 
This is not the best time to conference with your child’s teacher, but 
a quick exchange of information may be appropriate.  Instead, you 
may use the “Important Notes” communication board inside your 
child’s classroom to leave information for your child’s teacher and 
other staff members. Please use this board to let us know if your 
child is being picked up early, going home with a different person, if 
your child has a special need for the day or any other information 

that keeps the staff informed about your child. 

parent meetings are scheduled several times each 

year. These meetings will give you the opportunity to learn 
more about Montessori philosophy, parenting issues and to 
hear what is happening in your child’s classroom. In late  
February or early March, primary children invite their families 
to come to class in the evening for “Watch Me Work” night: 
for one fabulous evening the children show you what they’ve 
been doing in class. 
 

parent/teacher conferences are formally scheduled 

twice each academic year in late fall and late spring. At 
these meetings, you will be able to discuss your child’s  
development and activities, and confer about concerns or 
questions. Sign-ups for conferences will be posted in your 
child’s classroom. Your child’s teacher is also available to 
meet either in person or by phone, by appointment, 
throughout the rest of the academic year. 

 Volunteering helps make our school a thriving community.   
Parents and other family members have numerous opportunities to  
volunteer including special events, campus maintenance, classroom  
support (including weekly laundry of placemats and napkins), fundraising 
and Board of Directors participation to name a few.    
 College Oak is a non-profit school, governed by a Board of  
Directors consisting of staff, parents and community members. Elected 
members vote on a variety of topics and everyone is welcome at monthly 
meetings (usually the third Thursday of the month).   
 All families are required to volunteer at least 20 hours per  
academic year at the school. Families unable to meet the volunteer hour 
requirement may chose to make a financial contribution to the school. 
 Please see the volunteer guidebook (available on our web site), 
your child’s teacher or the office staff to find out how you can help College 
Oak. We appreciate your input and expertise. 

communication 

 volunteering 



  
 Celebrations are essential!  At College Oak we enjoy several all-school 
events during the year as well as in-class festivities.   
 

family potlucks - We begin and end our academic school year with evening 

potlucks. Families are invited to sign up in the front office to bring food to share.  
To support our efforts to eliminate waste at these events, please bring your own 
reusable plates, utensils, napkins and cups. These fun evenings are a great 
way to meet other families. Our end-of-the-year potluck is followed by a camp-
out in the big grass yard - you and your child can camp at school! 
 

all species day - In lieu of Halloween, we celebrate All Species Day on  

campus. Children come to school in an animal or plant costume, participate in 
a parade and other fun activities during the 
morning session. Parents are invited to  
attend and also encouraged to dress as an 
animal or plant. Parent volunteers help with 
the crafts, games and other activities. 
 

holiday sing-along - Each December we gather as a school one evening to sing 

traditional (and some not-so-traditional) holiday songs. This fun event always starts 
promptly and is a family favorite.   
 

earth day - Although we care for the Earth  

everyday at College Oak, our largest school-wide 
celebration is for Earth Day in April. Children  
design a special Earth Day t-shirt and each child 
receives one. Parents may wish to purchase their 
own Earth Day shirt, which can become a  

wonderful memento of your child’s time at College 
Oak. All children and their families are invited to 

attend the morning-long festivities which include games, crafts, special guests and 
sometimes live music.  Parent volunteers are appreciated for this memorable  
celebration. 
 

birthday celebrations are a Montessori tradition. In this special ceremony,  

the birthday child holds a globe, representing the Earth, as the child walks around  
a candle, representing the sun. Each trip around the “sun” represents one year  
the child has been on the  planet.   
 For this celebration, we ask parents to share with the class a photo from 
each year of your child’s life. At the conclusion of the ceremony, your child may wish 
to share a wholesome birthday snack with the class (no sugary items such as frost-
ing, sprinkles, etc). In addition, parents are welcome to participate. Check with your child’s  
teacher for more details about this heart-warming celebration. 

 celebrations 



part of sonoma county for over 20 years, College Oak Montessori School opened in 1987 as a private school 

run by Rebecca Ault. In 1998, a small group of dedicated parents and teachers helped the school become a non-
profit organization. Since then, a Board of Directors (consisting of teachers, staff, parents and community members) 
has directed the school. 

head teachers have been trained in the Montessori  

approach towards child development and education in  
addition to holding a bachelor’s degree. Montessori head 
teachers are responsible for setting up the “prepared”  
classroom environment, making it inviting and stimulating for 
young children.   
 Head teachers are trained observers. Like  
Dr. Montessori, the teacher’s goal is to allow a child to explore 
the environment with as little interference from adults as  
possible. When a child first enters a classroom,  
gentle reminders may be needed while the child learns  

procedures of the classroom. This guidance may include 
how to put a work away where it was found, respecting 
other children’s work, how to work on a table or mat and 
other practical aspects of functioning in the classroom.   
 Through careful observation, the teacher is able 
to best meet the needs of each child. Teachers recognize 
when a child is ready for a “lesson” or introduction to  
various materials such as language, math, geography, 
biology and more. After a brief introduction, the child is 
then free to explore and work with the materials, many of 
which are designed to be self correcting. 
encourages children to become independent learners. 
 Each classroom has an assistant in addition to the 
head teacher. These assistants support the classroom 
allowing head teachers concentrated time with the  
children.  

“It feels like home.” Our dedicated staff brings years of experience, knowledge and just plain fun to College Oak 

Montessori. In the office you’ll meet our school administrative staff, in the classrooms you’ll see head teachers working 
with assistants while before and after school caregivers help College Oak children feel safe and nurtured. Our head  
teachers have been on campus for years, some for over two decades. 

 college oak family and community 



 Enrolling your child at College Oak Montessori requires taking a tour of the campus and deciding if our school 
is the proper environment for your child. Interested parents then complete an application. Upon acceptance to College 
Oak, an enrollment fee and non-refundable deposit is due along with numerous forms to comply with state regulations.  
The following forms must be completed, signed and returned to the office before your child’s first day of school: 
  Admission Agreement 
  Consent for Medical Treatment 
  Personal Rights form 
  Notification of Parents’ Rights form 
  Child’s Preadmission Health History - Parent’s Report 
  Identification and Emergency Information form 
  Physician’s Report (to be completed by family physician) 
  Proof of Immunization (bring yellow card to office so staff may complete this form) 
  Primary Prep only: Primary Prep New Student Intake Form 
 
These forms must be completed for each academic year and summer program registration: 
  Registration & Tuition Agreement 
  Student Emergency Form (half-sheet card) 

keep your personal information up-to-date   
Notify the office immediately of any change in your contact information  

so that we may always be able to reach you in case of emergency. 

minor accidents such as scrapes, cuts, bumps, etc. may 

occur while your child is at school. When these require first 
aid, you will be notified with a “Treatment Report” in your 
child’s sign-in/out binder pocket.   

 

in case of a serious medical emergency, we will make an  

immediate attempt to contact you. If you cannot be reached (or we deem it 
necessary), emergency personnel will be contacted. A member of our staff 
will be with your child until you or another authorized person picks up the 
child. You will be expected to assume responsibility for any resultant 
expense associated with the emergency not covered in whole or in part by 
the school’s insurance. 
 

our emergency preparedness plan describes actions to be taken by 

students, teachers and staff in the event of a man-made or natural  
disaster. Students take part in regularly scheduled drills including the  
evacuation of buildings. In case of a severe earthquake or other disaster,  
students will be kept at school until a parent or other authorized adult  
specified on the students Emergency/Release Card arrives and signs the 
student out. 

registration occurs in March for the following summer and academic year.    

Priority Registration is given in the following manner: 
 1. Currently enrolled students 
 2. Siblings of currently enrolled students 
 3. Siblings of alumni 
 4. Waiting List in order of appearance on Waiting List 

community care licensing (101 Golf Course Drive, Suite A230, Rohnert Park, CA 94928, phone 707-588-5026) issues 

College Oak’s license. Parents have the right to call or write the agency if fault is found in the operation of the facility or treat-
ment of their child. Further, the licensing agency has inspection authority to interview clients (including children and staff) and 
to inspect and audit client and facility records without prior consent. The licensing agency shall have the authority to observe 
the physical condition of the client, including conditions which could indicate abuse, neglect or inappropriate placement and to 
have a licensed medical professional examine the client. 

 paperwork, forms and other information 




