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WELCOME TO COLUMBIA ACADEMY! 
 

It is our pleasure to welcome you to Columbia Academy Preschool, a private school with 

four preschool campuses, providing the highest quality education and care to children 6 weeks of 

age through School-Age. Licensed by the Maryland State Department of Education Nonpublic 

School Branch and the Maryland Office of Child Care, Columbia Academy maintains 

outstanding credentials and a brilliant faculty to maintain its operational excellence. In addition 

to our preschools, we also have an outstanding Elementary and Middle School, offering a private 

school option to children in Transitional Kindergarten through Eighth Grade. 

We realize that, at times, you may have questions, and hope you are able to find the 

answers to many of them on the following pages which outline our policies and procedures.  We 

ask that you please take the time to review our Parent Handbook and be sure to discuss any 

questions you have with your school’s Director or Assistant Director.  Open communication and 

dialogue are important to the success of each child. 

Thank you for enrolling your child in our program. We are confident in our ability to 

provide your child with an individualized learning experience each day and look forward to 

working with you and your child throughout the year! 
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MISSION AND VISION 

 
Mission: At Columbia Academy, our mission is to cultivate successful learning opportunities that allow every 

student to become a responsible, valuable member of his or her community.  

  

Core Focus: We care because we are building better tomorrows.  

  

Core Values: We strive daily to maintain the tradition of excellence in education that Columbia Academy is known 

for and to preserve that legacy for generations of children to come. One of the most important ways we cultivate that 

legacy is to fully embody our core values in everything we do, which shapes who we are as a community and the 

families we serve.  
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PROVEN PROCESS 

 
At Columbia Academy, our Proven Process is at the heart of who we are.  With thirty years of experience, we know 

which methods are successful, and we believe families have a right to know exactly what they can expect from 

beginning to end.  

 

We will be there for each step of your family’s journey, and we look forward to providing not only an academically 

enriching education, but also the most nurturing, hands-on learning experience- one that makes your child’s time 

with us memorable and positively shapes their future in every imaginable way! 
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ADMISSIONS AND ATTENDANCE 

CONTINUOUS ENROLLMENT  

At Columbia Academy, we abide by a Continuous Enrollment policy. This means once enrolled in our preschools, 

your child is always enrolled in the preschools until you notify the school otherwise. This process guarantees your 

child’s place in each age group. There is no annual registration fee. A registration fee and tuition deposit is collected 

only once upon the initial registration of your child, if your child is continuously enrolled with no break in service. 

Should there be a break in service for any length of time, a new registration fee and tuition deposit will be required, 

as it will be considered a new enrollment.  Registration fees and tuition deposits are non-refundable. Enrollment 

Agreements will only be provided upon initial registration. The enrollment agreement contains a clause which includes 

rate increases and program changes, doing away with the need for annual agreements. If you would like to change 

your child’s schedule, you will need to complete a Schedule Change Request which can be obtained from your school’s 

administration team. 

TUITION 

Parents and Guardians are responsible for prompt payment of fees in accordance with their selected payment plan. 

Parents may access their child’s tuition information through MyProcare. Payments may be scheduled through 

MyProcare or utilize Tuition Express for auto-draft payments. 

There is no reduction of fees for: 

▪ Absenteeism 
▪ Vacations 
▪ Holidays  
▪ School closings due to inclement weather or other conditions beyond the school’s control. 

Tuition rates are subject to change. Timely payments are essential for continued enrollment at Columbia Academy; 

however, if you anticipate difficulty with paying on time, please discuss the matter with the school’s Director 

immediately.  If alternative arrangements may be arranged, the Director will let you know. 

MYPROCARE   

MyProcare is a free online portal for you to access account information and easily pay tuition online. MyProcare is 

safe, secure, and created with your convenience in mind. To create an account, visit myprocare.com.  

PAYMENT NSF POLICY  

There is an NSF Fee for any returned payments. An administrator will contact the family if we receive an NSF 

notification and it is the parent/guardian’s responsibility to submit another payment. Refer to the Tuition Rate Sheet 

and Enrollment Agreement for fees and policies. Columbia Academy reserves the right to suspend a child’s privilege 

to attend and participate in daily activities if financial commitments are not met.   

MARYLAND EARLY LEARNING SCHOLARSHIP PROGRAM 

Parents of a child who is a part of the Maryland Early Learning Scholarship Program must complete all required 

paperwork on time to continue enrollment at Columbia Academy. Parents are also required to sign a Preschool 

Enrollment Agreement, agreeing to be personally responsible for the payment of tuition in the event they become 

ineligible to receive the scholarship. 

 

Columbia Academy administers its admissions process, education policies and other school-administered programs 

without regard to race, color, religion, ethnic or national origin, gender, gender identity, sexual orientation, 

citizenship, familial status, mental or physical disability status, medical conditions, genetic information, or any other 

characteristic protected by law. 
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CHILDREN’S RECORDS  

At the time of enrollment, all children will need to have the following information submitted to the school’s 

administrative team. 

• Preschool Application 
• Emergency Card 
• Health Inventory, Part 1 and 2 with updated immunizations and lead screening 
• Allergy/Medication Information (if applicable) 
• All About Me 
• Infant and Toddler Plan (if applicable) 
• Topical Medication Permission Forms 
• Tuition Express Forms (if applicable) 
• Preschool Enrollment Agreement Signed and Dated 
• Copy of Child’s Birth Certificate 

All forms must be turned in prior to your child’s first day in order to attend. Children’s files are kept confidential with 

access only allowed to authorized employees. 

Requests for Release of Records must be in writing. Accounts must be current in order for records to be released.  

Please submit the request for Release of Records form (obtained from the new school) to the school’s Director.  Copies 

of your child’s records will be mailed within ten (10) working days. 

EMERGENCY CARDS 

Each child is required to have a current Emergency Card on file at all times.  The Emergency Card contains information 

regarding other individuals that are authorized to pick up your child on a regular basis, and names of contact persons 

to whom we may release your child in the event of an emergency. In addition to parents, at least two other contacts 

must be listed on the Emergency Card. At least one of the two emergency contacts must be able to pick up within one 

hour of being called. Parents must ensure this information is accurate and updated. The Emergency Card must be 

completed, new or updated, by parents every school year.    

Written authorization must be given if anyone other than a parent or guardian is to pick up a child prior to the scheduled 

time the child is to be released. Telephone requests will not be accepted. That individual must report to the front desk 

upon entering the school and present proper photo identification. Columbia Academy will not release a child to anyone 

younger than 18 years old. 

WITHDRAWAL POLICY 

If it becomes necessary to withdraw your child from the program, written notice must be provided to the school’s 

Administrative Team four weeks in advance of the withdrawal date. The Tuition Deposit credit will be applied toward 

any balance on the account. Any account balances that are left unpaid once the child has left the program will be sent 

to collections. If there is a credit on the account, a refund check will be mailed within 30 business days. 

LATE PICK-UP POLICY 

Parents/Guardians who pick up children after closing will incur a late fee. If you know that you cannot arrive on time, 

please arrange to have your child picked up by someone from your emergency card on file. 

If a child is not picked up by closing, parents will be contacted to determine their expected arrival time. If we are 

unable to contact parents, we will begin contacting Emergency Contacts. 

 

 

 



11 
 

OUR PROGRAM DAY-TO-DAY 

THE FIRST DAY OF SCHOOL 

The first day of school can be an exciting but also scary day for both children and parents. The separation anxiety is a 

normal and expected occurrence for all young children. Many times as adults, we feel anxiety more than the child. 

We are prepared to help both you and your child with this transition.  

Prior to the first day, we encourage you to visit the school with your child to meet your child’s teachers and to see 

their new classroom. On the first day, please be prepared to stay a few extra minutes to help your child ease into the 

day. Encouraging words such as “I’ll pick you up after nap time” or “I can’t wait for you to tell me about the wonderful 

day you are going to have when I come back tonight” are helpful to your child. Please feel free to call the school to 

check on your child. Many children cry for a few minutes as you are leaving then go on to have a great day. The 

teachers are prepared to help your child through this transition and understand the tears that come along with having 

to say goodbye.  

If your child has extreme anxiety from separation, we are here to help.  Please be sure to discuss this issue with the 

administrative staff and the teachers so we may partner with you to help your child. An adjustment period is normal, 

expected, and temporary. To aid in a smooth transition, we encourage parents to be as consistent as possible with their 

daily routines (i.e., pick-up/drop-off times and attendance). 

INFANT & TODDLER PROGRAM 

INFANT AND TODDLER ROTATION 

The infant and toddler rotation is something that sets Columbia Academy apart from other schools. Children are 

grouped into classrooms based on their birthdays, which are as follows (January-April birthdays, May-August 

birthdays, and September-December birthdays). Our teachers remain with the infants and toddlers throughout the first 

two years of their lives. The children transition into new classrooms during this time, yet with the same teachers.  This 

method allows the transitions to be smooth and comforting for each child, as they are moving with a caregiver that is 

familiar to them and creates a nurturing and safe environment for them to explore new opportunities. These transitions 

take place 3 times during the year- January, June and September. Every time the children change classrooms it has a 

developmental purpose. As the children change classrooms, their schedules change, toys change, and the lesson plans 

change based on the child’s developmental milestones at this age. Thirty days prior to each transition, you will receive 

information about the next classroom and the different milestones the teachers will be working on with the children.  

DAILY REPORTS IN TADPOLES 

Prior to drop-off, all parents are required to fill out the Morning Intake on Tadpoles. Throughout the day, your child’s 

teacher will document diapering, feeding, and nap times on your child’s daily report. The teachers will also write 

about how your child’s day was and post pictures of activities during the day.  To get an overview of your child’s day, 

please check Tadpoles daily. 

INITIAL INFANT PLANS 

Each infant and toddler enrolled in our program must have a completed Initial Infant/Toddler Plan prior to their first 

day. This plan is a mutual understanding of the care that will be given to the child while in our program. This 

partnership between the parents and Columbia Academy provides us with all of the necessary information to properly 

care for your child. Parents are required to update Initial Infant Plans as needed or every three months, whichever 

comes first. 
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INFANT AND TODDLER CURRICULUM 

Columbia Academy’s approach to our Infant and Toddler curriculum is based on a learning plan that meets the 

emotional, physical, social, and cognitive needs of children, using developmentally appropriate practices in a 

supportive environment. The curriculum includes: Creative Curriculum, Music, and Physical Education. Emphasis is 

placed on: social and emotional development, physical development, language development, cognitive development, 

literacy, math, science and technology, social studies, the Arts, and English language acquisition. All of this is taught 

in a safe, nurturing, supportive environment.  

Learning during the first years of a child’s life is more critical than ever. Recent research in brain development makes 

these links clear. We have developed a curriculum that not only provides support for infant and toddler learning and 

changing families, but also for the teachers implementing the program. Our trained teachers guide infants and toddlers 

through experiences that enrich their daily activities and promote healthy brain development.   

INFANT AND TODDLER SUPPLIES 

CLOTHING, DIAPERS, WIPES 

Please provide at least three complete sets of clothing for your child. Be sure to label them with your child’s first and 

last name. If clothes are sent home due to a spill or accident, please remember to bring in a replacement change of 

clothes immediately. If no extra clothes are available, then the parents or guardians will be called to bring clothes. 

Parents are responsible for providing diapers, wipes, and bibs for their child.  Parents must provide Columbia Academy 

with 1 package of diapers and 1 box of wipes upon starting. We will inform you when the supplies are low so they 

may be replenished. If you wish to have diaper cream applied, please supply an unopened tube of diaper cream along 

with a signed Topical Ointment  Form.   

NAPPING 

Every child shall have the opportunity, but will not be required to sleep and rest. Infants will nap whenever they are 

tired but not more than two hours at a time. Mobile infants will be encouraged, but not required, to sleep during 

regularly scheduled nap times.  Any deviations from these napping guidelines shall be documented by a doctor’s note.  

All infants must be placed on their back to sleep. Per Maryland State licensing regulations, we are not permitted to 

place blankets, toys, bumpers or other items in the crib and are not permitted to swaddle children. In the first infant 

classroom, Sleep Sacks can be used as alternative. Sleep sacks should be taken home at the end of each week to be 

laundered.  

All pacifiers should be labeled with your child’s first and last name or initials. Pacifiers are permitted only in cribs or 

on cots.  This prevents the spread of germs by children sharing them. Pacifiers should be taken home daily to sanitize. 

Pacifiers may not be attached to the infants with pacifier clips or to blankets or small animals. Pacifiers are only 

permitted in the infant room. Once children move to the Toddler classroom, pacifiers are no longer permitted. 

OUTDOOR PLAY 

Children are required to go outdoors twice a day, weather permitting.  Children should be dressed appropriately for 

this daily activity. As a safety precaution, shoes that completely enclose the foot are required for children all day, 

every day. Columbia Academy uses the following guidelines to determine if it is appropriate for children to be 

outdoors: 

• Infants shall be taken outside daily in good weather when the temperature exceeds 350F (wind chill) or is 

less than 1000F (heat index). Infants shall be dressed warmly and placed in a stroller or on a blanket on a 

carpeted playground.  Infants have a morning and afternoon designated playtime.  
• Children shall play outside twice a day in good weather when the temperature exceeds 320F (wind chill) or 

is less than 1000F (heat index). 
▪ Children will not go outside with wind conditions over 30 mph. 
▪ If the weather forecast indicates code red conditions, the children will not go outside at all unless they are 

going to the pool in the summer. 
▪ If the weather forecast indicates code orange conditions, then the children will go outside for 15 minutes. 
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PRESCHOOL PROGRAM  

Columbia Academy’s teachers create an atmosphere that is rich in academics and personal growth.  The primary 

goal of our preschool experience is to cultivate an enthusiasm for learning while developing a strong foundation in a 

child’s education. This is accomplished through the implementation of enriching curriculum and educational 

experiences at the appropriate time in a child’s development 

K-PREP 2 PROGRAM 

Our K-Prep 2 program focuses on learning and enhancing appropriate academic, social, and life skills, as well as 

encouraging language development. The curriculum includes: Creative Curriculum, Development of Fine & Gross 

Motor Skills, Thinking and Socio-Emotional Activities, Expressive Language Development, Receptive Language 

Development, Center/Art Exploration, Development of Name Recognition, Snacks, Cooking Projects, 

Colors/Shapes, Circle Times, Potty Training & Potty Routines, Specials (Physical Education, Music, Spanish), and 

Educational Presentations. 

K-Prep 2 case studies are: 

• September: Building Your Classroom Community/ Paper 
• October: Containers 
• November: Bags 

• December: Brushes 

• January: Clothes  
• February: Seats 
• March: Light 

• April: Rocks 

• May: Balls 

• June: Shoes 

• July: Sand 
• Aug: Music Making 

TOILET TRAINING K-PREP 2 PROGRAM 

When a child indicates a desire to learn to use the toilet, this should be a positive experience. Many children begin to 

indicate this desire around the age of two, but there is no right age by which all children should be using the toilet.  

Learning to use the toilet is a skill that does not take a long time when you, your child and the teachers all work 

together. Children learn toileting skills through consistent, positive encouragement from the adults around them.   

When toilet training begins, it is best to discuss this with your child’s teacher so that you can both commit to working 

with your child in a consistent manner and alleviate confusion for the child. This also allows for as little stress on your 

child as possible so that toilet training can be a smooth process. Continuous communication between parents and 

teachers during this process minimizes a child’s frustration and maximizes his/her success in achieving this milestone. 

In the event of accidents while your child is toilet training, please make sure to have several complete changes of 

clothes, including shoes.   

Columbia Academy prefers to only permit enrollment into the Preschool classes (K-Prep 3 and K-Prep 4) once a child 

is potty trained. Children who meet the age requirements for the K-Prep 3 Program and are not toilet trained will 

remain in the K-Prep 2 Program, at the K-Prep 2 tuition rate, until they are independently toilet trained. 

Children should come to school prepared to engage in active play. This requires clothing that is comfortable and easy 

to move in. All children must wear shoes with closed toes and backs, and non-skid soles. Flip flops, clogs, and sandals 

are not permitted. Sweatshirts or other shirts with drawstrings are prohibited. Please provide an extra set of seasonal 

clothes to remain at school.  During the winter months, we will also require children to be provided with clothes that 
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will assist in maintaining warmth during outdoor play. This includes hats, gloves, boots, scarves, snow pants, etc. 

Make sure to label them with your child’s first and last name. If clothes are sent home due to a spill or accident, please 

remember to bring in a replacement change of clothes immediately.  If no extra clothes are available, parents or 

guardians will be contacted to bring clothes. 

K-PREP 3 PROGRAM 

Our K-Prep 3 program is designed to continue working on the skills listed in the K-Prep 2 program, and additionally 

to provide children with the social, emotional, and academic skills needed for success in pre-k and kindergarten. Our 

goal is to provide exposure in every subject area on a three-year-old level. The curriculum includes: Creative 

Curriculum, Phonics/Whole Language Program, Pre-reading/Writing Skills, Math, Science, Social Studies, Fine & 

Gross Motor Skills, Independence & Life Skills, Circle Time, Socialization Skills, Center/Art Exploration, Cooking 

Projects, Show & Tell, Health & Safety, Specials (Physical Education, Music, Spanish, Library), The Peaceful 

Classroom, Educational Presentations and Field Trips, and Bathroom Skills. 

K-Prep 3 case studies are: 

• September: Building Classroom Community 
• October: Trees 
• November: Bread 
• December: Tubes and Tunnels 
• January: Signs 
• February: Pets 
• March: Balls 
• April: Gardening 
• May: Exercise 
• June: Sand 
• July: Boxes 
• August: Water 

K-PREP 4 PROGRAM 

The K-Prep 4 curriculum will continue to work and build upon the skills listed in the K-Prep3 program. The 

curriculum is designed to prepare children for the academic and social demands of kindergarten. The curriculum 

includes: Creative Curriculum, Case Studies, Language Arts & Early Literacy, Print & Book Awareness, Letter 

Knowledge & Written Expression, Math, Science, Social Studies, Handwriting, Fine Arts, Center Exploration, 

Health & Safety, Specials (Physical Education, Music, Spanish, Library), Show & Tell, Cooking Projects, Social & 

Emotional Development, Physical Skills including Fine & Gross Motor Skills, and Educational Presentations and 

Field Trips. 

K-Prep 4 case studies are: 

• September: Beginning of the Year 

• October: Wheels 

• November: Clothes 

• December: Roads 

• January: Cameras 

• February: Simple Machines 

• March: Reduce, Reuse, Recycle 

• April: Gardening 

• May: Getting Ready for Kindergarten 

• June: Light 

• July: Music Making 

• August: Building a Bridge to Kindergarten 
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ASSESSMENTS AND CONFERENCES 

Progress Reports will be completed three times during the school year - in November, March, and June.  During these 

times, teachers will post a sign-up sheet for Family/Teacher Conferences. Conferences are designed for families to 

ask questions about their child’s progress and development, and also provide teachers with feedback that will allow 

them to better meet the needs of each child. At any time, parents are encouraged to reach out to their child’s teacher 

or the admin team for any additional meetings or conferences that may be needed. 

TECHNOLOGY USE 

In our K-Prep 3s and 4s programs, there is a technology center set up in each classroom comprised of computers which 

are loaded with educational games to help enhance the children’s learning. The computers are only used during 

“Center Time” or “Exploration Time” and the amount of time is limited to 15 minutes per child per day.  Each child 

will have some computer time 1-2 days per week.  

Technology is not used in our Infants, Toddlers, and K-Prep 2s classrooms by the children.  

FIELD TRIPS 

Children in our K-Prep 3s and 4s programs are eligible for off-campus field trips.  At the beginning of each school 

year, field trips will be announced, and parents will return permission forms for their child to attend the trip.  

Transportation will be provided for the children and any parents that chaperone.  Columbia Academy does not allow 

staff or parents to transport children that are not their own to and from field trips.   
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CHARACTER EDUCATION AND ENRICHMENT PROGRAMS 

RESPONSIVE CLASSROOM 

At Columbia Academy, we utilize components of Responsive classroom starting in our K-Prep 2 program through 

8th grade.  Responsive Classroom is a student centered, social and emotional learning approach to teaching and 

discipline.  This approach is associated with high academic achievement, improved teacher/student interaction and 

high-quality instruction. Responsive Classroom helps children learn a set of social emotional competencies as well 

as academics. In our K-Prep 2-4 programs, we utilize the “Morning Meeting” component of Responsive Classroom.  

Morning Meeting give children a consistent time and place to explore and practice social skills.  It is intended to 

take the place of traditional “Circle Time”, to make the experience more meaningful, intentional and age 

appropriate.  

PEACEMAKING CURRICULUM 

Columbia Academy is fortunate to participate in the Lifeworks Strategies, Adventures in Peacemaking program, a 

curriculum that helps promote a positive and peaceful learning environment. The peacemaking curriculum is 

implemented in each classroom and throughout our entire school community. It provides the teachers and children 

with innovative methods of dealing with conflict in a peaceful manner and develops productive conflict resolution 

habits for the future. The program includes activities in all subject areas for all ages. These activities teach acceptance, 

diversity, cooperation, sharing, feelings, winning, and much more. 

The curriculum encourages: 

• Children to talk to one another about their problems and settling their disputes 
• Teachers to be responsive to the children at all times and to expect positive behavior 
• Children and teachers to show respect, warmth, and kindness for each other 
• Using positive words and praise to help guide the child 
• Discussing problems privately whether talking with the child, parents, or other staff 
• Awareness of appropriate behaviors at different developmental stages 

As part of our Peacemaking Curriculum, our K-Prep 3 and K-Prep 4 programs hold Virtue of the Month Assemblies 

the first Friday of each month. These assemblies highlight the monthly theme or virtue that they are learning about 

and award those children who demonstrate the virtue during the course of the month.  Parents are welcome to join this 

Zoom event. 

POSITIVE GUIDANCE/BEHAVIOR MANAGEMENT/DISCIPLINE 

Teachers implement a Peacemaking Program as the first option when disciplining a child. Columbia Academy views 

discipline as guiding one’s behavior in a positive direction, while using positive words and praise to help guide the 

child. No physical discipline of any kind is ever used. Preventing others or the child from harm is the only instance in 

which restraint (holding the child) may be used. Shaming a child is never permitted. Discipline will not be associated 

with bathroom usage, nap times, or withholding food. 

DISCIPLINE PROCEDURES 

We have found that behavior concerns usually indicate that a child needs more time, support and practice in developing 

their social and emotional skills. When concerns about a child’s behavior arise, we will partner with the families as 

well as potentially working with other individuals who specialize in supporting children’s social and emotional health.  

When concerns arise, the teachers will begin to use the following redirection techniques:  

1. Attempt to allow the children to work out the problem on their own. 
2. Mediate the discussion, if necessary, to help them make good choices and come to a resolution. 
3. If a child is too upset, or in danger of harming another child, the child will be removed from the situation or 

classroom until they are able to address the problem. 
4. Before returning to the situation, the child, with the help of the teachers, will discuss what would have been 

a better choice and decision. 
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Once these techniques have been implemented, if there has not been a significant improvement in the behavior, the 

teachers will then notify the school’s administration team to begin to develop a plan on how to help the child be 

successful in the classroom.  This includes meeting with the family, classroom observations, journaling of the 

child’s behavior to see if there is a pattern, testing out different positive guidance techniques such as rewards, 

picture schedules, etc. If the school has explored different tactics and the behavior is still a concern, the 

administrative team and teachers will meet with the parents and discuss next steps for the child which would include 

reaching out to services such as Howard County Infants and Toddlers and Child Find to see what other resources 

may be needed.  

BITING  

Biting is not uncommon among young children. During early childhood, children are sensory learners and often 

explore orally. In addition, immature language skills and frustration can lead children to biting as a means of making 

their needs known. We do realize that biting can be a concern for parents and we strive to minimize biting at school. 

The following strategies help prevent, manage, and/or minimize biting incidents: 

• When a child bites out of frustration or during confrontation, they will be redirected to another activity or 

they will be shown an alternate way to get what they need. We encourage the use of language in expressing 

their wants and needs.  
• If a child bites frequently, we will utilize a more intensive approach that involves carefully observing and 

shadowing the child to determine precipitating events and maintain a log to keep track of the behavior.  We 

will request a conference with the parents or guardians to discuss possible solutions.  
• If we find that we cannot find a solution, we will request outside intervention services, i.e. the Care Center 

to come in and assess classroom set up, procedures, etc. 
• You will be notified if your child has been bitten while at school and any appropriate first aid needed will be 

administered. To protect the privacy of all our families, you will not be informed of the identity of the biter.    

For the safety of all children, if all reasonable actions to change this behavior have failed, we reserve the right to 

remove the biting child from Columbia Academy. 

FIELD TRIPS 

Columbia Academy regularly schedules special in-house, educational events and activities for all children at each 

location. Magic shows, historical presentations, musical performances, and science demonstrations are planned 

throughout the year. Field trips and off-site events give children opportunities to build awareness, expand classroom 

learning, and allow them to learn from real-world experiences. In order to make field trips meaningful and safe, we 

will follow these guidelines: 

• All Chaperones must be at least 21 years of age.  
• Permission slips will include details of the trip and must be signed and returned to the school by the due date. 
• A certain chaperone/student ratio will be determined for each field trip. We encourage parents to volunteer 

to chaperone. Field trips that do not have enough parent chaperones are subject to cancellation. 
• If a child wishes to participate in a field trip on a day they are not scheduled to be in attendance the Director 

will determine if there is sufficient space.  
o We request that a parent accompany the child on the field trip. 
o If you are unable to chaperone, your child may only attend if required ratios are maintained with 

his/her addition to the class. 
o An additional day fee plus the cost of the trip and signed permission slip will be due prior to the 

date of the trip if a chaperone is not able to attend with them. 
o Trip fees will be established based on the cost of the specific trip. 

• Chaperones will be required to stay with the school group at all times 
• If you volunteer as a chaperone, there will be 1 workshop per calendar year that the chaperone will have to 

attend going over the rules and responsibilities of a chaperone.  

EXTRACURRICULAR ACTIVITES 

As part of the regular program, students in K-Prep2 through K-Prep4 participate in: 
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• Spanish 

• PE 

• Music 

• Yoga 

For an additional fee, students may join some afternoon clubs: 

• Cooking 

• Soccer Shots 

• Ballet 

• Science and Technology 

BIRTHDAY PARTIES 

A child’s birthday is a special event.  Columbia Academy will allow a small celebration (i.e., cake, cupcakes, or a 

snack) for children to share their birthday.  Please note the following: 

• We are not able to accommodate homemade items. All items must be store-bought and include the ingredient 

label. Being a peanut/tree nut-free school, items may not have been manufactured in facilities that may 

contain traces or share equipment with peanuts or tree nuts. 
• Please discuss your plans with your child’s teacher or the Director before finalizing them. 
• Parents may bring in plates, napkins, cups or goody bags (without any nuts) if you desire. 
• Balloons, clowns, or characters are not permitted. 

o Birthday Party Food Ideas: Hostess cupcakes, Jell-O or Pudding cups, Ice-Cream or Popsicles, 

Cookies, such as Oreos, Fruit 
o Giant and Wegmans both have a school-safe/peanut-free line of dessert treats. 

If you are planning a celebration at home for your child and are inviting all the children from your child’s classroom, 

you may place invitations in the cubbies. If you are only inviting a few children or children from another class, we 

ask that you mail the invitations from home. 
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PARENTS, PARTNERS IN OUR COMMUNITY 

FAMILY COMMUNICATION & INVOLVEMENT 

The teachers and administration of Columbia Academy value clear, open, honest communication with parents. 

Columbia Academy has an open-door policy which allows parents or guardians to visit the school any time 

throughout the day.   

Communication between parents and teachers allows for the best experience for each child in the program. It is 

helpful for the teachers to know if there are special events or issues going on at home that may affect the child’s 

behavior. If there is something going on outside of school that may bother your child, the teachers will be sensitive 

to a potential need that a child may have. If an issue should arise while at school, the teachers will keep parents 

informed so that everyone is aware of and able to address these situations. Please feel free to discuss any concerns 

you may have with your child’s teacher and/or the school’s Director. 

Parents are invited and encouraged to be involved in their child’s school activities.  There are many ways in which 

parents can participate and volunteer at Columbia Academy.  Parents may volunteer to attend trips, read in the 

classroom, assist teachers, and/or coordinate special events. 

Parents will receive monthly newsletters from the school.  The newsletters will contain important dates and activities 

that will happen during the upcoming month.  Located in the lobby of each school is a “Community Resource 

Binder” where families can find information on different local community events, resources for child development 

and resources for services such as Child Find, Speech Intervention etc.  

For daily communication, our school uses Tadpoles to communicate with parents about what is going on in the 

classroom.  Through Tadpoles you will receive all calendars, newsletters, menus, and lesson plans electronically, as 

well as have the ability to message your child’s teachers. You will receive pictures throughout each day of the 

different activities your child participates in.  In our Infant, Toddler, and K-Prep 2 programs, you will also receive 

daily sheets that document your child’s entire day at school. These sheets will document meals served, diaper 

changes/toilet training, naps, items that are needed for the next day, and a brief description of their day. 

Quarterly, Columbia Academy will send out family surveys to the families to provide feedback, suggestions, and an 

overall evaluation of the program.  The school’s admin teams will take the time to address the survey results in 

several ways, including information out to families in the Friday Reminders, providing more clarity around a 

specific policy, or sharing more information with families. 

PARENT REFERRAL PROGRAM 

Columbia Academy realizes that referrals from parents are the best form of advertisement. When your friend or 

family member presents a referral form at the time of their registration, each family will receive a $100 tuition 

credit.  Referrals are for currently-enrolled families only. There is no expiration date and no limit to the number of 

families that may be referred. Referral forms are available at each school. 

REPORTING OF SUSPECTED CHILD ABUSE 

Under the Child Protective Services guidelines, mandated reporters are required to report any suspicion of abuse or 

neglect to the appropriate authorities.  The employees of Columbia Academy are considered mandated reporters 

under the law. The employees of Columbia Academy are not required to discuss their suspicions with parents prior 

to reporting the matter to the appropriate authorities, nor are they required to investigate the cause of any suspicious 

marks, behavior, or condition prior to making a report.  In the guidelines, mandated reporters can be held criminally 

responsible if they fail to report suspected abuse or neglect.  At Columbia Academy, we take this responsibility very 
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seriously, and we will make all warranted reports to the appropriate authorities.   The Child Protective Services 

guidelines are designed to protect the welfare and best interest of all children. 

As mandated reporters, the staff of Columbia Academy cannot be held liable for reports made to Child Protective 

Services which are determined to be unfounded, provided the report was made in “good faith.” 

CUSTODY/COURT ORDERS 

If a child is not to be released to a parent or guardian due to a custody dispute or restraining orders, parents must 

provide Columbia Academy with written legal documentation. A copy of the legal documentation outlining the 

conditions of the order must be on file. 

In cases where an enrolled child is the subject of a court order (i.e. Custody Order, Restraining Order, or Protection 

from Abuse Order) Columbia Academy must be provided with a Certified Copy of the most recent order and all 

amendments thereto.  The orders of the court will be strictly followed.  In cases where both parents are afforded 

shared/joint custody by order of the court, both parents must sign the request for more liberal interpretation of the 

order.  If conflicting court orders are presented, the most recently dated court order will be followed.   

BABYSITTING 

We understand that you might ask a Columbia Academy employee to provide babysitting services after normal 

business hours outside of our facility. We assume no responsibility for any Columbia Academy employee that may 

provide this service. Please understand that our company is not responsible for the care of your child while not in 

attendance at our preschool nor are we responsible for the actions of any Columbia Academy employee during the 

employee’s non-work hours. 
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NUTRITION 

Columbia Academy complies with the state licensing regulations and requirements. Our schools are subject to 

inspection by the state and county health, fire, licensing, and building agencies. Regulations and inspections pertain 

to staff qualifications, the facility and playground, nutrition, health and safety matters, record-keeping, and child-to-

teacher ratios. If you have any questions about these regulations or other requirements, please see your school’s 

Director or visit https://www.ndm.edu/sites/default/files/pdf/msde-parents-guide-to-regulated-child-care.pdf.  

GENERAL FOOD POLICIES 

Columbia Academy Preschool serves nutritious morning and afternoon snacks daily. Snack menus are distributed 

monthly via Tadpoles and are available at the front desk. If your child has food allergies, please refer to the Allergy 

Section for more details. Parents must provide breakfast (if applicable) and a ready to serve lunch if the student is not 

enrolled in the school’s lunch program.  The school lunch program is not including in your child’s tuition.  Speak to 

your school’s administration team if you are interested in learning more about the program. 

BOTTLES 

Parents are required to provide an adequate supply of already-prepared bottles. Be sure to prepare one more bottle 

than you think your child will need for the day to ensure that the school will not run out. Each bottle must be clearly 

labeled with the child’s first and last name, contents, and the date.  

Crockpots are used to heat bottles. A separate crock pot will be used for bottles containing breast milk. Bottles are 

checked for appropriate temperatures before they are offered to a child. Once a bottle is heated, it can only be offered 

for one hour after the time it was first heated. Any excess milk will be disposed of. We are not permitted to reheat 

bottles. Fresh bottles must be brought in each day and nothing may be left in the refrigerator overnight. Glass bottles 

and containers are not permitted to be used. 

SOLID FOODS 

For an infant, all food needs to be provided by a parent. 

• Cereal must be brought in the original box labeled with the child’s first and last name. 

• Baby food must be unopened and labeled with your child’s first and last name. 

• Homemade foods must come in a clearly marked container labeled with name, date prepared, and contents 

• Glass containers cannot be used  

To prevent any bacteria from forming in containers, a disposable bowl will be used for feeding pureed foods. Utensils 

from home may be used if one is supplied for each feeding. Please provide a bib that can easily be wiped clean. 

FOOD FROM HOME 

Columbia Academy is a peanut/tree nut-free school. This includes products containing peanuts, tree nuts, or traces of 

these products. Due to the extreme nature of allergic reaction in some children, these items are prohibited in our school 

or school-sponsored events. Some peanut/tree nut allergies trigger severe and immediate anaphylactic response, even 

with minimal exposure to the allergen. Triggers may include, but are not limited to, tree nut/peanut dust in the air, the 

scent of peanuts/tree nuts on someone’s breath, peanut/tree nut oil residue on surfaces such as doorknobs, countertops, 

light switches, toys, etc. Homemade snacks are not permitted. While we understand that parents enjoy providing 

homemade snacks for birthdays and holidays, we must be mindful of the safety of all children enrolled at Columbia 

Academy.    

 

 

 

https://www.ndm.edu/sites/default/files/pdf/msde-parents-guide-to-regulated-child-care.pdf
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ALLERGIES 

Columbia Academy is committed to children’s safety and view allergy issues very seriously.  The following 

procedures must be followed if your child has a food allergy: 

▪ The food allergy must be documented on the child’s Health Inventory (signed by the child’s physician), 

Emergency Card, and on an Epi Pen Care Plan, if applicable. 
▪ All medications (Benadryl, Epi-Pens, etc.) must be kept at the school accompanied by a completed 

Medication Form. This medication form must be signed by the parent and the child’s physician.  All Epi-

Pens will be kept in the child’s classroom and other medications such as Benadryl will be stored in a locked 

box at the front desk. See the prescription medication section for specific details.  

A snack menu will be provided for parents to highlight which foods your child may eat and cross out the foods that 

your child may not eat. This snack menu will be posted in your child’s classroom. Parents must supply individual 

servings of substitute food items when necessary, i.e. cooking projects, birthday parties, snacks, etc. These items 

should be labeled with your child’s first and last name and date. 

▪ If your child requires a different type of milk, please bring the milk in the original, sealed container labeled 

with your child’s name and date. The milk will be kept in the school fridge and served at mealtimes. 
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FITNESS AND HEALTH 

Our health policies are designed to ensure the health, safety, and welfare of all our children and staff. We understand 

that a child may become sick during the school day or show signs of sickness prior to their arrival. If your child 

should become sick while in our care, we will notify you immediately. 

A parent or guardian will be contacted if their child exhibits any of the following symptoms, which include but are 

not limited to: 

▪ Temperature of 100.4 degrees or higher. 
▪ Severe cold symptoms with fever and nasal drainage (drainage that is not clear may be a sign of infection) 
▪ Vomiting-once during the day 
▪ Two bouts of diarrhea in one hour or 3 times within a day 
▪ Any unidentified rash is noticed on a child (Doctor’s Note requirements)  
▪ Symptoms resembling conjunctivitis (Pink Eye) 
▪ Blood in stool 
▪ Infestation 
▪ Mouth sores 
▪ Persistent abdominal pain 
▪ Respiratory distress 
▪ RSV 
▪ Unusual color of skin, eyes, stool, or urine 
▪ Unexplained irritability, lethargy, and/or persistent crying 
▪ Coxsackie (Hand, Foot and Mouth) - children may not return until all blisters have dried up and scabbed 

over. There may not be any sores in the child’s mouth. 

Parents are expected to pick up their child within one hour of notification.  

In order to return to school, children must be symptom-free for 24 hours without the aid of medication. Prescription 

medication such as antibiotics must be administered at home for a minimum of 24 hours before a child is permitted to 

return to school. If your child’s illness is contagious, a doctor’s note stating that the child is no longer contagious and 

that he or she may return to a group environment will be required for your child to return. The 24-hour recuperation 

period ensures that the child has had adequate time to recover from the illness and is no longer contagious. 

 
MEDICATION ADMINISTRATION  

It is in the best interest of children for the parents to make every attempt to administer all necessary medication at 

home. When medication must be administered at school, a medication form must be completed and signed by a 

physician. Staff members trained in the State of Maryland Medication Administration Training are permitted to 

dispense medicine. Medication forms must be completed by a physician for all medicines, including over the 

counter medicine.  We encourage parents to keep several extra forms on hand in case they are needed. They may 

also be found at https://earlychildhood.marylandpublicschools.org/system/files/filedepot/3/occ1216-

medicationadministrationauthorization.pdf 

PRESCRIPTION MEDICATION 

▪ All medication must be labeled with the child’s name. 
▪ The medicine must be secured in our medicine lock box. Medication may not be kept in your child’s cubby, 

backpack, or diaper bag. 
▪ All prescription medications must be in the prescription bottle labeled with the child’s name and dosage. The 

dosage must match the medication form. 
▪ Children must be on the medication for at least 24 hours at home to ensure no negative or allergic reactions 

to the medication prescribed. 

https://earlychildhood.marylandpublicschools.org/system/files/filedepot/3/occ1216-medicationadministrationauthorization.pdf
https://earlychildhood.marylandpublicschools.org/system/files/filedepot/3/occ1216-medicationadministrationauthorization.pdf
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▪ Some parents find it helpful to ask the pharmacist to split medication into two prescription labeled bottles. 

This allows you to leave one bottle at school during the week, while keeping the second bottle at home for 

the parents convenience.  
▪ Parents must provide the proper dosage cup. We are not permitted to use teaspoons. 
▪ For Nebulizer Treatments: Parents must provide the nebulizer machine and face mask. Siblings may share a 

nebulizer machine.  Each child will need their own individual face mask. Parents must inform staff of the 

child’s last nebulizer treatment, so staff may accurately follow the dosing instructions on the medication 

form. The medication form and the prescription box must match for the frequency of medication. 
▪ There is a separate medication form for Epi-pen/Benadryl medicines that may be needed for allergic 

reactions. Please ask the administration for this form. All Columbia Academy staff are permitted to 

administer an Epi-pen in the event of an emergency. 
▪ If a child requires medication during the day, please complete the medication portion of your child’s morning 

intake form on Tadpoles with the times that they will need the medication. 

OVER-THE-COUNTER MEDICATION 

▪ Medicine must be in the original, unopened box labeled with your child’s name. 

▪ The expiration date must be visible and expired medication will not be accepted 

▪ Columbia Academy may administer one (1) dose of over-the-counter medicine per day, per illness, with a 

doctor’s consent. 

▪ Written parental authorization is required to administer topical medications including diaper ointment, 

sunscreen, and non-medicated lip balm. 

▪ Parents must provide unopened tubes or bottles of diaper ointment and sunscreen, labeled with the child’s 

name. These items will be stored out of children’s reach. Please do not leave these items in the child’s 

cubby or crib bins. 

▪ We ask that parents apply sunscreen to their child in the morning and Columbia Academy will apply 

sunscreen to your child 30 minutes prior to going outside and every 2 hours as needed. Sunscreen applied at 

school must be in lotion form; aerosol sunscreen cannot be used and will be returned to parents to use at 

home.  

▪ Columbia Academy may only apply insect repellant to children with a medication form on file signed by a 

physician. Sunscreen that contains insect repellant will be returned to the parent. 

ACCIDENTS AND INJURIES 

Incident Reports are required to be filled out for injuries requiring ice or first aid and minor accidents.   Parents or 

guardians will be informed via phone of head or facial injuries at the time of the accident.  A parent must sign the 

report and leave the original at the school.  A copy is given to the parents. 

In the event of an emergency, parents will be notified immediately. We will take your child to the nearest hospital if 

necessary. 

If your child is involved in injuring another child, you will receive an Incident Report with details of the incident.  

The child who was injured will also receive an Incident Report with the details of the injury.  However, in an effort 

to protect the privacy of all of our families, we will never disclose the identity of the other child(ren) involved. 

 

 

 

 



25 
 

SAFETY PROCEDURES 

ARRIVAL PROCEDURES 

A parent must walk their child into the building each day and leave them in the care of an authorized staff member. 

Anyone under the age of 18 is not permitted to drop off or pick up children. Prior to dropping off an infant, toddler, 

or 2 year old, parents are required to fill out the morning intake form via Tadpoles. The morning intake will help the 

teachers determine each child’s daily schedule. Please be mindful that the caregivers in the room may be attending 

to another child upon your arrival but will assist with your child’s transition as soon as they are able. 

Some children exhibit separation anxiety when it is time for a parent to leave.  Developing a morning routine will 

help ease the child’s anxiety when his or her parent leaves.  Upon arrival, it can be helpful for parents to tell the 

anxious child that after all of the child’s things are put away, the parent will kiss, hug, and say goodbye to the child.  

The employee present in the classroom will comfort and assist the child through any period of anxiety.   

Parents are required to notify the child’s teacher or Director of any special instructions or needs for the child’s day.  

The parent must present the special instructions in the form of a letter, fill out your child’s daily sheet via Tadpoles, 

and verbally discuss them with either the classroom teacher or school Director.  These special instructions include 

but are not limited to: early pick-up, alternative pick-up person, health issues from the previous night which need to 

be observed, and/or any general issues of concern which the child care providers should be aware of to best meet the 

needs of your child throughout the day 

DEPARTURE PROCEDURES 

A designated adult must walk into the building to pick up the child or children and inform the teacher that they are 

leaving. 

When arriving to pick up, parents or another authorized adult must inform the teacher that the child is leaving and 

sign his or her child out of care with the teacher. Once a child is signed out of care, the parent is then solely 

responsible for supervising their child while on school premises.  Parents are encouraged to take home all papers in 

the child’s cubby or school bag each day and read the daily board for the day’s activities.   

ANTI-IDLING POLICY 

We ask that all families, staff, and visitors help us keep our school air clean by keeping their car off when running 

into the building for drop off and pick up.  Exhaust fumes from cars have been linked to increases in asthma, 

allergies, heart and lung disease, and even cancer.  Turning your car off can help reduce children’s exposure to 

pollution, save a little money, and help the environment. 

Parent/Guardian Emergency Notification 

Columbia Academy does not follow the Howard County School System schedule, nor do we close based on Howard 

County School System decisions. Columbia Academy will make an independent decision to close the school due to 

inclement weather. If the Howard County Police Department orders businesses to close, we will close.  Tuition will 

not be refunded or reduced for any school closures. 

If Columbia Academy makes an independent decision to close, it is for the safety of your family as well as our staff. 

Please do not hesitate to call the school to inquire about an early closing. If Columbia Academy decides to close, 

open late, or close early, we will utilize the following methods to notify parents:   

• A message via Tadpoles. 

• An email from School’s administration team 
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FIRE DRILLS & EMERGENCY EVACUATIONS 

Columbia Academy conducts monthly fire and emergency/evacuation drills. In the event an emergency situation 

occurs, we will notify you to pick up your child as soon as all children and staff are safe and secure. Emergency 

situations include hazardous conditions or situations that may impact the welfare of children and staff, or those that 

prevent us from complying with health and safety regulations necessary for the appropriate care of children. These 

conditions may include a natural or man-made disaster, loss of utilities, and any other circumstances that 

compromise the safety and security of your child. 

DRUGS, SMOKING, and FIREARMS 

Columbia Academy is drug, tobacco, and alcohol free.  The use of these substances on or around our property are 

strictly prohibited, including the use of firearms.  

THANK YOU FOR JOINING THE COLUMBIA ACADEMY COMMUNITY 

Thank you for entrusting your child to our care. We look forward to serving you and your family for years to come. 

If you ever have questions, please contact your school Director.   
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Please return 

 

My signature below indicates that I have received a copy of the school’s policies and procedures.  

 

Child(ren)’s Name(s):___________________________________________________________________ 

 

Parent/Guardian Name:__________________________________________________________________ 

 

Parent/Guardian Signature:_______________________________________________________________ 

   

 

Date: _________________________ 

 


